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3.1 DRIVING OF PROGRAM PARTICIPANTS 
3.1.1  Driving Prohibited 
Except in an emergency employees or volunteers are only allowed to use their personal 
vehicle to transport participants while conducting a City activity under the following 
conditions: 
i) The employee or registered volunteer must produce a clear driving record; 
ii) The employee or registered volunteer must sign a waiver certifying that their vehicle is 

in good working condition; 
iii) The employee or registered volunteer has business class insurance with $10,000,000 

liability.  The City will pay the difference between to and from work with $1,000,000 
liability. 

City employees and volunteers transporting participants in City vehicles must produce a clear 
driving record and where required by the size of the vehicle, hold a Class 4 license. 

3.1.2 Leisure Link Volunteers 
Leisure Link volunteers are not subject to this policy as the City  merely facilitates a Leisure 
Link match between two individuals.  The City  accepts no responsibility for the activities 
these two individuals engage in which may involve transportation in a motor vehicle. 

3.2 LEGACY LANDMARKS 
3.2.1 Memorials at Park Sites 

3.2.1.1 Cairns 
i) Memorial cairns for groups and organizations (but not individuals) will be 

considered by Council on a request by request basis. 
ii) Approved sites may involve public parks but no more than one cairn will be 

allowed per park.   
iii) Cairns shall be limited to a 5 foot by 5 foot area. 
iv) Siting of cairns within the park shall be referred to the Public Works Manager 

and the Parks and Recreation Manager to ensure that the recreational and 
maintenance programming of the park will not be compromised. 

3.2.1.2 Plaques 
When land has been voluntarily donated to the City for park purposes, memorial 
plaques for individuals may be approved.  Plaques shall be no greater than 12” x 18”.  
Siting of the plaque shall be determined by the Public Works Manager and the Parks 
and Recreation Manager. 

3.3 CITY OR SCHOOL PLAYING FIELDS -  (Deleted) 

Deleted 3.3 Oct 18-04 Res #ic04-0220 

3.4 RISK MANAGEMENT – (Deleted) 

Deleted 3.4 Oct 18-04 Res #ic04-0220 

3.5 SPECIAL OCCASION LICENCES – (Deleted) 

Deleted 3.5 Oct 18-04 Res #ic04-0220 
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New  Mar 8-04 Res. # 04-0353 

3.6 INTEGRATED PEST MANAGEMENT 
3.6.1 Policy Statement 
The City of Campbell River will manage vegetation and pests using Integrated Pest 
Management principles and practices that: 

• Minimize the risk to human health and the environment. 
• Utilize site-specific information to determine appropriate pest management decisions. 
• Use preventative measures wherever possible to prevent the establishment of pests (e.g. 

site design, optimal selection of plant material, proper planting and cultural practices). 
• Consider the use of natural controls and alternatives to the use of pesticides, and 

emphasize prevention. 
• Minimize the use of chemical controls. 

3.6.2 Purpose 
The purpose of this policy is to develop pest management approaches that eliminate the non-
essential use of pesticides on public lands within the City of Campbell River. 

Integrated Pest Management means a decision making process that uses a combination of 
techniques to suppress pests and that must include, but is not limited to, the following 
elements: 

a) Planning and managing ecosystems to prevent organisms from becoming pests. 
b) Identifying potential pest problems. 
c) Monitoring populations of pests and beneficial organisms, pest damage and environmental 

conditions. 
d) Using IPM injury thresholds in making treatment decisions. 
e) Reducing pest populations to acceptable levels using strategies that may include a 

combination of biological, physical, cultural, mechanical, behavioral and chemical 
controls. 

f) Evaluating the effectiveness of treatments. 

3.6.3 Need for Policy 
• The City recognizes its unique location and environment and acknowledges the need to 

safeguard its waterways, ecological habitats and urban heritage. 
• The City recognizes that there is increased public awareness and concern about the type, 

amounts and locations of pesticide applications and associated health and environmental 
impacts. 

• The City recognizes that an IPM policy is an important component in environmental 
stewardship and protection of all public lands and facilities. 

3.6.4 Application of Policy 
• This policy shall apply to all City properties, facilities and highways held by the City or 

under the jurisdiction of the City and all the land owned by the City including lands 
leased to other parties. 
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• All departments within the City of Campbell River directly involved with managing 
vegetation and pests will implement and evaluate IPM programs in accordance with the 
requirements of this policy. 

• To ensure environmental protection, this IPM policy shall be followed by all City 
departments and contractors who directly or indirectly manage weeds or pests, or plan, 
design, renovate or construct landscapes or facilities.  

• City departments must give preference to available non-pesticide alternatives when 
considering the use of pesticides on City property. All pest control within the public 
jurisdiction of the City (including City departments and City contractors) must be 
conducted through an Integrated Pest Management (IPM) approach. 

• All departments within the City of Campbell River involved with the development, 
review and implementation of landscape and facility designs will implement and evaluate 
IPM programs in accordance with the requirements of this policy. These programs shall 
include: 

a) Landscape and facility design and construction criteria and standards that promote 
cost-effective and ecologically sound management of landscape vegetation and 
pests. 

b) Timetable, strategy and costs of the IPM component of the landscape and facility 
design. 

A position of IPM coordinator may be appointed to manage the program. 

3.6.2 Components of the Integrated Pest Management Program 
3.6.2.1 Determining Action and Injury Levels 
Action level is the level of development of a weed or pest population at a specific site 
when action must be taken to prevent the population from reaching the injury level. 

Injury level is the point in growth of a weed or pest problem where it will cause an 
unacceptable impact upon: Public safety, recreation or health; natural and/or 
manageable ecosystems; economic injury to desirable plants; or the integrity, function 
or service life of facilities. 

