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SECTION II —COUNCIL ORGANIZATIONS AND PROCEDURES

DISTRICT OF HIGHLAND
POLICY MANUAL
SECTION 11 -103

EFFECTIVE GOVERNANCE GUIDELINES

PURPOSE

To state Council's, and therefore the District a@lifands' commitment to strive toward effective governance in
response to its legislative responsibilities and community needs.

POLICY

These are the shared values of bethffand Council members for the District of Highlands:

1.

Informed Decision Making

To make responsible decisions through full Council debate, public involvement and acceptable quality
information.

Positive Interagency Cooperation

To initiate and maintain cooperative relations with other government jurisdictions and non
government orgaizations of interest to the District.

Sound Financial Management

To ensure responsible management of available fiscal resources.

Responsive Development

To develop policies that are responsive to community and organizational heeds.

Meaningful Community Participation

To encourage community involvement in decisiaking and planning processes.
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6. Active Community Partnerships

To pursue ways to achieve community needs koperation with comnunity organizations.

7. Clear Management Role

To support the role of the Administrator to manage the organization's resources in
accordance with Council's policies and direction.

8. Sense of Direction

To provide leadership in setting long term directiomglashort term priorities in response
to community needs.

9. Responsive Governance Role

To respect each Councillor's right to advocate constituent interests through focused

decisionmaking processes. To respect and assist in the implementation of Council
decisions.

Resolution No.: 330/97 Certified Correct:
Amending Motion: 247/00

Amended Bruce Woodbury
Date: April 17, 2000 Administrator




DISTRICT OF HIGHLANDS
POLICY MANUAL
SECTION Il - 104

COUNCIL POLICY REVIEW

PURPOSE

1. To establish a consistent process for reviewing all Cdeoiiciies.

POLICY

1. All Council Policies to be presented to Council in December eahfge review, except in
municipal election years, when the Policies will be presented to Council in March following the

election.

Resolution No.: 533/98 Certified Correct:
Amending Motion: 247/00

Amended Bruce Woodbury
Date: April 17, 2000 Administrator




DISTRICT OF HIGHLANDS
POLICY MANUAL
SECTION-105

ADMINISTRATIVE FAIRNESS POLICY

PURPOSE

The District of Highlands deeto maximize service to our customefgrough this
Administrative Fairness policy, a mechanism is established to provide for appropriate and
timely review of decisionand recommendations. It is important to the District of Highlands to
have this policyas part of quality assurance and good service tophilelic. A copy of this

policy will be provided to members of the pullipon request. Any member of the public who
guestions the manner iwhich a decision may be reviewed should also be provided vatpg

of this policy in addition to any other relevant information.

APPLICATION

The Administrative Fairness policy applies to all staff and thos€mamcil committees and
commissions which have decision makamgl/or recommendation responsibility to Cacil.
Excluded from thipolicy are those functions for which there is either a statutquilgscribed
appeal process or prohibition to local review of the decissmrth as the Board of Variance, and
Subdivision Approving Officauthority. Also excludeffom this policy are those functions
which areoutside the jurisdiction of the local government. The Freedormfarmation and
Privacy Act may have a potential effect on this policy.

PROCEDURE

Administrative procedure for handling complaints regarding amsirative practices, processes and
procedures.
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(1)

(@)

Receipt of a Complaint

a) Informal Complaint

Where apublic complain{either verbalor written) is madeagainst a staff decision
and cannot beesolved by thelecision maker, the complainant should be directed
to the supervisor of the person or department from which emplaint has been
generated. The supervisor will attemiat resolve the matter in consultation with
the decision maker and theomplainant. If it cannot be resolved, the complaint
should be formalized. The complaint shall remain confidential as well as the
complainant's identity.

Where a complaint is made against a decision of a committe®mmission, the
complainant should beigected to theAdministrator who will attempt to resolve
the matter inconsultation with the chair of the appropriate body and the
complainant.

b) Formal Complaint

The complaint should be in writing to the Administratoitieé Municipality and be
signed by tle complainant. The complaint may be on a form provided by the local
government or in another written form and must state thature of the complaint
and the name, address anélephone number of the complainant. The complaint
shallremain confidential as ®ll as the complainant's identity.

Because some complainants may have difficulty with written communication or may be
unable to travel, the complainant will be given the option of submitting concerns in
person, by telephone or in writing or some combinatiof these, however, any allegation
of serious impropriety must be in writing.

Record Keeping

An Administrative fairness review file should be establishednaaithtained for all formal
complaints received under thidministrative Fairness policy. The §leould contain a copy of
the formal complaint, notes summarizing any meetings helattempt to informally resolve the
complaint and documentatioarising from each stage of the formal process of appeal.
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3) Processing of Formal Complaints

a) Acknowledgement

The complaint is first reviewed by the Administrator who will acknowledge in writing to
the complainant receipt of the complaint and will describe to the complainant the
various review stages arkde appeal process, as well as tirae when the complainant

may expect to receive a reply.

b) Stage One Referral/Review

The complaint is then referred to the individual(s)committee whose decision
precipitated the complaint anthe immediate supervisaof that person(s) for review. The
immediate supervisor is required to invite the complainamtiscuss the concerns. Upon
completion of the review, theesults will be conveyed in writing to the complainant,
including reasons for the decision, as welbag legal, legislative, or policy restriction
which may have affected the decision. The results should also be copied to the
Administrator.

The complainant should be advised at this time that if theynot satisfied with the results
the matter can be rerredto the next review stage. (This step should be omitted if an
informal complaint was made and not successfully resolved.)

c) Stage Twe Review by Administrator

Where the complaint has not been resolved by the previteps, thecomplaint will be
reviewed by the Administratovho will invite the complainant and, staff or committee to
discuss the concernslpon completion ofthis review, theresults willbe conveyedn writing
by the Administrator tahe complainant, including the reasons for thecikion, asvell as
any legal, legislative or policy restrictions whinhy have affected the decision. The
complainant should badvised at this time that if they are not satisfied with the results,
an appeal can be made.
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4.

Appeals

In the event the complainant is not satisfied with the effortghaf Administrator to address the
complaint, the complainant mdile a further complaint with the Council, which must be in
writing, and the local govement authority must conduct a review “l@amera”.

Local Authority Review

a)

b)

When conducting a review, the Council must ge@sonable and timely notice to all
persons, including thAdministrator and the complainant, who might be affectgdthe
review pro@ss. Alsupportinginformation shall berovided to the local government
authority. There may beircumstances where a complainant would prefer to makéy a
written submission.

The complainant and Administrator shall appear before the Council. Howiéthes,
complainant is not comfortable appearing in a formal setting, at the request of the
complainant, discussions may be held informally, posbielgre an Executive Committee
of the Council.

The decision of Council in respect of the review should béemaasonably promptly in
all circumstances.

The decision shall be confirmed in writing, outlining the reasons for the decision and noting
any legislative, blaw or policy restrictions affecting the decision. This decision will also be
copied to the staffmember and the supervisor.

The complainant should be advised at this time that if #weynot satisfied with the results,
the matter can be referretb the Office of the Ombudsman.

Resolution No.: 399/2009 Certified Correct:

Date: April 17, 2000 Administrator

Bruce Woodbury




DISTRICT OF HIGHLANDS
POLICY MANUAL
SECTION II - 107

DISTRICT RECOGNITION POLICY

PURPOSE

The District of Highlands values the efforts of individuals or families who have significantly contributed to the
District of Highlands. Council wishes to provide recognition awards to these outstanding citizens. Council has
established this policy to ensure that recognition is available to qualifying recipients and that awards are made in
a fair and consistent manner.

TYPES OF AWARDS

Recognition will consist of one or more of the following to be presented at a Council meetitiger
appropriate event:
1. I OSNIAFAOIGS aA3dySR o6& GKS al@2N) 2N KS al &;
2 An inscribed plaque.
3. Highlands Medal of Honour.
4. oFreedom of the Distriét K 2.y 2 dzNJ
5 Other recognition at the determination of Council.

CRITERIA

Recognition is ailable to the following:
1. Individuals or families who have made a significant contribution to the District over a period of years.
2. Individuals or families, who through their accomplishments, have brought regional, national or
international recognition tahe District.
3. Individuals or families who have made a significant volunteer contribution to the District.

NOMINATION PROCESS

Individuals or familiemaybe nominated by a minimum of five fellow citizens. Invitations to nominate will be
mailed to Ditrict households with annual tax notices. The nomination deadline shall be ABtjtiahnually.
Nominations are to include a brief biography of the proposed recipients(s) and a description of how the
recipient(s) meet the above criterialhe biographyill be a placed in a permanent municipal file.

SELECTION
Nominations will be referred to the District of Highlands Community Infrastructure and Services Select

Committee forevaluationt Yy R NB O2 YYSYRFGA2y (G2 | A3IKT [ty vhatierah 2 dzy OA f
FgFNR A& (2 0SS 3IANIFYISRI YR 6AGK NBALISOG (2 6KAOK |

Resolution No.: 209/2008 Certified Correct:

Date: May 20, 2008 C. D. Coates,
Chief Administrative Officer




DISTRICT OF HIGHLANDS
POLICY MANUAL
SECTION II-113

PROCLAMATIONS

a)  Routine requests for Proclamations may be apptdayethe Mayor at his discretion.

b)  Proclamations in conjunction with requestsfioancial assistance shalliegerred to the Finance Committee for
determination of eligibility pursuant to the Districts Grmid Policy.

c)  Allapproved proclamationkall be prominently posted in the Municipal Hall for the duration of the event and a
copy forwarded to the proponents. External advertising or promotion of the event shall be at the expense of the
proponents.

d)  Notwithstanding (Gbove, local govemmentgrlamationgequiringfunds forpromotion (i.e. Local Government
Awareness Week, Fire Prevention Week, etc) shall be appropriated by the applicable department through the
annuabudget process.