3.6.2.2 Selection of Optimal Strategies 
Least disruptive of natural controls 
Least hazardous to human health 
Minimize negative impacts to non-target organisms 
Least damaging to the general environment 
Best preserves natural or managed ecosystems 
Most likely to produce long-term reductions in pest control requirements 
Effective implementation is operationally feasible 
Cost efficient in the short and long term 

3.6.2.3 Timing 
Applying a treatment action during the most vulnerable time in the life cycle of the 
vegetation or pest with the least impact on natural predators and/or other non-target 
organisms. 
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3.6.2.4 Monitoring 
The regular surveying of sites and/or features to understand and identify the location 
and extent of potential pest management problems. 

3.6.2.5 Record Keeping 
Maintaining written records of specific pest management factors observed during 
monitoring, including information on labor and materials used in implementation of 
the IPM program, as well as documentation of the target pest, alternative methods that 
were assessed and /or implemented, type and quantity of pesticide used, site and area 
of application. 

3.6.2.6 Evaluation 
Analysis of treatment strategies and pest management plans to determine the 
effectiveness of the control program, including IPM implementation timetables, 
strategy and costs. These records are helpful in developing future pest management 
plans. 

3.6.2.7 Training 
Education and training of City staff. 

3.6.3 Regulatory Context 
The City of Campbell River, including all of its departments and contractors, shall comply 
with all laws, regulations, bylaws and policies that are directly or indirectly related to weed 
and pest management operations. 

3.6.4 City Contracts 
As of May 1, 2004 when any City department enters into a new contract or extends the term 
of an existing landscape maintenance contract where a pesticide may be used, the contractor 
shall comply with this policy. 

3.6.5 Exemptions 
This policy does not apply for the following purposes: 

• In a public pool 
• To purify water intended for the use of human beings or animals 
• Inside a building 
• To control or destroy animals or plants that constitute a danger to human beings 
• To control or destroy structure-destroying insects. 

3.6.6 Definitions 
3.6.6.1 Natural Control 
The use of living organisms (parasites, predators, and pathogens) that have been 
approved by the Pest Management Regulator Agency (PMRA) or Health Canada to 
manage pests. 

3.6.6.2 Chemical Control 
The use of a synthetic chemical pesticide to suppress or control a pest. 
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3.6.6.3 Cultural Practices 
Management practices that focus on the prevention of pests by maintaining healthy 
hosts through proper planting, pruning, mulching, irrigation, nutrient requirements and 
sanitation practices. 

3.6.6.4 Ecology 
The study of relationships between living things, with each other and their 
environment. 

3.6.6.5 Ecosystem 
A community of organisms and their physical environment. 

3.6.6.6 Injury Thresholds 
Set levels that a pest population must reach before treatment to control the pest can 
begin. May change with different stages of development, can vary from crop to crop.  
Economic threshold – the pest density at which some control should be exerted to 
prevent a pest population from increasing further and causing economic loss.  Damage 
threshold – the maximum damage a crop can sustain without yield loss. Generally 
used for plant diseases.  Aesthetic thresholds – the level at which a pest causes an 
undesirable change in the appearance of something, typically ornamental plants. Used 
by homeowners and in parks and other public places. 

3.6.6.7 Pest 
Any organism, including weeds, insects, diseases, rodents, etc., which by the location 
or size of its population, adversely interferes with the health, environmental, 
functional or economic goals of humans. 

3.6.6.8 Pesticide 
A micro-organism or material that is represented, sold, used or intended to be used to 
prevent, destroy, repel or mitigate a pest, and includes without limitation: 

3.6.6.9 Preventative Measures 
Management practices that are directed towards preventing the establishment of pests 
(e.g. Site design, generic material, optimal site selection for plant material, proper 
planting and cultural practices, etc.). 

 

3.7 Rental Rates 
 3.7.1 Definitions: 
Direct Expense:  Means those expenses that can be directly attributed to the cost of providing 

the services.  In the specific case of rentals these expenses are Custodial 
Wages and benefits, fire Insurance, garbage collection, minor equipment 
repairs, laundry services, light, sewer, water, natural gas, cleaning supplies 
and communication. 

Down Time: When a renter would like to hold a space between the hours of 8:00a.m. and 
Midnight and do not need to use the space at that time. 
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3.7.2 General Principles for Rental Charges 
1. Fees, charges and rentals should supplement tax appropriations as a source of 

revenue for Parks and Recreation Department facilities and should not be the 
primary source of funds for their operation.  The objective is to recover 100% 
of direct expenses of rentals for adults, 75% for children and 200% for 
commercial functions.   

2.  Administration costs are not considered a direct expense.  However, the Cost 
of administering and collecting revenues should not be disproportionate to the 
actual revenue gained.  

3.  The extension of Parks and Recreation services should be based on the need 
and not on the income value of the services.  

4.  Department programs and rental allocations should be 50/50. 

5.  Parks and Recreation Facilities should be made available to volunteer and 
community groups for local fundraising events according to the City’s Grant-
in-aid for Facility Rental Policy.   

6.  All fees will include G.S.T. unless otherwise specified. 

3.7.3 Calculation of the 100% Recovery Rate for Room Rentals 
Average Square feet of room type – Refer to Chart B 
Average daily rental - Refer to Chart B 
Cost per square foot =  38% of total direct expenses 

        Total square feet of rentable space 
Annual cost per rental = Average Square feet of Room Type x cost per sq ft 
Cost per hour =    Annual cost per rental  

Average daily Rental x 350 days per year 



 
City of Campbell River Council Policy 

AAddoopptteedd::    SSeepptteemmbbeerr  1122,,  22000000    CCoouunncciill  RReessoolluuttiioonn  NNoo..  0000--776622 

Council Policy (Parks & Recreation)  Policy 3 - Page 7 

 
 

3.7.4 Facilities 
Chart A 
 

Facility Room Square Feet Room Type/Category 
Sportsplex    
 Gym 9900 square feet Large Full Gym 
 Room 1 1800 square feet Large Room 
 Room2/3 2120 square feet Large Room 
 Room 2  1060 square feet Small Room 
 Room 3 1060 square feet Small Room 
Community 
Centre 

   

 Gym 7500 square feet Small Full Gym 
 Lounge 2300 square feet Specialized Room 
 Craft Room 1700 square feet Large Room 
 Preschool 

Room 
1700 square feet Large Room 

 Room 1 1000 square feet Small Room 
 Room 2   900 square feet Small Room 
Centennial 
Pool 

   

 Meeting 
Room 

1000 square feet Small Room 

 

Chart B 
 

Room Type Average Square Feet Average Hours Rented 
Large Full Gym  9900 sq ft 3 
Small Full Gym 7500 sq ft 2.75 
Specialized 2300 sq ft 1 
Large Room 1800 sq ft 1.5 
Small Room 1000 sq ft 1.25 

 

• ½ a gym will be charged at ½ the rate + 30% 
• A full day rate will be based on 13 hours 
• Down time will be calculated at 66% of the Adult rate 

3.7.5 Categories of Use 
Adult – More than 25% of the participants are over the age of 18 years 

Child –  75% or more of the participants are 18 years and younger 

Commercial – The event/program is for the purpose of generating a profit for a person 
or commercial organization. 
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4.1 BOUNDARY EXTENSION REQUESTS TO THE CITY OF CAMPBELL RIVER. 
The following information will be provided to the City of Campbell River prior to Council’s 
consideration of a request that a City boundary be expanded, providing that any or all of the 
requirements may be waived when pertaining to a small piece of property: 

i) A description of the environmental impacts that boundary extension and development will 
have on adjacent land uses and natural resources. 

ii) A description of the socio-economic impacts that boundary extension and development will 
have on City of Campbell River residents. 

iii) A description of how the boundary extension and development will integrate with the policies 
and long-term goals established in the Official Community Plan, other relevant City bylaws, 
and Provincial policies. 

iv) A description of how the development site will be serviced with the appropriate infrastructure, 
including, sewer and water, roads, electrical service, fire protection, and other appropriate 
infrastructure. 

v) A description of the costs to the City of expanding the boundary, and the potential impact on 
revenue. 

4.2 CULVERT SIZES 
The City will not install any culverts under 12 inches in diameter, and where installed on a hill, the 
culverts must get progressively larger as they are installed downhill, subject to the Engineering 
Services Manager’s recommendation. 

4.3 DEVELOPMENT OF PRIVATE FACILITIES ON CITY LAND 

4.3.1 Preliminary Review of Proposal 
All requests for private development on City land shall first be referred to the Property 
Services Manager (the Manager) who will review the request in light of the following criteria: 
i) the applicant is an organization incorporated pursuant to the Societies Act and in good 

standing with the Registrar of Companies and that membership in the organization is 
open to the general public; 

ii) detailed plans for the development are included with the application; 
iii) the applicant has provided a written assurance that it will bear the entire cost of the 

development, and all operation and maintenance costs if the project is approved; 
iv) the applicant has provided a written assurance that should the project be approved that 

the applicant will enter into a written lease agreement acceptable to Council prior to 
any construction commencing with the lease to provide:  

v) that all lease-hold improvements will become the property of the City upon the 
expiration of the lease; 

vi) that there is no right to assign the lease or sub-let the premises or grant licences for use 
of the premises without the written permission of Council, which permission may be 
granted or withheld in the absolute and unfettered discretion of Council; 

vii) that no alcohol may be kept or consumed on the leased premises except by special 
permit issued by Council; 

viii) that during the construction of a project, the Manager, will have the right to inspect the 
work being carried out at any time and that all construction will be carried out 



 
 

City of Campbell River Council Policy 
Adopted:  September 12, 2000  Council Resolution No. 00-762 

Council Policy (Property) Policy 4 - Page 2 

 
 

according to approved plans with any deviation from the plan requiring the prior 
approval of  Council; and 

ix) that the applicant shall purchase insurance in the amount of $2,000,000 with the City 
of Campbell River as an additional named insured, and to indemnify and save 
harmless the City from any liability arising from the construction of the project. 

4.3.2 Referral Process 
i) If the application satisfies the conditions set out in Section 4.3.1, the Manager shall 

refer the detailed plans to the proper authorities for review and comment (ie 
Engineering and Planning Departments) 

ii) In the case of requests for the private development of leisure and recreational facilities 
the application will be referred to the Parks, Recreation and Cultural Commission for a 
recommendation to Council that is based on the following: 

 the dues/fees structure of the applicant society; 
 that the premises shall be used solely for leisure or recreational purposes; and, 
 whether the proposed development is necessary and in the best interests of the City 

having regard to existing or proposed leisure or recreational facilities, the demand 
for the proposed development, the willingness or unwillingness of the applicant to 
permit the proposed development to be used by other persons for leisure or 
recreational purposes, and any other matter the Commission considers relevant. 

4.3.3 Council Approval 
i) All applications must receive Council’s approval prior to the start of any project. 
ii) Council shall consider the recommendations of staff, as well as whether the proposed 

project is necessary and in the best interests of the City in keeping with existing 
policies including the Official Community Plan, City Facilities Study,  and the Parks 
Master Plan. 

iii) Approved projects must conform to an acceptable standard as approved by recognized 
agencies skilled in the areas of the project proposal (e.g. trail development - Outdoor 
Recreation Council; land use -Planning Services Department).  More technical 
information for park development is available through the Area Recreation Consultant, 
Advisory Services, Recreation and Sport Branch, Province of B.C. 

iv) Upon approval the applicant will be required to enter into a written agreement with the 
City to include those items outlined in this Section. 