Resolution No.: 99/94 Certified Correct:

Bruce Woodbury
Date: March 7, 1994 Administrator




DISTRICT OF HIGHLANDS
POLICY MANUAL
SECTION II- No. 114

PUBLIC HEARING GUIDELINES

The following rules of procedure shall apply to all public hearings and shall be read out by the Chair at the
opening of the Public Hearing.

1. The Administrator will introduce and describe each bylaw in turn.
2. The Applicant wilhave a time limit of up to 10 minutes to comment on their application.
3. Members of the public who feel they may be affected by the application will be giveaxenum of 5

minutes each to speak to the proposal and may provide wrigielmissions. The publis askedo
please refrain from applause, or other expressiohemotion so that no person feels discouraged
from making their views known.

4, People speaking at the Hearing are asked to clearly state their name and address for the record.

5. Comments mat be specifically related to the subject of the bylaw and must be addressed to the Chair
of the hearing.

6. Speakers will not be permitted to debate the comments of other speakers
7. Members of Council may ask questions of the speakers in order to seeicatamf of points raised.
8. Council will not debate the merits of the proposal, state their opinions about the proposal, nor enter in

a dialogue with a member of the public during the hearing.
9. The Public Hearing may be adjourned at any time, to reconveaespecified date, time and place.
10. The Chair will call three times for any further comments before closing the public hearing.

11. Once all representations have been heard, the Public Hearing will be closed.
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12. No further submissions may be received by Council after the close of the Public
Hearing

13. Council may then at a regular meeting:
a. adopt or defeat the bylaw; or
b. alter then adopt the bylaw provided that the alternation does not alter the

use, incease the density, or without the owner's consent, decrease the
densityor any area from that originally specified in the bylaw. (LGA sec. 894)



DISTRICT OF HIGHLANDS
POLICY MANUAL
SECTION Il - 122

ESTABLISHING SELECT COMMITTEES POLICY

PURPOSE

1. To establish a consistent process for establishing Select Committees to Council.

1.0 ROLE

1. The Council utilizes the following Select Committee types:
. Select Committeean ongoing committee created by Council to consider or ingaieany
matter and toreport its findings and opinion to the Council; and,
. Task Forcea temporary committee created by Council to provide advice on a specific topic.

2. The Select Committee structure listing (as attached) is intended to achieve the following aims:
« provide an epanded perspective of the District's needs and views;
« encourage citizen involvement and awareness of the District's deaisaking activities;
« access a diverse range of locally available expertise and knowledge;
« help Council to deal with a large volumadacomplex range of policy and plannimgtters.

2.0 PRINCIPLES

The benefits of &elect Committee structure are more likely to be achieved if the following pasiiples
are followed:

1. All Select Committees must be created by Council.

2. Select Committes shall be provided with clear terms of reference by Council.

3. Generally an Select Committee shall consider and discuss items referred to it by Council and
shall respond as per their terms of reference.

4, Generally an Select Committee shall not be createprtwide specific direction to staffhis
responsibility shall rest with the Administrator at his/her direction or at the directioBancil.

5. Task Forces shall not be established unless they are governed by clear terms of refdoeqgce
with a sunset lause indicating when the appointed body shall cease to exist.

6. The role of the Council Liaison shall be to provide updates and information from Coubheil to
Select Committee but not to actively participate in deliberations of the Select Committee.

7. All recommendations from an Select Committee shall be referred as per their terms of

reference.
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3.0 ASSESSMENT

1. Annually, during the month of December, Council shall evaluate its Select Gematructure
with a view to:
avoiding duplication of effort among Committees and recommending an integegdptbach
among Committees where appropriate;
ensuring Committees are operating within their mandate;
clarifying terms of reference as required,;
reviewing the effectiveness of the Committee and Committee meetistysse for
diverse community representation among Committee Membpremote effective
Council and Committee relations;
determining required staff or fiscal resource requirements.

2. Annualy, during the month of December, the Council will make Select Committee
appointments as well as at other times as required at its discretion.

4.0 SELECT COMMITTEE APPOINTMENTS AND REAPPOINTMENTS PROCEDURES

REAPPOINTMENTS:

In Mid-October of each yea letter shall be sent to those Select committee members whose &xires,
advising them that if they wish to fa@pply that they should send a letter to the Municipal Clerk
indicating their desire to serve a further term by the Wednesday, prior to titeQouncil Meeting in
November.

NEW APPOINTMENTS:

An advertisement shall be placed in the Highlands Newsletter and the Goldstream Gazette @atbbir
soliciting applications from new applicants interested in serving on Select committeead\dmisement
shall:

include a list of the Select committees;

inform those interested in applying that they are required to submit a detaiésdme outlining
their qualifications and experience or relevant background aleitig a letter indicating which
Selectcommittee they are interested in being appointed to; and

that all applications must be received at the municipal office by the Wedngsuayto the 2nd
Council Meeting in November of each year.

At the second Council Meeting of November of each yeayeasis for reappointments and new
appointments to Select committees will be listed in a report and presented to Councdrisideration
along with a copy of each committee listing. The report shall also state the numbacaricies that will
exist as oDecember 31 of the current year.
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Prepare ballots (if required):
In circumstances where the number of applications for vacant positions on a Select Conaxitee
the number of vacanes, the appointments shall be determined by secret ballot condulsyeithe

Administrator and/or Municipal Clerk who, subsequent to conducting and counting thesha#,
announce only the names of the successful candidates.

Notification of Appointments:

Letters of appointment, prepared by staff for the Mayor's signature, will be prepared as soon as
possible following the Council Meeting.

Commiittee Listings:

Update Committee listings will be prepared as soon as possible after the Council meeting and
digtributed to Members of Council, staff and each Select Committee Members, along with the Council
Procedure Bylaw and information on Conflict of Interest.

COMMITTEE LIST

Fiscal and Environmental Public Select Committee (FEPA)
Terms of Reference attached Sshedule "A'

Community Infrastructure & Services Public Select Committee (CIS)
Terms of Reference attached as Schedule 'B'

Committee of the Whole (Priorities and Polic@snmittee)
Terms of Reference attached as Schedule 'C'

OTHER COMMITTEES or COMMISSIONS (ESTABLISHED BY BY-LAW) Advisory
Planning Commission

Board of Variance

Emergency Planning Committee

New Policy No. 122 CERTIFIED CORRECT

Council Resolution: No. 222/06 Administrator
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Schedule "A'

FISCAL AND ENVIRONMENTAL PUBLIC SELECT COMMITTEE (FEPA)
TERMS OF REFERENCE

PURPOSE:

To review and provide advice to Council on matters regarding:

. Fiscal sustainability of the District;
Environmental consideration regardjproposed new developments;
Environmental sustainability; and

. On any other related matter as referred to the committee by Council.

CAO (Chief Administrative Officer) OR DESIGNATE:

The CAO (and/or his/her designate) shall be in attendance at these ctaamitetings and be
responsible for:

. Providing committee members with all the relevant and available background on matters
referred to the committee by Council;
Responding to the questions of committee members (within legislation and the policidsy
of the District); and
Update Committees on Council business and results of Committee recommendations.

ROLE OF THE COMMITTEE:

The committee meetings will be Advisory in nature and meet to discuss matters referred to

the Committee by Council and providecommendations to Council; and
May refer an item to the CAO (and/or his/her designate) for more information or clarificatih;
Identify Emerging Issues for Council's Direction.

ROLE OF THE CHAIR:

Arrange and/or cancel bookings for meeting place \e=ju

Ensure the committee meeting has a quorum,;

Ensure that a recording secretary for the meeting has been appoibieding

discussion keep members on agenda topics;

Provide all members with a reasonable opportunity to express fhairts of view;

Ensure committee minutes, reports, or recommendations are forwarded to the CA@rimely
manner;

Shall arrange for him/her and/or delegate of the Committee to attend the Council Medtings
which their committee has forwarded a report/or recommendation to;

Attend Council and Policies and Priorities Committee meetings as required; and

Advie committee members of any meeting date changes or cancellations.
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ROLE OF THE RECORDING SECRETARY:

Takethe minutes of the Committee meeting;

Ensure that the minutes are legibly recorded;

Ensure that the minutes are signed by the Chair and Secretary and provided to District
Administration for inclusion on the next Council agenda for receipt and ratification
recommendations;

Ensure that the minutes are included on the next committee agenda for adoption.

REQUIREMENTS:

1.

10.

Appointments to the Committee shall be made annually or at the discretion of Mayor and
Council. The Committee shall consist of up to riijeand no fewer than five (5) voting
members with at least one member being a member of Council.

Members shall consist of residents and A@sident property owners and shall be appointed
for a two-year term. Appointments shall be staggered to minimiz@dver in any one yeaA
council member will be appointed annually by Council.

No committee member shall serve more than two consecutive years as Chair.

The Committee shall appoint a Chair and a Vice Chair in January of every year. ThaWiad|
act as Chair in the Chair's absence.

If any member of the Committee shall be or has been absent from three consecutive regular
meetings in a twelve month period without leave of the Chair, the Council may declanéittes
of such absent Committee memb®® be vacant.