4.4 LAND TITLE SECTION NOTICES 

A notice under Section 57 of the Community Charter will be registered in the Land Titles Office 
against the title of any property that is not brought into conformity with City Bylaws and/or the 
National Building Code, and that if the infraction continues, the Bylaw or Code will be enforced 
using the appropriate legal methods. 

4.5 LATECOMER FEES 

4.5.1 Highways 
Latecomer Fees will be levied with respect to highways on the basis of the total frontage of 
the properties that abut the property and have access to the highway. 
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4.5.2 Sewerage, Water or Drainage Systems 
Latecomer Fees will be levied with respect to sewerage, water or drainage systems, on the 
basis of the lands that will be served by the system. 

4.6 LIQUOR LICENCE APPROVAL FOR D AND F CLASS 

Deleted May/03 Res. # 03-0438 

(Deleted) 

4.7 CITY WATERFRONT LAND USE RESTRICTION 
Commercial use of waterfront lands acquired for park purposes shall be prohibited, except for City-
owned concessions. 

New  Feb/03 Res. # ic 0074 

4.8 PURCHASE OR EXPROPRIATION OF PROPERTY BY THE CITY 

4.8.1 Purchase Of Property By The City 
An appraisal of property by a qualified real estate appraiser holding an AACI certification, 
including a site inspection by the Building Department, is required prior to purchase of any 
property by the City. 

4.8.2 Expropriation Of Property By The City 
When the City wishes to acquire private property and all reasonable attempts to reach a 
negotiated settlement have failed, the City may proceed with expropriation of the lands in 
accordance with the Local Government Act, Community Charter and the Expropriation Act, 
only after having notified the owners of the affected lands in writing of the City’s intentions. 
Such notice shall be made at least 7 calendar days prior to the introduction of the necessary 
Expropriation Bylaw. 
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New Oct 9/01 Res. # ic03-0075 

LAND ACQUISITION FLOW CHART  
Land Acquisition Flow Chart

14-A. Compensation hearing
(if pursued by owner)

13-A. Compensation paid

12-A. Conveyances

11-A. Council approves expropriation

10-A. Expropriation notices served

9-A. Negotiations unsuccessful
(Council directs staff to serve notices)

9-C. Negotiations successful

8-A. Negotiations

7-A. Council approves expropriation bylaw

6-A. Negotiations unsuccessful
(Council directs staff to prepare bylaw)

9-B. Compensation paid

8-B. Conveyances

7-B. Council approves purchase

6-B. Negotiations successful

5. Negotiations

4. Appraisal prepared

3. Area of taking defined

2. Contact made with owners

1. Need for land identified
(Council directs staff to acquire lands)

 
4.9 RELOCATING HOUSES 
Building Permits may be issued to permit houses to be relocated within the City on provided that: 

i) The value of the once relocated and renovated equals 100% of the average value of the houses 
in the neighbourhood where the relocated house will be situated; 

ii) an engineer’s report is submitted certifying the dwelling is structurally sound and conforms to 
the applicable building codes; and 

iii) the applicant provides cash, or an irrevocable letter of credit, in the amount of 125% of the 
value of the work to be performed to ensure that the building is completed within 6 months 
time. 
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4.10 REZONINGS AFTER SUBDIVISION 
Applications for rezoning will not be considered in subdivisions within one year of final approval in 
order to maintain the character of the subdivision as it was approved. 

4.11 ROADS 

4.11.1 Rights-of-Way - Good Neighbour Policy 
Contractors working on City rights-of-way or on private land where new rights-of-way are 
being created, are required to provide written notice to the residents in the immediate area of 
the works, describing what is being constructed, when the works will occur, who to contact 
for more information and what precautions should be taken if necessary; and that the work 
site be posted for safety reasons. 

4.11.2 Road Access - Arterial 
Where possible, road access on arterial roads will be restricted in areas where new 
subdivisions are planned. 

Amd Res. No. ic02-0168 Apr/02 

To ensure safe unobstructed and efficient vehicular movement, a maximum of one access per 
lot to an arterial road will be considered for approval only if the City determines that alternate 
access to the property is not physically possible. In considering property access applications 
for properties adjacent to arterial roads the City may require that the applicant (at their own 
cost) utilize a qualified professional transportation engineer to fully determine to the 
satisfaction of the City, the transportation and safety impacts of the proposed access. 

4.11.3 Road Closures - Referral Process 
Prior to any lane or road closures all Department Managers must be consulted. 

4.11.4 Signage 
Signs will be posted for a period of one month on roads and rights-of-way that are to be 
closed except that road exchanges are exempted from the signage requirement. 

4.12 SALE OF CITY PROPERTY 

4.12.1 Listing 
The City may give the local zone Chairman of the Vancouver Island Real Estate Board the 
listing information.   

4.12.2 Commission 
The salesperson who sells the property will get the commission which is negotiable. This rate 
will apply to vacant or improved land regardless of value. 

4.12.3 Selling Price 
The City will establish the selling price by an appraised value. 

4.12.4 Residual Realignment Property 
Offers to purchase residual property in connection with any road realignment or closure will 
be subject to a deposit equal to the full costs of closing, raising title and appraisal of the right 
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of way.  The deposit will be required following a decision by Council to proceed with the 
Road Closure.  The purchaser will also be responsible for the conveyance costs. 
 

4.13 SANITARY SEWERS 

4.13.1 Free Service Connection 
Only one free service connection shall be allowed for each lot that existed at the time that an 
easement is granted to the City by the property owner. 