Committee members shall provide advance notification to the Chair if they are unable to attend

a Committee meeting.
Council members and Staff resource persons attending do not have voting rights.

No committee member has the power to pigelthe credit of the municipality or comnitie
municipality to any particular action.

The committee members will nominate a recording secretary for the Committeemébéngs
shall be recorded in sufficient detail (including recommendations and/ofiraglisf options with a
preferred alternative) to enable all Council members to be conversant with the
recommendations/action items required whenever a report appears before Council.

No member of the Committee shall give specific direction to any staff lpeemt the
Committee meetings. The responsibility for giving specific direction to staff shall residi&vith
CAO.
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11.

12.

13.

14.

15.

16.

17.

All recommendations arising from the Committee meeting shall be refdoéde CAO
for review prior to final consideration by Council.

All management reports going to the Committee will be sent first to the office of the CAO by
the respective department head and will be initialed by the CAO to signify that these répugs
been seen by the CAO. The CAO shall endorse the report or may wish to submit a separate
covering memo to the report indicating why he/she is unable to endorse it.

The agenda, along with agenda items will be prepared by Municipal staff and circulatéd to a
members of the Committee and Members of Council as per the terms in the Council Procedure
Bylaw.

The Committee and its members are only empowered to perform duties on behalf of
the District as stipulated in these Terms of Reference.

The public has thaght to attend any portion of the Committee meetings.

The Chair and/or delegate of the Committee should attend the Council Meetings to
which their Committee has forwarded a report and/or recommendation.

The Committee shall approve their Committee's ut@s at the following Committee
meeting by a majority vote of the Committee.

PROCEEDINGS:

1.

The Committee is authorized to meet once a month, except during July, August and December
when the Committee may stand adjourned except to meet at the call of thgdvl The

Committee Meetings are not to be scheduled on a date that conflicts @dtlncil Meetings,
Committee of the Whole (Policies and Priorities Committee Meetingsjeteet Planning

Commission Meetings or Fire Practice Evening.

Meeting procedureshall be conducted in a fair and orderly manner. Council's
Procedure By aw and the most recent edition of Roberts Rules of Order will be
employed.

A quorum for the Committee shall be one more than half of the total number of
Committee Members, one of wimo must be the Chairperson or Vi€&hairperson.

The protocol is to vote, but consensus is encouraged.
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REPORTING PROTOCOL:

1. Each report (including all recommendations of the Committee) shbealforwarded through the
CAO (and/or his/her designate) to Council by the Chair of the Committee at ledaysigrior to
the Council Meeting. The Chair or his/her designate of Committee shall atgn@ouncil
Meeting to which their committee has faarded a report.

2. Whether or not the District Administration agrees with the committee recommendations, these
should not be altered in any way by the Administration. The District Administration may forward
a separate report on any matter to Council wite@y forwarded to the Committee Chair.

3. The Council, through its Administration, shall advise the Committee of the disposition of their
issues by Council.

CONFLICT OF INTEREST:

1. If a member of the Committee attending a Committee meeting, considersiéhat she is not
entitled to:

€) participate in the discussion of the matter; or
(b) vote on a question in respect of a matter

because the member has a direct, or indirect, pecuniary interest in the matter or for any other
reason including acting as an agentonsultant for an applicant, the member must decltis
and state the general nature of which the member considers this to be the case.

2 After making the declaration, the member:

@) must immediately leave the meeting or that part of the meeting durirgch the
matter is presented and under consideration;

(b) must not take part in the discussion of the matter and is not entitled to vote on any
guestion in respect of the matter; and

(© must not attempt in any way, whether before, during or after the meetingnfluence
the voting on any question in respect of the matter.

3. When the declaration is made:
(a) the minute taker must record the member's declaration and the reasons for it; and

(b) the person presiding at the meeting must ensure the member is not prege¢he
meeting at the time of discussion or voting on the matter.
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Schedule 'B'

COMMUNITY INFRASTRUCTURE & SERVICES PUBLIC SELECT COMMITTEE (CIS)
TERMS OF REFERENCE

PURPOSE:
To review ad provide advice to Council on matters regarding:

Provision and maintenance of trails, roads and parks;
Special Events;
Leisure Services;
. Issues of public safety including the Fire Master Plan & Emergency Services Response Plan;
Any other related matter sireferred to the Committee by Council; and
Financial implications of any of the above.

CAO (Chief Administrative Officer) OR DESIGNATE:

The CAO (and/or his/her designate) shall be in attendance at these committee meetings and be
responsible for:

Providng committee members with all the relevant and available background on matters referred
to the committee by Council,

Responding to the questions of committee members (within legislation and the policids/vads

of the District); and

Update Committeesm Council business and results of Committee recommendations.

ROLE OF THE COMMITTEE:

The committee meetings will be Advisory in nature and meet to discuss matters referred to

the Committee by Council and provide recommendations to Council; and
May refer an item to the CAO (and/or his/her designate) for more information or clarificatiod;
Identify Emerging Issues for Council's Direction.

ROLE OF THE CHAIR:

Arrange and/or cancel bookings for meeting place venues;

Ensure the committee meeting has a quoru

Ensure that a recording secretary for the meeting has been appointed,

During discussion keep members on agenda topics;

Provide all members with a reasonable opportunity to express their points of view;
Ensures committee minutes, reports, or recommenolas are forwarded téhe CAO in a
timely manner;

Shall arrange for him/her and/or delegate of the Committee to attend the Council Medtngs
which their committee has forwarded a report/or recommendation to;

Attend Council and Policies and Priorities Guttee meetings as required; and

Advise committee members of any meeting date changes or cancellations.
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ROLE OF THE RECORDING SECRETARY:

Take the minutes of the Committee meeting;

Ensue that the minutes are legibly recorded;

Ensure that the minutes are signed by the Chair and Secretary and provided to District
Administration for inclusion on the next Council agenda for receipt and ratification of
recommendations;

Ensure that the minuteare included on the next committee agenda for adoption.

REQUIREMENTS:

1. Appointments to the Committee shall be made annually or at the discretion of Mayor and Council.
The Committee shall consist of up to nine (9) and no fewer than five (5) voting memvtibrat
least one member being a member of Council.

2.  Members shall consist of residents and resident property owners and shall be appoinfed a
two-year term. Appointments shall be staggered to minimize turnover in any oneA&auncil
member wil be appointed annually by Council.

3. No committee member shall serve more than two consecutive years as Chair.

4. The Committee shall appoint a Chair and a Vice Chair in January of every year. Uaviadll act
as Chair in the Chair's absence.

5. If anymember of the Committee shall be or has been absent from three consecutive regular
meetings in a twelve month period without leave of the Chair, the Council may declaoéfitteeof
such absent Committee member to be vacant.

6. Committee members shall prae advance notification to the Chair if they are unable to attend a
Committee meeting.

7. Council members and Staff resource persons attending do not have voting rights.

8. No committee member has the power to pledge the credit of the municipality or conenit t
municipality to any particular action.

9. The committee members will nominate a recording secretary for the Committeem€béngs
shall be recorded in sufficient detail (including recommendations and/or a listiogtiohs with a
preferred alternative}o enable all Council members to be conversant with the
recommendations/action items required whenever a report appears before Council.

10. No member of the Committee shall give specific direction to any staff member &dhenittee
meetings. The responsiity for giving specific direction to staff shall reside witie CAO.
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11.

12.

13.

14.

15.

16.

17.

All recommendations arising from the Committee meeting shall be referred to the CAO for review
prior to final congieration by Council.

All management reports going to the Committee will be sent first to the office of the CA@ by
respective department head and will be initialed by the CAO to signify that these réparseen

seen by the CAO. The CAO shall eraltre report or may wish to submit a separate covering

memo to the report indicating why he/she is unable to endorse it.

The agenda, along with agenda items will be prepared by Municipal staff and circulated to all
members of the Committee and Members@buncil as per the termia the Council Procedure
Bylaw.

The Committee and its members are only empowered to perform duties on behalf of the District
as stipulated in these Terms of Reference.

The public has the right to attend any portion of the Comedtmeetings.

The Chair and/or delegate of the Committee should attend the Council Meetings to which their
Committee has forwarded a report and/or recommendation.

The Committee shall approve their Committee's minutes at the following Committee meeting by
majority vote of the Committee.

PROCEEDINGS:

The Committee is authorized to meet once a month, except during July, August and December
when the Committee may stand adjourned except to meet at the call of the Mayor. The
Committee Meetings are not tbe scheduled on a date that conflicts witouncil Meetings,
Committee of the Whole (Policies and Priorities Committee Meetingsheteet Planning
Commission Meetings or Fire Practice Evening.

Meeting procedures shall be conducted in a fair andedsdmanner. Council's ProceduBg-Law
and the most recent edition of Roberts Rules of Order will be employed.

A quorum for the Committee shall be one more than half of the total number of Committee
Members, one of whom must be the Chairperson or \Gteirperson.

The Protocol is to vote, but consensus is encouraged.
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REPORTING PROTOCOL:

1. Each report (including all recommendations of the Committee) should be forwarded through the
CAO (anddr his/her designate) to Council by the Chair of the Committee at leadagsprior to
the Coundimeeting. TheChair othis/her designateof Committee shaltattend any Council Meeting
to which their committee has forwarded a report.

2. Whether or not the District Administration agrees with the committee recommendations, these
should not be altered in any way by the Administration. The District Administration may forward a
separate report on any matter to Council with a copy forwarded to the Committe&.Cha

3. The Council, through its Administration, shall advise the Committee of the disposition of their
issues by Council.

CONFLICT OF INTEREST:

1.If a member of the Committee attending a Committee meeting, considers that he or sheeistitied
to:

(a) participate in the discussion of the matter; or
(b) vote on a question in respect of a matter

because the member has a direct, or indirect, pecuniary interest in the matter or for any other
reason including acting as an agent or consultant for an applicant, émetb@r must declar¢his
and state the general nature of which the member considers this to be the case.

2. After making the declaration, the member:

(a) must immediately leave the meeting or that part of the meeting during which the matter is
presented and nder consideration;

(b) must not take part in the discussion of the matter and is not entitled to vote on any question
in respect of the matter; and

(c) must not attempt in any way, whether before, during or after the meeting, to influence the
voting on any questin in respect of the matter.

3. When the declaration is made:
(a) the minute taker must record the member's declaration and the reasons for it; and
(b) the person presiding at the meeting must ensure the member is not present at the meeting
at the time of discuden or voting on the matter.
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COUNCIL COMMITTEE OF THE WHOLE
(POLICIES AND PRIORITIES COMMITTEE)
TERMS OF REFERENCE

PURPOSE

To provide the following decisiemakingframework:

Revew and acceptance of reports;

Review of proposed new policies;
. Discussion of status updates on requests by Councillors for information;
. Review of reports from the Public Select Committees;

Hearing of delegations (as directed by Council); and Power

to makerecommendations to Council.

ROLE

The Policies and Priorities Committee may:
Hear from delegations and/or refer these on to CourRRédyiew matters forwarded to it by the CAO
or by Council;
Consider matters placed on its agenda by members of Councib@srined by resolutiorof
Council) or by referral b the CAO and may refer such issues to the CAO for a report;
Refer any matter on to a regular meeting of Council which is not the subject of current policy
(including new statements of policy);
Review repas or minutes from external boards and committees so that there is some degree of
consistency as to how each is treated by the Council;
Determine to meet ircamera on a vote of the committee at the conclusion of a meeting. Note
in-camera matters are liited as per legislation;
Meet principally as a forum for discussion rather than as a decisimking arena. Thisnables all
of Council to review and discuss key issues without the requirement to deciae issue;
Refer an item to the CAO for more infoation or clarification but must move the issue forward to
Council for its consideration and decision upon receipt of the clarifgiogmation. (In other
words, the referral process if used is intended to be brief yet thorough.)
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REQUIREMENTS

1.

2.

The Committee shall consist of members of Council.

The Committee of the Whole (Policies and Priorities Committee) meeting will be Advisory in
nature (unless otherwise designated by Council) witoremendations forwarded to Council.

The agenda items shall be circulated to all members of Council as per the terms in the
Procedure Bylaw.

Minutes of all Committee of the Whole (Policies and Priorities Committee) meetings lage to
recorded and shall brwarded to the next Council meeting.

All recommended actions or decision items from Committee of the Whole (Policies and
Priorities Committee) meetings shall be placed on the agenda of the regular Council raeelting
be subject to the discussion andlzee of the Council at that time.

The Committee of the whole (Policies and Priorities Committee) and its members are
only empowered to perform duties on behalf of the District as stipulated in these
Terms of Reference.

The Mayor will choose who will cindhis committee and may rotate the chair once
every 12months. The Mayor shall designate which member of Councill will serve as
Acting Chair ithe event that the Chair is absent.

PRINCIPLES OF OPERATION

1.

With the exception of any emergency issues brdugtthe attention of Council by the
CAOnew policy issues will be considered by the Committee of the Whole (Policies and
PrioritiesCommittee) prior to consideration by Council.

Any member of Council may request a matter to be discussed at a Committiee o
Whole (Policies and Priorities Committee) meeting and that such a matter will be voted
on by theCommittee as to whether or not the item will be added.

The CAO has the liberty to-deaft any of its items placed on the Committee of the Whole
(Polices and Priorities Committee) based on the feedback received.

The public has the right to attend any portion of the Committee of the Whole (Policies
and Priorities Committee) meeting with the exception of any portion wherein the
Committeedecides on a majay vote (and within the parameters recommend by its legal
counsel) to gan-camera. The public portion of meetings should be held on a regular
basis beginning nearlier than 7:00 p.m.
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5.

Special purpose bodies and/or Couraplpointed task forces, commissions and public
advisory committees may report to the Committee of the Whole (Policies and Priorities
Committee) who may, in turn, refer their request to the CAO for comment prior to
dealing with their report and or minutes.

Written requests by delegations will be reviewed by the office of the CAO and Clerk
who will determine whether or not the delegation should be heard by the Committee
of the Whole(Policies and Priorities Committee)lmy Council at its next regularly
scheduled meeting. Adlelegations must comply with the provisions of the Procedure
Bylaw with regard to providingriefing materials to Council in advance of any meeting
with Council (or one of the its commitees).

PROCEEDINGS

1.

The Committee of the Whole (Policies and Priorities Committee) shall meet publicly at
7:00p.m. on the alternate weeks to that of regular Council meetings and shall meet no
less tharonce every 2 weeks except during the July, August and Decembeltinen
Committee maystand adjourned except to meet at the call of the Mayor. When such
meeting falls on a statutory holiday, it shall be held on the next day that the District
office is open following which is not a statutory holiday.

The Mayor will choose/ho will chair this committee and may rotate the Chaicen
every 1224 months. The Mayor shall designate which member of Council will serve as
Acting Chaim the event that the Chair is absent.

A regular scheduled meeting of the Committee of the WHBlalicies and PrioriteSommittee)
may be cancelled at the descretion of the Mayor or at the call of the ChaiC[Ehle shall post a
notice at the Public Notice Posting Place which indicates any revisitims date, time and place
or cancellation of th Policies and Priorities Committee Meetings.

Meeting procedures shall be conducted in a fair and orderly manner. Council's Proceedure By
Law and the most recent edition of Roberts Rules of Order will be employed at the discretion of
the Chair.

A quorum or regular and special meetings of the Committee shall be one more than half of the
total number of Committee Members, one of whom must be the Chairperson or Vice
Chairperson.
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CONFLICT OF INTEREST:

1. If a member of the Committee of the Whole (Policies and Priorities Committee) attending a
Committee of the Whole (Policies and Priorities Committee) meeting, considers that heigmnsite
entitled to:

(a) participate in the discussion of theatter; or
(b) vote on a question in respect of a matter

because the member has a direct, or indirect, pecuniary interest in the matter or for any other
reason including acting as an agent or consultant for an applicant, the member must dieidare
and stde the general nature of which the member considers this to be the case.

2. After making the declaration, the member:

(@) must immediately leave the meeting or that part of the meeting during which the matter is
presented and under consideration,

(b) must not tke part in the discussion of the matter and is not entitled to vote on any
guestion in respect of the matter, and

(c) must not attempt in any way, whether before, during or after the meeting, to influence the
voting on any question in respect of the matter.

3. When the declaration is made:
(@) the Minute taker must record the member's declaration and the reasons for it; and

(b) the person presiding at the meeting must ensure the member is not present at the meeting
at the time of discussion or voting on the matter.



DISTRICT OF HIGHLANDS
POLICY MANUAL
SECTION 11 -141

BY-LAW ENFORCEMENT GUIDELINES

REASON

To comply with Section 22 (2)(f) of the Freedom of Information and Protection of Privacy Act.

POLICY

1.

Reasonable attempts shall be made to secure voluntanpliance with Byaws prior to initiatingany
manner of enforcement action.

Enforcement action with regard to Bgws shall only be entertained under circumstances where
there exists alearlyidentified complainant who is directly affected by thegsid violation, and further,
where the omplainantis the District itselfonly undercircumstancesvhere a lack of compliance
represents a real and substantial harm to the District's interest.

In administeringyLaw Enforcement, ALL complainants stealhdivised that the substantive details

of their complaints will be made known to the alleged violators, but the complainants' identity will be
received, and held, thhe Municipality in absolute confidence unless required to be revealed through
any ensuingggal process.

If the complainant, whose identity is required to be made known before enforcement action may
proceed, or continue, refuses to have their identity revealed, any action required by, or resulting from
their complaint will be abandoned.

Resolution No.: 482/95 Certified Correct:

Date: October 2, 1995 Administrator

Bruce Woodbury




DISTRICT OF HIGHLANDS
POLICY MANUAL
SECTION Il - 169

CIRCULATION OF COUNCIL AND COMMITTEE AGENDAS AND AGENDA
PACKAGES:

Prior to each Council, Committee of the Whole and Advisory Committee Meeting,
staff will prepare an agenda as per the District's Pdoce Bylaw.

The full agenda package and all bagk material will be copied (with the
exception of IrCamera)and distributed for the News Group Goldstream News,
membersof Council and senior management staff. A copy of the full agenda
package and all baaup material will be made available for public viewing at the
municipal hall on noon Friday prior to a Council, Committee of the Whole and
Advisory Committee Meeting.

A Copy of the Agenda page for Coun@ith the exception of InCamera),
Committee of he Wholeand Advisory Committee meetingsll be posted at the
municipal hallas per the District's Procedure Bylaw and posted on the District's
website. Special Council Meeting notices will also be posted at the District office
and posted on the Distrid'website.

Copies of the Agenda page (only) for Cou(with the exception of k€amera),
Committee of the Whole and Advisory Committee meetings will be made
available to the public at the Council or Committee Meeting.