4.13.2 Sanitary Sewer Extension Beyond Boundaries 
There shall be no sanitary sewer extension beyond the limits of the City.  Properties outside 
the boundaries of the City will be considered for hookup of sanitary sewers only upon 
inclusion within the boundaries of the City. 

4.14 STRATA CONVERSIONS 

4.14.1 Criteria for Approval 
 i) An application for apartment conversion, other than a duplex, will not be considered 

unless the vacancy rate for rental accommodation within the City is in excess of 3%; 
 ii) Any applicant wishing to convert a rental residential project to condominiums shall 

meet all applicable condominium guidelines in force in the City at the time of the 
conversion application; 

 iii) An independent Health Consultant must be retained by the applicant (at the applicant’s 
expense) to determine that such premises are free of infestation and a certificate to this 
effect must be provided by such consultant; 

 iv)  A suitable plan of development will be requested of all applicants for conversions, 
detailing any provisions or improvements to the proposed project; 

 v)  The applicant must provide a certificate by a qualified engineer/architect (at the 
applicant’s expense) that the building or buildings conform to the standards of the 
B.C. Building Code; 

 vi)  The review process for conversions will include an opportunity for input by existing 
tenants.  Written notice to each tenant will be provided by the City except in those 
cases where it is deemed more appropriate to hold a meeting; 

 vii) Inclusion of landscaping improvements within reason; 
 viii) Upgrading of off-site parking areas/access to City standards including buildings 

constructed to a 1-stall/unit ratio would be required to upgrade as close as possible to 
the current parking standards without seriously impacting open space needs on-site; 

 ix)  The applicant must agree to pay the moving expenses of those tenants forced to vacate 
their apartments as a result of stratification to a maximum of $1,500 per unit provided 
that appropriate documentation of all moving expenses be produced by the tenant; and 

x) In addition to the aforementioned guidelines, the applicant may be required to provide 
special services or facilities as directed by Council, depending on the circumstances 
encountered on the individual application. 
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New July 24/01 Res. #01-516 

4.15 NEIGHBOURHOOD PARKS 
Council encourages the development of neighbourhood parks by way of a Specified Area charge 
subject to the following: 

i) Eighty percent (80%) of the capital costs will be borne by the owners of land within the 
specified area, which will be levied as a parcel tax. 

ii) Parks must meet the minimum standard set out in the Parks Development Policy (to be 
established by the Parks Planning Committee). 

iii) The Specified Area will not be required to pay the maintenance costs of the park. 
iv) Approval of a Neighbourhood Park Specified Area will be by way of an owner initiated 

petition. 
New August 24, 2001 Res. No. 01-0326 & 01-0327 then Deleted Apr/03 Res.No. 03-0438 

4.16 DEVELOPMENT APPROVAL NOTIFICATION – PUBLIC “NEIGHBOURHOOD” 
MEETING 

(Deleted) 

 New Oct 9/01 Res. #01-0694 

4.17 LAND USES ADJACENT TO CITY BOUNDARY 
The following policy shall apply to referrals from the Regional City of Comox-Strathcona for land 
development outside the City’s boundary to the west and south: 
i) Campbell Lakes and Quinsam River watershed west of the City of Campbell River boundary: 

For properties located within the Campbell Lakes and Quinsam River watershed west of 
the City of Campbell River boundary, managed forest will be supported and low impact 
recreation land uses will be considered with other land uses being discouraged. 

ii) Within two kilometers south of the City of Campbell River boundary: 
For properties located within two kilometers south of the City of Campbell River 
boundary, residential land uses conforming with existing permitted densities and 
neighbourhood commercial development will be supported, however industrial land uses 
will be discouraged. 

New March/02 Res. # 02-0234 

4.18 SERVICING INFRASTRUCTURE POLICIES 
Section 4.18 Policies will direct the City in planning, financing and constructing the roads, water, 
sanitary and storm systems necessary to accommodate growth. The Policies identify how the City is 
to play a leadership role in seeing that infrastructure needed to facilitate growth is in place when and 
where it is required. 

4.18.1 Infrastructure Planning and Construction 

4.18.1.1 Role of the City 
In the execution of its development responsibilities related to offsite servicing 
infrastructure, the City will play a proactive leadership role. The City will: 
i) Collaborate with the development industry on offsite servicing infrastructure 

planning, financing and construction. 
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ii) Anticipate future growth demands for offsite park, road, water, sanitary sewers 
and storm sewer infrastructure through ongoing engineering and planning 
studies,  

iii) Seek Federal and Provincial government capital infrastructure grants and other 
forms of assistance, and 

iv) Finance the construction of growth related offsite infrastructure using the 
financing tools available under the Community Charter, including 
Development Cost Charges,  

v) Construct growth related offsite infrastructure in a timely fashion to facilitate a 
viable development industry and the orderly growth of the community.  

“Offsite” servicing infrastructure are those park, road and other engineering utilities 
that lie beyond the boundaries of a development site. Without offsite road, sewer and 
water treatment capacity, for example, new development cannot proceed. 
In recognition of the importance of development to achieving the community’s goals, 
the City has chosen a proactive leadership role with respect to ensuring offsite growth 
infrastructure is available to facilitate development. This means building services 
where and when they are needed for new development to occur and to assist with 
financing and capital project funding. 

4.18.1.2 Role of the Development Industry 
The City will seek the following assistance and cooperation from the development 
industry. The development industry will be asked to: 
i) Work cooperatively and collaboratively with the City in defining the 

development industry’s future infrastructure servicing priorities, 
ii) Work with the City to identify the best means to plan, finance and construct 

servicing infrastructure, and 
iii) Endeavour to coordinate, consolidate and transmit the overall needs of the 

development community to the City. 
The development industry has provided considerable assistance in the development of 
the provisions of the current SSP. Their continued collaboration and input is important 
to keeping the SSP responsive, current and relevant. 

4.18.1.3 Growth Planning and the Official Community Plan 
i) The City will base its growth infrastructure planning on the development 

anticipated in the Official Community Plan. In particular: 

ii) Servicing infrastructure will be planned for the “probable growth” that can be 
anticipated on the basis of OCP land use designations and historical land 
development densities within those designations. 

iii) Growth infrastructure will not be planned for lands outside the urban 
containment boundary, other than that required to service non-residential uses 
otherwise permitted by the OCP. 

No additional land beyond that now identified in the OCP is required to accommodate 
residential growth for the foreseeable future. The “probable growth” anticipated under 
the existing OCP land use designations and the SSP is an increased population of 
approximately 30,000.  
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Concentrating development within the Urban Containment Boundary reduces 
servicing infrastructure costs. 

4.18.1.4 Infrastructure Planning 
To play a proactive leadership role in infrastructure planning, the City will:  
i) Conduct engineering and planning studies to anticipate and plan servicing 

infrastructure required to service “probable growth”, and 

ii) Prior to the next review of the SSP, the City will prepare a parks master plan to 
identify future park infrastructure needs.  

The present SSP has benefited from the recent completion of major engineering 
studies of future water and sewer needs. These projects total approximately $52 
million in infrastructure required to service “probable growth”. Additional studies will 
be undertaken for future storm water infrastructure that will be incorporated in the SSP 
at its next review 

4.18.1.5 Five Year Financial Plan 
The City will ensure that its Five-Year Financial Plan anticipates the City’s share of 
costs associated with growth infrastructure planning under the SSP.  
The City pays a portion of the costs associated with servicing growth that must be 
anticipated in the City’s Five-Year Financial Plan. As well, the cost of capital works 
projects triggered by growth and providing services to existing developed areas must 
be anticipated in the Five-Year Financial Plan.  

4.18.1.6 Economic Development Plan 
As Rivercorp’s development strategies and Economic Development Plan take shape, 
the City will align its SSP.  

Rivercorp is an economic development corporation established with the objective of 
creating an economic development strategy and plan for the community. The SSP is 
expected to play a role in achieving the goals of the EDP as they are identified. 

4.18.2 Infrastructure Financing Tools  

4.18.2.1 Development Cost Charge (DCC) Financing 
The City will: 
i) Use DCCs as the principal means to fund and finance growth related 

infrastructure,  

ii) In setting DCC fee rates, consult with the development community and the 
community at large, 

iii) In general, calculate Development Cost Charges in ways consistent with the 
policies of the SSP and the Provincial Guide “Development Cost Charge Best 
Practices Guide”, 

iv) In particular, calculate DCCs in a process that ensures DCCs are;  

• consistent with the OCP,  

• assessed on the basis of beneficiary pays, and  
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• fair and equitable, 
v) Base DCC estimates on the SSP Growth Assumptions (see 4.18.1.3 Growth 

Planning and the Official Community Plan) and Infrastructure Planning 
estimates (see 4.18.1.4 Infrastructure Planning), 

vi) Review the DCC fee structure in conjunction with the periodic review of the 
SSP. 

vii) With the adoption of the SSP, amend existing DCCs in accordance with the 
revised methodology and rate schedule attached as Appendix One: 
Development Cost Charge Calculations” 

DCC fees are based on an estimate of the total costs of providing offsite services 
necessary to service anticipated growth. DCCs are collected from each development 
according to the DCC formula. In this way, the City can ensure it has the funds on 
hand to build infrastructure, apportion the costs associated with growth between 
development and tax revenue and distribute costs equitably between each development 
project.  
The “Municipal Assist Factor”” determines the extent to which the City wishes to 
contribute general revenues toward the cost of providing offsite growth related 
services. The minimum permitted under legislation is 1%.  

4.18.2.2 Works and Services/Frontage Improvement Charges 
The City confirms its recognition of the community’s interest in upgrading older 
existing street works to the current City standard, especially in central areas of the 
community.  The City also recognizes the need to encourage infill development, 
perhaps through alternative Frontage Improvement fees or other measures. 
Accordingly, the City will open a dialogue with the development community through 
the Development Liaison Group [see 4.l19.1.2 Development Liaison Group (DLG)] to 
explore how better to meet the City’s objectives of upgrading existing streets and 
encouraging infill development. 
The existing Frontage Improvement Bylaw is comparable to “Works and Services” 
bylaws adopted by other communities under the same legislative provisions of the 
Local Government Act. The Frontage Improvement Bylaw sets fees to upgrade 
immediately fronting street works when development of greater than 3 residential 
units or $50,000 worth of work is being completed on adjacent property.  
Ways to upgrade existing streets AND encourage infill development poses a 
continuing challenge to the City and the development industry. More discussion is 
warranted to find new, mutually satisfactory, approaches to this issue. 

4.18.2.3 Other Financing Tools 
The City will consider other development financing tools available to it under existing 
legislation where their use would facilitate development in a cost effective manner. 
Other financing tools the City will consider under this policy include: 
i) Development Works Agreements, 

ii) Latecomer Agreements, 

iii) Local Improvements, 
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iv) Long Term borrowing for certain large capital projects, 

v) City General Taxation, 

vi) Private/Public Partnership Agreements, 

vii) Specified Areas, and 

viii) User Fees. 
New May/03 Res. # 03-0473 

4.18.3 UTILITY SERVICE BEYOND CITY BOUNDARIES 

4.18.3.1 Watermains and Service Connections 
There shall be no watermain extensions or service connections beyond the limit of the 
City. Properties outside the boundaries of the City will be considered for hookup of 
water services only upon inclusion within the boundaries of the City. 
Some tools are more adaptable to financing costs associated with new growth than 
other tools. The City and the development community will benefit from keeping these 
tools in mind as different circumstances emerge. (Refer to Figure 1 for a 
comprehensive list of financial tools available to the City. For a full description of 
each tool refer to the Provincial guide “Development Finances Choices Guide”.)  
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Local Improvement agreements show some promise in some circumstances for use in 
conjunction with, or instead of, Frontage Improvement fees. 