Those persons requestingcapy of a portion ofthe Councilwith the exception of
InCamera),Committee of the Whole or Advisory Committee Agenda Package,
must do so in person at the municipal hall and will be charged for the copies as
per the District's Fees and Charges Bylaw.

Resolution No.: Certified Correct:

Heinz Burki
Date: November 1, 2004 Administrator




DISTRICT OF HIGHLANDS
POLICY MANUAL
SECTION Il - 142

SAANICH INLET WATER LEASE APPLICATION REFERRALS

Letter from the Executive Director, Capital Regional District
Re: Saanich Inlet & Policies for Processing of Water Lease Application Referrals:

The Disict of Highlands ESTABLISH A POLICY to voluntarily circulate water lease application referrals from
the Ministry of Crown Lands to the Capital Regional District for comments before Gawietds municipal

input to the Ministry, as requested in a lettesm the Executive Director, Capital Regional District dated June

30th, 1994and as recommended in a report from the Administrator dated June 14th, 1994.

Resolution No. 328/94: Certified Correct:
Bruce Woodbury
Date: July 18, 1994 Administrator




Capital
Reglona
District

524 YATES ST. P.O. DRAWER 1000 VICTORIA, B.C. V8W 2S6 Tel. (604) 360-3000
Office of the Executive Director

June 30, 1994

Mr. Bruce Woodbury
Administrator

District of Highlands

1564 Millstream Road
Victoria, British Columbis(9B
5T9

Dear Mr. Woodbury:

RE: Saanich Inlet & Policies For Procesgiig
Water Lease Agdization Referrals

As you are aware, the Ministry of Crown Lands circulates land/water lease applications to affected local
government organizations for comments and, after reviewing all input received, the Ministry finalizes
the approval or disapprovalfdhe applications.

The CRD Board is concerned with land/water leases on the Saanich Inlet because the Inlet is a very

particular body of water with multiple jurisdictional interests and, therefore, any applications stoauld
considered with caution.

Inresponse to the above concerns, the Board adopted the following policy at a meeting held @BJune
1994:

(1) That staffcirculate all water lease application referrals in the Saanich Inlet to tDestrict of
Central Saanich, District of NorthSaanich,District of Highlands and theCowichanValley
RegionalDistrictto solicittheir input;

(2) That the Councils dhe District of Central Saanich, District Morth Saanich,District of
Highlands and the Board tfie Cowichan ValleRegionalDistrictbe requested tovoluntarily.
circulate water lease application referrals from the Ministry of Crown Landset€RD for
comments before they provide municipal input to tiMinistry."

MUNICIPALITIES AND ELECTORAL AREAS
CENTRAL SAANICH COLWOOD ESQUIMAIFORANKBETCHOSIN NORTH SAANICH OAK BAY OUTER GULF ISLANDS
SAANICH SALTSPRING ISLAND SIDNEY SOOKE VICTORIA VIEW ROYAL
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Accordingly, this letter is a request to place the above policy before your Céuritieir review and
consideration.

Yours sincerely,

W. M. Jordan
Executive Director

WMJ/es

copy: Mr. Y. ChegManager
CRD Municipal Services Department



SECTION Il —COUNCIL ORGANIZATIONS AND PROCEDURES

DISTRICT OF HIGHLANDS
POLICY MANUAL
SECTION lil —1004

ROLES AND RESPONSIBILITIES GUIDELINES

PURPOSE

To clarify the roles and responsibilities of both Council and staff as well eedatienship between
the two.

POLICY

It is recognized that both staff and Council have different needs in peirig theirroles within the
Municipality:

Council Staff
Reliable quality information . Manageable workload
Well research and presented options . Clear directions
Respect for public and political views . Adequate resources to do job
Manageable workload . Feedack on performance

Acknowledgment of their input

1.0 ROLES

The fundamental roles of Council and staff involve:

Council Staff
Give direction . LYLX SYSyild [/ 2dzy OAt Qz
Make policy decisions . Provide decisiommaking information and
advice
Represat the public interest (s) . Communicate client needs

2.0 RESPONSIBILITIES

2.1 TO MAKE INFORMED DECISIONS

Council

To consider organizational goals, the public interest, available resources, existing legislation,

current policies and jurisdiction when makingcagons.
Roles and Responsibilities Guideline Policylll-1004 Page2 of 5




To provide effective referral direction by clarifying the problem, desired outcomes,
scope of required analysis and response timeframe.

Staff

To provide a comprehensive overviefwelated information, background, issues defined, key
outcomes, available options, a recommended response and time frames

Tools
Council Committee Referralto reflect the public interest

Standard Decision Requesbnsistent format for informationaports
. Item Referral Formatchecklist of required information for Council

2.2 TO MAKE AND IMPLEMENT POLICY
Council

. To thoroughly investigate issues and implications and involve staff prior to making policy
decisions to ensure they are responsivel anplementable.

Staff
To review legislation, policies and Council precedents when providing policy advice.

Tools

Resolution Indexcatalogue of Council decisions for easy reference
Policy Manual easy retrieval of existing policies

23 TO LIAISE WITH OTHER AGENCIES

Council

To promote cooperative relations with other agencigevernment, notfor-profit and private
sector.

Council Members

To provide timely reports on agency liaison activities.

To obtain Council direction on significant isstased by another agency via a poll of
Councillors, Special Meeting, eti.necessary.

To represent the interests of the District based on existing policies, budget and strategic
plan.
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Tools

Agency Liaison Listo manage and monitor agency liaison.
Agenda Item to report on agency liaison as appropriate.

24 TO LIAISE WITH COUNCIL COMMITTEES

These are standing or dwbc committees composed primarily of Council Members.

Council
To ensure that the activity referred by Council is consistent wittCiiamittee's mandate
and to provide Council Committees with clarificatiorCaiuncil's direction and to monitor
follow-up of Council referrals.

Committee Chair

. To present an update d@ouncil Committee activities and to facilitate the presentation of
Committee recommendations.

Staff

To recommend required resources and assistance to support committees and to provide the

same upon Council's direction.

Tools

Standard Council Committderms of Referenceoutline the role and responsibilities of Council
Committees.

Establishing Council Committee Polipyocesses and procedures for the creation of Council
Committees.

Standard Committee Report Formdtighlights of activities and reqats of Council.

25 TO ALLOCATE RESOURCES

Council

To establish a budget and to allocate resources that is commensurate with expectations of the

District's work programs.

To ensure a linkage between the budget process and the strategic plan process. Staff
To advise Council on the staff, material and fiscal implications of all Council decisions as
appropriate.
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Tools

Budget Process Guidelinesteps and milestones for establishing the aalmpperating and capital
budgets.
Capital Planlong term requirements of the District.

2.6 TO SET A DIRECTION

Council

To consider the organization's capacity and the public interest to develop short term priorities
and longer term directions.
To periodically review and update the implementation of priorities and directions.

Staff

To advise Council of the relevance of Council's decisions to the District's strategic plan.
. To keep Council informed on progress, recommended changes and new matthes for
strategic plan and work programs.

Tools

Strategic PlanMission, Vision, Longer Term Directions

Corporate Priorities Work Prograrto monitor the implementation of significant
Council matters

Operational Strategies Work Prograto monitor signiicant administrative matters
Strategic Sessionsliscussion of major issues outside of a regular business meeting

2.7 TO EFFECTIVELY UTILIZE STAFF RESOURCES Council

Council
To make requests ataff with the following in mind:

- available information oly - direct by a Councillor to staff

- research direct by a Councillor to staff and may require direction from the
Administrator or Council; and

- direction-direct from Council via the Administrator.

Staff

To advise the Councillor or the Administnaifca request will create a significant workload
impact.
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To provide information to all of Council when deemed appropriate in responding to one
Councillor.

Tools

Reqguest for Decisioireference to staff implications of decisions
Job Descriptionsclear understanding of staffs role, activities and capacity.

2.8 TO ENSURE GOOD SYSTEMS AND PROCESSES
Council
To periodically review the efficiency and effectiveness of organizational syatehpocesses.
Staff
To periodically report on operational activities.
Tools
Briefing Sheethighlights on matters arising between meetings.
Administration Report regular update on significant operational matters.
Schedule Calendar listing of megtg datesstafftime off booked, Council Members absent

Council Read Fite a binder containing selected incoming correspondence for members of
Council to access at any time, designed to save staff time and resources.

Resolution No.: 330/97 Certified Correct:
Amending Motion: 561/00

Amended Bruce Woodbury
Date: September 18, 2000 Administrator




DISTRICT OF HIGHLANDS
POLICY MANUAL
SECTION lil —1601

GRANT IN AID

b)

. PURPOSE

Although the District of Highlands (District) is not obligated to fund charitable opnaiit
organizations Council will consider complete applications for Grant&id on an annual basis.
Such organizations are generally expected to support their own programs through fund raising
efforts rather than continued assistance from the District.

Council recognizebere are organizations and groups in our community who provide
programs and services to our residents. It is in the best interest of the community to ensure
that these services continue to be provided. A municipality can not be expected to support
those organizations that provide services, which could be reasonably considered to be the
responsibility of senior level of governments.

Council will consider on an annual basis, allocating funding in the Financial Plan forirants
Aid for community projects

Applicants are encouraged to submit their applicati¢agplication form attachedp the
District by January 31 of the funding year.