 

 

Figure 1: Categories of Financing Tools 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
(Source: Development finances Choices Guide) 
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4.19  FACILITATING DEVELOPMENT POLICIES 
Part III Policies provide direction on the City’s role as development regulator and application service 
provider. The policies in this section were largely brought forward as proposals to address “Barriers 
to Development” challenges identified by the Working Group.  

4.19.1 Leadership And Networking 

4.19.1.1 Leadership measures to facilitate development  
In recognition of the importance of growth to achieving the long-term objectives of the 
community, the City will place a priority on development and continue to play a 
proactive leadership role to facilitate growth and development.  The City will: 
i) Establish and maintain a more collaborative working relationship with the 

development community,  
ii) Take new measures to remove or reduce regulatory, application processing and 

hard cost barriers to development, and 
iii) Work in collaboration with Rivercorp and its partners on a campaign to 

promote Campbell River as a place to work, live and play. 
The City will play a more active leadership role in these three broad areas. The 
Policies that follow set out more specifically how the City will proceed in the first two 
areas. 

4.19.1.2 Development Liaison Group (DLG) 
The City will, by bylaw, establish and maintain a “Development Liaison Group” to 
provide advice and recommendations on all Strategic Servicing Plan policies and other 
matters related to development facilitation and regulation. The DLG will meet a 
minimum of five times per year. 

The Development Liaison Group will serve as a forum for dialogue between staff, the 
development community, the community at large and Council on all matters relating 
to development. The Development Liaison Group will explore ways to best bring 
together the needs of the development community with the responsibilities City in 
development regulation.   

4.19.1.3 DLG membership 
Council will seek to appoint to the DLG those members of the community with a 
broad cross section of experience or perspectives in development, including, but not 
limited to:  
i) 3 representatives from the development community at large from such groups 

as professional home builders, land development (“subdividers”), project 
development (“developers”),  

ii) 1 civil engineer or land surveyor 
iii) 2 representatives from the community at large, and 
iv) 1 director of Rivercorp, and  
v) 3 City staff with engineering, planning and financial responsibilities relating to 

development  
City Councillor(s) will participate on the committee on an ex-officio basis. 
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The choice to appoint staff to the committee as active members, rather than as advisors 
or in support roles, arose from the efficacy of this structure for the Working Group 
when creating the Strategic Servicing Plan. Staff’s participation at the table is seen as 
important to finding consensus solutions that bring together the community’s needs 
with the City’s responsibilities. As well, ex-officio participation by Councillor 
representative(s) provides Council’s perspective and contributes to keeping Council 
up-to-date with activities and recommendations of the Group. 

4.19.1.4 DLG mandate 
The mandate of the “Development Liaison Group” is to discuss and provide 
recommendations on: 
i) Performance measures and progress in the implementation of SSP initiatives as 

defined in 4.20 SSP REVIEW AND MONITORING POLICIES (see policies 
4.20.1 through 4.20.4) 

ii) Emerging issues and challenges in the development industry in Campbell 
River, 

iii) Proposed and existing policies, regulations and other City initiatives that 
impact development, 

iv) Innovative solutions to facilitate growth and development in Campbell River, 
and 

v) Innovative ways to pay all costs related to development. 
The DLG will report to Council annually with an assessment of progress made in the 
implementation of SSP initiatives.  
Ongoing dialogue is the key to effective collaboration between the City and the 
development community. The City will benefit from understanding the implications of 
proposed regulations and policies from the development community perspective.  The 
development community will appreciate the challenges faced by the City in 
responding to diverse needs. 
An annual assessment and report to Council of progress made in implementing the 
measures of the SSP will serve to keep the implementation process moving ahead. 

4.19.1.5 DLG consensus decision-making 

The Development Liaison Group will make recommendation by consensus. Where 
differing views cannot be resolved, the minority and majority views will be presented.  

Consensus based approaches to decision making support creative problem solving and 
the evolution and maintenance of effective working relationships. Consensual 
processes uncover underlying assumptions and support the discovery of solutions and 
recommendations that best reflect the diverse needs of the community. 

4.19.1.6 Increased role understanding 
The City and the Development community will work together to find ways to become 
more familiar with each other’s challenges and issues in regard to development, such 
as by encouraging and supporting: 
i) Staff to become more active in community with the development industry and 

business organizations, and 
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ii) For the development community to spend more time with staff inside City 
Hall. 

The work context of the development industry and City staff are very different. Ways 
of increasing each other’s understanding of the different work worldviews would 
contribute to better understanding and problem solving.  

4.19.1.7 Staff and Council communication 
With a view to more efficient application processing, the City Council and staff will 
review staff workloads and priorities, especially in the of area report writing. The 
following options for greater efficiency could be explored: 
i) Early in the process, bring applications with little chance of success to Council 

for a preliminary assessment of Council’s interest in proceeding, 
ii) Shorten standard report formats, supplemented with more verbal briefings, and 
iii) Report both ‘sides’ of the issue in reports where significant depth to a question 

exists. 
For those decisions resting with Council, staff must communicate its analysis and 
recommendations on development applications. Application analysis takes time and 
written reports are time consuming to produce and distribute. Occasionally, the 
information transmitted is not always the information required for decision-making. 
Significant staff resources sometimes go into the process and reporting on proposals 
with little chance of success. 