ELIGIBLE ORGANIZATIONS

An organization considered by Council to be contributing to the general interest and adeanta
of the District;

A body organized to advance the general interest of Municipal Affairs, or celebrating an event
of public interest;

A Board of Trade or Chamber of Commerce;

A tourist of other association that provides information about the advantagéiseoDistrict
such as: manufacturing business, educational, residential, or tourist centre;

An arts or cultural centre maintained in the District;

A society or association organizing a public exhibition, game or contest involving athletic skills
orsport€ GKSNBE LINAGIGS 2N LINRPFSaairzylt 3ILAYy AA
F2N) GKS 5Aa0NA0OGQa RGFYyGF3aST

Agriculture or Horticulture societies holding exhibitions in the District;
Artist societies holding exhibitions in the District; and

Art, culture, heritage, recreation, and education related organizations
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3.

APPLICATION GUIDELINES

a)

b)

Approval of all Grant requests shall be subject to the availability of sufficient funding within the
DistrictQa ! yydzlf hLISNFYGAY3I . dzRISH P

Unless otherwise determined by a unanimous vote of Council, the maximum grant available for
ye LJzN1J22aS dzy RSNJ { SOGA2Yy W akKlFfft 6S GKS I 33
census multiplied by a per capita rate®fi.50.

DNl yida NS ISySNrftfte AyiuSyYyRSR FT2NJ ay2id FT2NJ L
to the citizens of the District.

Organizations should rely on their own resources to continue their operations rather than
continual ongoing assistare from the District.

Grants are for one year only, and are for the year of the application only.

The deadline for receipt of completed grant applications is establish&eélatuary 28of each
year to be advertiseth Januaryf each year.

Upon request, pplicants will be afforded the opportunity to make a brief presentation to
Council.

Council reserves the right to discontinue funding of any or all GraAid to specific
organization.

Applications approved or denied by Council shall be confirmed imgiid the organization by
the District of Highlands.



APPLICATION FOR GRANT IN AID

ORGANIZATION:

DATE:

DATE OF INCORPORATION:

BC SOCIETY ACT REG. NO.:

REVENUE CANADA CHARITABLE REG. NO.:

DATE OF REGISTRATION:

BOARD OF DIRECTORS:

ADDRESS:

CONTACT PERSON:

MAILING ADDRESS:

ALTERNATE CONTACT:

PHONE:

FAX:

EMAIL:

ALTERNATE CONTACT PHONE:

GEOGRAPHIC AREA SERVED BY THE ORGANIZATION:

MEMBERS IN GOOD STANDING:

HIGHLAND MEMBERS:

NO. OF FULL TIME STAFF:

NO. OF PART TIME STAFF:

NO. OF COMMUITY VOLUNTEERS:

NO. OF VOLUNTEER HOURS PER YEAR:

CLIENTS SERVED LAST YEAR:

CLIENTS SERVED, THIS YEAR (PROJECTED):

NO. OF HIGHLAND RESIDENTS:

NO. OF HIGHLAND RESIDENTS (YOUTH):

CURRENT BUDGET:

INCOME:

EXPENSES: REQUESTED GRANT:

SIGNATURE: TITLE/®SITION: DATE:

NOTE: YOUR ORGANI ZATI ON" S MOST RECENT AUDI
STATEMENT AND BALANCE SHEET AND INCOME STATEMENT MUST BE ATTACHED TO THE
APPLICATION FORM.




Grant In Aid Policy Pdicy 111-1601 Page4 of 6

1. Provide a brief history of your organization:

2. Objectives/ purpose/ mandate/ mission statement of your organization:

3. Outline the services and/or facilities your organization has provided in the District of
Highlands:

4. What is he intended use of the funds:

5. List of other organizations contacted and amount of funds requested:
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6. Has your organization applied for a grant from the District of ldigls previously:
[ YES []NO

If yes, please provide details:

Project: Year: $ Received:
Project: Year: $ Received:
Project: Year: $ Received:
7. Details relative to recent efforts the organization has made to make Hss@iporting:
8. Provide a description (and date) of this project or special event, its objectives, and its
budget.
9. Provide a brief summary of the benefits of your project which are directly or indirectly

goingto affect the District of Highlands s&lents:

10. Does your organization wish to make a presentation to Council?
[] YES []JNO

If yes, provide presenter and contact number:
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11. DECLARATION:
The following declaration must be completed by a signing director/ officer of the
organization:
On behalf of the organization, | hereby declare that all information presented and provided
with this application to be true and correct.
Name Position
Signature Date
Submit you completed application to:
District of Highlands
1980 Millstream Road
Victoria, BC V9B 6H1
Please Note:
1) Grant in Aid funds approved by Council will not be issued until July of each year;
2) Unused grant funds received by any organization shall be refunded to the District of
Highlands; and
3) Council reserves the right to discontinue funding of any or all Grant in Aid funding to

specific organizations.

Resolution No. 35/ 2008

Date: February 4, 2008 CERTIFIED CORRECT

CHRIS COATES, CHIEF ADMINISTRATIVE OFFICER




DISTRICT OF HIGHLANDS
POLICY MANUAL
SECTION Il —1602

ARTS — RELATED GRANT REQUESTS

POLICY

1. That capital and operating artelated grant requests be refieed to the CRD Arts
Committee pending completion of the Capital Region Arts Strategic Plan.

Resolution No. 52/02
CERTIFIED CORRECT

Bruce Woodbury,
Date: March 18, 2002 Administrator




DISTRICT OF HIGHLANDS
POLICY MANUAL
SECTION Il —1705

PURCHASING OF GOODS AND SERVICE

1. PURCHASING OF GOODS AND SERVICE

1. Purchases in amounts up to $1,000.00 may be made by the Administrator.

2. Purchases in amounts from $1,000.00 to $5,000.00 shall becdmgpetitive
quotations of which tleast three should be receivedhe lowest quote shall be
accepted except where there may exidifferences in availability or quality.
Notwithstading this policywhere circumstances warrant, the Administrator may
approve gpurchase where three quotatis have not been receiveBursuant to this
Policy, Schedule "A", as attached, shall be ufsedall purchases in amounts of
$2,000.00 to $5,000.00.

3. a) Purchases in excess of $5,000.00 shall be by way of written tenders unless
otherwise approved by ouncil. Tendersay be solicited by the Municipality
by means of selectivanvitations to particular suppliers or by public
advertising.The method of tender will be determined by the Administrator.

b) The Administrator will be responsible for the preption of all tender
documents.

C) Tenders or quotations received pursuant to article 3(a),tarbe opened in
the presence of a Council Member and théministrator.

d) The Administrator may award contracts to a values2f,000.00. Details of
the tender andcontract award shalbe submitted to Council for their
information.

e) Contracts in excess of $20,000.00 must be awardedCoyncil for which
purpose the Administrator shall subna@treport and recommendation to the
Council.

4. The Administrator shall have theuthority to bypass normal procecdures, as outlined
above, in the event of disastegmergency or where the cost or delay to the Municipality
would be prohibitive. Where an item is only available from a singlpplier, the
Administrator is authorized tdake whatever actionis necessary to secure the most
beneficial contract for the Municipality.
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5. No letters of exclusivity are to be signed.

2. LEGAL SERVICES,

1. The Deputy Clerk and the Pfang Technician are authorized to request legal services
on matters lying within their area of responsibility, subject to the availability of
budgeted funds for such services.

2. The Administrator is to be advised of all requests for legal services.

3. LITGATION

1. In circumstances where the alleged infraction of a municip&vibyr regulation has
reached the point where the next step is thitiation of legal action against the
offending party, a complete written report detailing all aspects of the dase be
submitted to the Administrator.

2. The Administrator, after reviewing the matter, will submit the written report, together
with his recommendation, to Council which will maltee final determination to
proceedwith litigation.

4. LEGAL: OBTAININNFORMATION

1. In matters which have been referred to the Municipal Solicitiog, Administrator will
act as the District's contact person. Avigmber of Council or staff desiring information on
such matterss to obtain the information desired throughefAdministrator.

Resolution No.: 645/97 and 646/97 and 559/98 Certified Correct:

Amending Motion Bruce Woodbury,
Date: October 19/ 98 Administrator




SCHEDULE "A"

GOODS AND SERVICES PURCHASING POLICY
(Amounts from $1,000.00 to $5,000.00)
(At LeasB Quotes)

SUPPLIER QUOTE

EXPLANATION WHY LESS THAN THREE QUOTES WERE OBTAINED:

APPROVED/BADMINISTRATOR:

REASON WHY LOWESTVAS NOT ACCEPTED:

NO PURCHASE ORDERS §i#8R.00 WILL BE PROCESSED
WITHOUT THIS FORM ATTACHED



DISTRICT OF HIGHLANDS
POLICY MANUAL
SECTION 1ll —1710

CORPORATE SERVICES - WHISTLE BLOWER POLICY

The Ditrict of Highlands is committed to the highest standard of moral, ethical and legal conduct of its
employees and officers. As such it is considered important to establish a mechanism whereby an opel
dialogue by members of the organization can occur in dadt, without fear of reprisal.

¢KS S5AaGNROGQa AYOASNYyIlIf O2yiGNRfa |yR LINREOSRdAzNE3
organization, to detect, prevent and deter improper activities. However even the best systems cannot
provide total searity.

1. The District encourages its employees and officers to report improper activities to the Chief
Administrative Officer. If the matter involves the Chief Administrative Officer it should be reported to
the Mayor or Corporate Officer.

2. Examples of impper conduct include forging documents, fraudulent financial reporting, receiving
compensation for hours not worked, misuse of District facilities, assets and funds.

3. An employee or officer reporting an alleged impropriety will be assured confidentiatity that
AYRAQOGARdIzZ f Qa ARSyidAdGe ¢gAff 0SS LINRPGSOGSR (2 (KE
good faith will not result in any adverse consequences to the individual making the report. Conversely,
the individual reporting must ensarthat there are reasonable grounds for making such a report. Any
allegations that are proven to be made on malicious grounds will be viewed as a serious disciplinan

offense.
4. Allegations will be investigated in a timely manner, and appropriate actiamtalhen necessary.

5. All employees and officers have a duty to cooperate with the investigation of reports of potential
violations,or of retaliation resulting fro the reporting or investigation of such matters.

Resolution No. 48/ 2008

Date: February 4, 2008 CERTIFIED CORRECT




SECTION IV —COMMUNITY SERVICES

DISTRICT OF HIGHLANDS
POLICY MANUAL
SECTION IV —2005

HANDICAPPED PARKING ONLY SIGNAGE

REASON:

To establish guidelines for providing "Handicapped Parking Only" Signage.
POLCY:

1. That a "Handicapped Parking Only" space be marked with a sign:

(1) at polling stations during municipal elections; AND,
(i) at public events occurring at either fire hall and the Caleb Pike House.

Resolution No.: 80/97 Certified Correct:

Bruce Woodbury,
Date: May 5/ 97 Administrator




DISTRICT OF HIGHLANDS
POLICY MANUAL
SECTION IV —2001

PARKS MAINTENANCE AND OPERATIONS
PLAYGROUND EQUIPMENT

Inspection:

The Municipality shall ensure that the Twinflower Park and Playground is inspected on a
monthly basis in an attempt to identify and alleviate noticeable risk to the users of the aek.
monthly inspection carried out by the District shall not include the inspection of hazardous
trees.

The Municipality shall ensure that maintenance is carried out to ensure that all hazards
identified during inspection are dealt with and in a timelyamner subject to availability of
resources.

Where financial or staffing resources are not available to the District at the given time of
identifying a hazard, the District will prioritize such hazards and identify a reasonable time frame
upon which the haards will be rectified.

An inspection log shall be kept which will include any noted deficiencies in the park and any
repair work or additions carried out by the District or its agents.

Resolution No.: 544/04 Certified Correct:

Scott Coulson,
Date: December 6, 04 Administrator




DISTRICT OF HIGHLANDS
POLICY MANUAL
SECTION W 3101

PUBLICONSULTATIOBDIN MAJOR ROAD PROJECTS

INTENT

As each project for major road work is unique it is likely that each project will require its own specific public
consultation process. By establishing a general policy regarding public consultation Counheilfleability

to establish an appropriate level of consultation for a particular project and at the same time indicates to the
public, staffandconsultantghat consultation wilbe required.

POLICY

Prior to any major road projects being undertakemu@ml will determine on a case by case basis what level
of public consultation will be carried out in relation to a particular project or projects.

Council may use the following checklist in determining who will be consulted, how consultation will
occur and when the consultation occurs.

5

All residents
Road users
Only those residents that live on the particular road

Only those residents that live on that part of tieadwherework is to be done

Walkthrough(s)

List of FrequenthAsked Questions and Answers
Mail out(s)

Public Meeting(s)

Computer SystemBBS/Internet

Community Newsletter
Newspapers

Ooooooo B oooog
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Phone in information systems

Rads Advisory Committee Meeting (S)
Door to door visits

Posting of sign/notices

Council Meeting (s)

OO o o

Handout (s) at municipal office

When

During the preliminary project planning stage

Day or weeks or months before commencemeif the project

work
Part way through the project work

After the project is complete

OO O

Such other times as Council may determine

Resolution No.: 270/ 00 Certified Correct:
Bruce Woodbury,
Date: April 17,2000 Administrator




DISTRICT OF HIGHLANDS
POLICY MANUAL
SECTIONAPolicyNo. 3102

INSPECTION OF DISTRICT OF HIGHLANDS ROAD BRIDGE

Inspection:
The Municipality shall ensure that:

Bellamy Bridge;
Corry Bridge;
and Edwards Bridge

are inspected on an annual basis by a Structural Engineer in an attempt to identify and alleviate
noticeable risk to the users of the bridges:

The nunicipality shall ensure that maintenance to the bridges is carried out to ensure that all
hazards identified during inspection are dealt with and in a timely manner subject to the
availability of resources.

Where financial or staffing resources are notadable to the District at the given time of
identifying the hazard, the District will prioritize such hazards and identify a reasonable time
frame upon which the hazards will be rectified.

An inspection report shall be provided to the District whicH initlude any noted deficiencies
with respect to tle bridges and will identify ammgpair work required.

Resolution No.: 1107/ 04 Certified Correct:

Scott Coulson,
Date: December 20, 2004 Administrator




DISTRICT OF HIGHLANDS
POLICY MANUAL
SECTION-Policy No. 3103

SAFETY CONCERNS RELATED TO THE MILLSTREAMDURERARTISROAD REGION

Resalition of the Council of the District of Highlands

Whereas the Council of the District of Highlands (the "Council") is aware of safety concerns
related to the Millstream Lake/Rog$3urrance Road r"egion, as detailed in the report by IAO
Municipal Consultingervices dated June 1, 2001 (tReport);

Whereas the Council, due to financial and other constraints, is unable or unwilling to
undertake all the recommendations made in section 5.6.2 of the Report; and

Whereas the Council wishes to make the amelioraof the safety concerns identified in
the Report a Council priority.

Therefore the Council establishes the following interim policy guidelines regarding the safety
concerns raised in the Report:

1.

The Council shall immediately initiate a study ofe tfeasibility and costs of the
implementation of the 3part plan relating to Ross/Durrance Road that was endorsed by
Council resolution at a regular meeting of Council on July 17, 2000.

The Council shall, within 6 months of this resolution:

(1) initiate a study to determine accident rates in the Millstream Lake/Hdggance
Road area;

(i) initiate a study to determine the costs of bringing the Millstream Lake/Ross
Durrance Road up to a standard that would ensure adequate fire protection
services;

(i) initiate astudy to determine whether the Millstream Lake/Rd3arrance Road
region should be declared fire limit area;

(iv)  reduce the pemitted motor vehicle speed on the MillstreamkedRossDurrance
Road to 25 km/h

(v) instruct Districtstaff to install road signagm the Millstream Lake/Rod3urrance
Road region designed to increase motorist awareness of any safety concerns; and

(vi)  recommend to the Highlands Fire Department that it embark on regular driver
training in the Millstream Lake/Ro$3urrance Road region.
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3. That @uncil shall review the studies and shall undertake to determine, as soon as is
practicable, what its long term plans should be to reduce the safety concerns relating to
the Millstream Lake/RosBurrance Road that are raised in the Report. Council will
conduct a public consultation process with the District of Highlands residents with respect
to the work to be carried out. In no case shall the Council wait more than one year from
the date of this resolution to consider its long tern plans.

Resolution No.: 242/05 Certified Correct:
Resolution No.: 321/05

Scott Coulson,
Date: May 16, 2005 Administrator
Amended Date: July 4, 2005




DISTRICT OF HIGHLANDS
POLICY MANUAL
SECTION-Policy No. 8301

DEVELOPMENT PROCESS SCHEDULE

INTENT

1. To create an ordered method of application, community awarenessraralvement,
examindion, decision and development and to maximize geasonality of specific process
components (public consultation, environmerggisessments, construction, etc.).

2. Balancestaff and advisory committee workloads by forecasting major events in the
applicaton processes.

3. To be followed by Council and staff and strongly recommended to applicants.

4. To allow flexibility since there are several types of applications that neetbhotv the
schedule completely (i.e. those that propose a legitimizatioaltration of an existing use
or those that involve a relatively small arealafd).

POLICYDEVELOPMENT PROCESS SCHEDULE

AUGUST

SEPTEMBER

OCTOBER

NOVEMBER,

Applicant consultatiorwith municipal staff familiarizationwith documents
(OCP, Zoning, Subdivision Servicing#8ys, environmantal information), and
processegmunicipal organization, key contacts, process schedule, meetings,
applicant obligations, amenity offers etc.).

Site _surveying, identification of major landscape features (boundaries,
watercourses, trails, etcand placement of reference markers on site.

Rezoning application submitted with preliminary reports as needed
(bioinventory, parks, roads, ground water, drainage, fire hazard, amenity offer),
and aconceptualdesignshowing desired land uses @rdensity. Revision or
refinement to OCP EPA mapping is provided. Application and rspdirt
submitted to Council for initial consideratio@.ouncilreferral of application to
Advisory Committees and other agencies. Municipal Councillors, staff and
volurnteersinspectsite.

Applicant meetings and presentationso Advisory Committees and staff.
Potentialpublic meetingsponsoredby applicant. Advisory Committee and staff
reportssubmitted to Council for consideration.
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DECEMBER Councilconsiderationof 1st ReadingOF PROPOSEDLByvs, which are referred to

JANUARY

FEBRUARY

MARCH

APRIL

MAY

(-
Z
m

o
—
<

relevant agencies for commeanhd recommendation.

Potential impacts of drainage, erosion, landslip, windfall are investigand
reported.

Commencement obioinventorywhich identifies sensitive environments, rare or
threatened species and wildlife habitat.

Onsite sewage disposal testir{percolation tests and soilnalysis).

Preliminary reportare amended (if necessary), amdbmitted withbioinventory
report. Conceptual desigf@amended as necessary) is submitted showing sensitive
areas, parkland dedications, road and trail corridors, @pproximate locations for
dwelling unit sites, septifieldsand driveways. Potentiglublic meetingsponsored

by applicant.

Reportsand conceptualdesignsubmittedto Council whiclgives2nd readingo the

proposed Byt aws and sets a dater a public hearing.

PublicHearing.Council amenighent of proposed ByLaws(if required) andBy-Law
adoption. Subdivision proposadubmitted with required reports (ground water,
drainage,environmental assessment) and plans. Proposal referreajgncies for
comment. Proposed Layout Comme(id_Cjssied by Planning staff.

Development Permiapplication (if any) and staff report submitted to Council for
issuance. Detailed parcel, parkand roadwaysurveying. Tree Cutting Permit
applications submitted for driveways & dwelling unit sites. Road airieway
clearingand building.

Roadbuildinginvolving stream crossings, if angubmission cgubdivision
Applicationfor final examination byApproving Officer.

Date:

Resolution No.: 487/97 Certified Correct:

Bruce Woodbury,
August 18, 1997 Administrator




DISTRICT OF HIGHLANDS
POLICY MANUAL
SECTIONAB502

NEW WATER LEASE APHALMS SAANICH INLET

1. That Council respond to new water lease applications for the Saamiet (referred to
Council for comment by the Capital Regiomastrict) expressing concern due to the

cumulative degradation of thénlet, whether the apfication is approved or disapproved.
(See sampléetter attached.)

Resolution No.: 648/97 Certified Correct:

Bruce Woodbury,
Date: November 3, 1997 Administrator




SAMPLE LETTER

District/Municipality and

The Water Management Division, Lands Branch
Ministry of Environment, Lands & Parks
(address)

(city)

(postal code)
Dear( ).

We are in receipdf Water'Lease application # , and would like to
express our concern at the granting of any new facilities on the Saanich Inlet.

According to the Saanich Inlet Study, commissioned by the Ministry of Environment,
Lands and Parks in 1996, small change&ig@ments on the Inlet can have a
cumulatively degrading effect over time. The Saanich Inlet's fregigystems,

including the foreshores, need to be maintained and protected, antRhecautionary
Principle must apply where there is uncertainty orgimg information”.

We urge the Ministry's Lands Branch, to seriously consider ceasing to allow further
development of any kind on the Saanich Inlet. Just as ecosystems recognize no political
boundaries, they do not live or die at any particular time bamdLittle by little they
disappear, until eventually we realize we have lost them entirely.

Each small decision affects the health and life of the Inlet.
Thank you for considering our concerns.

Yours truly

DISTRICT OF HIGHLANDS

(name)
(title)



DISRICT OF HIGHLANDS
POLICY MANUAL
SECTIONAB503

NOTIFICATION SIGN POLICY

REASONS

1. ¢2 SyadaNB dKIdG fFryR 26ySNA I yRInR&RGS & LIS NA
an early stage in the preparation of development designs and applications.

POLICY

1. A proponent of a rezoning applicatiaand subdivision application will be required to
post a sign on the land that is the subject of the application, to advertise the proposed
development or subdivision. The applicant will erect a sign orh edueet frontage
which is subject to the application.

2. The sign shall be posted not less than five days prior to consideration by the Advisory
Planning Commission, Select Committee, Committee of the Whole, or Council, as the
case may be.

3. In the @se of subdivision application, the applicant will be asked to post the sign within
one week of the subdivision approving officer receiving the application.

4. The sign shall remain posted until:
I. in case of rezoning application, after the public hagriand
il. in case of subdivision application, after final approval of subdivision.

5. Signs are to be easily visible from a vehicle and posted on the shoulder of each road
fronting the property that is subject to the application.

6. The applicant shhbeposit with the District a deposit of $50.00 for each sign, of which
$30.00 shall be returned to the applicant upon return of the sign in good condition.

7. The applicant shall maintain the sign(s) in good order and will undertake to return them
to the District upon completion of the application.

8. wSdzal 6fS 0oQ E pQ aAradya INB (2 06S dzaSRo®
9. Examples of the signs to be posted are attached.

10. The sign(s) shall be issued to the applicant upon receipt of the application.

Resolution No.: 399/2009 Certified Correct:
C.D. Coates,
Date: November 2, 2009 Chief Administrative Officer




DEVELOPMENT APPLICATIONSSIG
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the preparation of development designs and applicatioaproponent of a rezoning application and
subdivision application will be required to gas sign on the land that is the subject of the application,

to advertise the proposed development or subdivision. The applicant will erect a sign on each street
frontage which is subject to the application.

e The sign shall be posted not less than fiveysl@rior to consideration by the Advisory Planning
Commission, Select Committee, Committee of the Whole, or Council, as the case may be.

e In the case of subdivision application, the applicant will be asked to post the sign within one week
of the subdivign approving officer receiving the application.

e The sign shall remain posted until:
i. in case of rezoning application, after the public hearing; and
ii. in case of subdivision application, after final approval of subdivision.

e Signs are to be easilysible from a vehicle and posted on the shoulder of each road fronting the
property that is subject to the application.

e The applicant shall deposit with the District a deposit of $50.00 for each sign, of which $30.00 shall
be returned to the applicant upo return of the sign in good condition. The applicant shall
maintain the sign(s) in good order and will undertake to return them to the District upon
completion of the application.

File No. Receipt No.

Type of application:

rezoning
subdivision
This Declaration confirms that | have received sign (s) giving notice of this applitat.
Date:
(Signature of Applicant)
Date Returned: Eligible Refund: $

Purchas Order:

(Signature of Official)



DISTRICT OF HIGHLANDS
POLICY MANUAL
SECTIONAB504

SUBDIVISIONS INVOLVING LOT AVERAGING

REASON

To provide clarification of the requirements for minimum and average lot areas in the Zoring By
Law.

POLICY:

1. Requirements for minimum and average lot areas in the Zong®ghall be measurements
of density.

Resolution No.: 342/98 Certified Correct:

Bruce Woodbury,
Date: June 15, 1998 Administrator




DISTRICT OF HIGHLANDS
POLICY MANUAL
SECTIONAB505

AMENITY ZONING PRORMA

REASON:

To provide guidelines for all rezoningpdications proposing to establishzane that would

provide a public amenity in exchange for increased density.

WHEREAS clarification of the intent of the procedural statements contair@tficial Community
Plan ByLaw No. 94, Appendix A, Public AmiesifSection B. andB 3.is deemedappropriate:

POLICY:

That all rezoning applications proposing to establish a zone that would provide a public amenity

in exchange for increased density:

a)

be required to submitas a minimuma financial preforma utiizing the Development
Approach Summary attached hereto godmning partof this policy indicating the net increase
in value expected to accrue the property as a result of the increased density level being

requested.

Date:

Resolution No.: 237/99

April 19, 1999

Certified Correct:

Bruce Woodbury,
Administrator




Amenity Zoning ProForma
Currert Land Value $

Development Approach Summary  #Lots

CurrentZoning

$ perlot

# metres

$ perm

Gross Sales Estimate

Projected sales (net @S

Deduct Allowed Sales Commission at%
Effective Proceeds

Deduct

Subdivision Costs

Roads  metres@$ /m
Water- wells@$  /well

Water - Distribution System metres @$ /I'm  $

Sewer- Septic Systems__lots @ /lot
Sanitary Sewer System _metres@$  /m
Storm Drainage

Hydro/Tel

Trail Construction

Planning Studies and Reports

Surveying

Engineering

LTO registration

SubdivisiorFees

Legal Fees

Other

Other

Total Hard Costs

Addcontingency allowance 10%
Sub Total

Add GST on costs
Deduct GST input tax credit
Sub Total of Costs

Deduct

Development financing cost and interim funds
at_ % per annum, months time
Total Costs

Residual Value
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Development Approach Summary  #Lots

New Zoning

$ perm

Gross Sales Estimate

Projected sales (net @S

Deduct Allowed Sales Commission at%
Effective Proceeds

Deduct

Subdivision Costs

Roads metres@$ /m
Water - wells@$  /well

Water - Distribution System metres @$ / m

Sewer- Septic Systems__lots @ /lot
Sanitary Sewer System _metres@$  /m
Stom Drainage

Hydro/Tel

Trail Construction

Planning Studies and Reports

Surveying

Engineering

LTO registration

Subdivision Fees

Legal Fees

Other

Other

Total Hard Costs

Addcontingency allowance 10%
Sub Total

Add GST on costs
Deduct GST input tax credit
Sub Total of Costs

Deduct

Development financing cost and interim funds
at_ % per annum, months time
Total Costs

Residual Value

Increase in Residential Value
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DISTRICT OF HIGHLANDS
POLICY MANUAL
SECTION1wV 3601

FIRE PROTECTION ASSISTANCE TO THENVINHEORESTS

PURPOSE

To outline the responsibilities of the District of Highlands Fire Department fostijppression
outside of the District of Highlands Specified Fire Protection Areayibbin the boundaries of
the District of Highlands.

POLICY

1. The District of Highlands Fire Department is authorized to take wilsifippression

action for fires outside the Specified Fire Protection Areagnordance with the Operating
Guideline of the Ministry of Forests WildlaRtdte Service Coastal FFe Centre, titled
Wildfire Suppression and LocalGovernment, O.G. #1.06.01.

Resolution No.: 237/99 Certified Correct:

Bruce Woodbury,
Date: April 19, 1999 Administrator