4.19.2 Hard Costs 

4.19.2.1 “Burdensome” bylaw review 
The City, through the Development Liaison Group, will undertake a review of the 
following bylaws with the objective of lessening the cost implications of existing 
regulations while still achieving the desired outcome. Other bylaws may also be 
referred from time to time under this policy to the Working Group. 
i) Sprinkler regulations of the Building Bylaw,  
ii) Burning regulations of the Fire Services Bylaw , and 
iii) Frontage Improvement Bylaw. 
Some existing bylaws have regulations with unintended or excessive cost implications. 
The Working Group will review these regulations looking for new ways to achieve the 
same or similar outcomes, but with lower costs. 

4.19.2.2 Bylaw simplification initiative 

The City will review the following bylaws with the objective of repealing outdated 
policies and regulations and simplifying future provisions. Other bylaws may also be 
referred from time to time under this policy to the Working Group. 
i) Official Community Plan, 
ii) Development Permit Regulations and Guidelines, 
iii) Building Bylaw, and  
iv) Subdivision Bylaw. 
A simpler regulatory framework is easier and less costly for the City to administer and 
less costly for the development community to respond to. 
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4.19.3 Application Processing 

4.19.3.1 Fine tune existing development application process  
The City will conduct an application process review with the objective of making 
application processing more efficient and certain. The review will assess, then 
implement where appropriate the following approaches: 
i) Formalize and ‘checklist’ all application process procedures, 
ii) Publish all application information and process requirements, including fees 

schedules,  
iii) Define application performance requirements and distinguish between 

mandatory and voluntary standards, 
iv) Establish major and minor application processes in order to submit less 

complex proposals to fewer reviews, 
v) Define application processing timelines and processing deadlines, 
vi) Consolidate application processes where opportunities to reduce duplication 

exist, 
vii) Consider a change in the Committee of the Whole, advisory committee 

meeting schedules, and/or Council meeting times to ensure that meetings occur 
soon after receiving applications, 

viii) Consider where professional certifications could replace staff review and 
inspections, and 

ix) Fast track applications on a fee-for-service basis. 
In the short term, improvement in application processing efficiency is expected to 
result from an application processing review. Changes resulting from this review will 
likely be implemented within the context of existing staff structures and resources.  

4.19.3.2 Staff decision-making and process exemptions 
The City will explore ways to distribute decision-making authority more broadly to 
staff. Approaches to be considered include: 
i) Delegating more responsibility and decision making authority to staff, and 

allow multiple staff to make decisions, 
ii) Giving staff the authority to allow application processing exemptions,  
iii) Adopting guidelines similar to that of development permit guidelines to guide 

staff decision making and exemptions, 
iv) A Council appeal process for staff decisions, 
v) Explicitly accepting a greater degree of errors or ‘missed opportunities’ in 

exchange for expedited application processing, and 
vi) Developing a program to encourage staff for taking the initiative and for 

innovation even where such attempts at innovations fail. 
Significant time and cost savings in processing applications will be realized through 
distributed staff decision-making authority. A Council based appeal process will be 
adopted prior to the delegation of application processing and approvals to staff. 

4.19.3.3 Customer service orientation to application processing 
The City will study the feasibility and costs of implementing a distinctly ‘customer 
service’ oriented development application process that would explore the following 
elements: 
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i) Creation of a one-stop service centre or ‘front of house’ area where all 
departments are represented and all questions and needs can be addressed, 

ii) Creation of multi-disciplinary ‘teams’ made up of staff from each of the key 
departments (e.g. planning, engineering, building, etc.), tasked with fast and 
efficient application processing of applications, 

iii) Personalized service to applicants, perhaps through the assignment of staff or 
teams to proposals as an internal customer representative, 

iv) Guaranteed response times on requests for assistance, 
v) Creation of staff incentives recognizing the achievement of explicit customer 

service targets, where the primacy of application processing is expected and 
rewarded, 

vi) Staff training in customer service methods, 
vii) Ways for staff to assist the applicant in application preparation, 
viii) Customer satisfaction evaluations, 
ix) Accelerated approval processes, 
x) Courtesy services such as photocopying, refreshments, etc., and 
xi) Create a customer friendly physical setting (e.g. replace front counter). 
A customer service orientation of staff and the Citys organizational structure is a 
significant opportunity for facilitating the processing and approval of development 
applications over the mid and long term. Potential changes under this policy would 
result in applicants and their applications receiving significantly more priority 
attention from staff and Council. 
However, implementation of a customer service approach requires a substantial 
organizational commitment to change if it is to succeed. Depending on the degree of 
customer service orientation being sought, traditional departmental and reporting 
structures can be significantly altered, staff may be reoriented to different functions 
and priorities, and other functions would receive less attention unless new resources 
are added. 
For these reasons, it is the policy of the City to first investigate the implications of a 
customer service orientation. 

4.19.3.4 Application processing fees  
The City will review development application fees with a view to matching fees to the 
value, in terms of staff time and overhead, of service provided by the City in 
processing applications. 
The City will consider introducing: 
i) Staged fees  
ii) More rigorous preliminary application review prior to fees being due. 
iii) Fee-for-service to fast track large or urgent project applications 
The objective of linking application fee levels more closely to the total costs of 
application processing is to ensure staff resources are maintained at an optimum level 
for processing applications. (i.e. staff levels match application load). Deferred or 
staged fees would support preliminary application assessments and reduced fees for 
applications that do not proceed through the whole process. Fast track fees would be 
an option for extra-ordinary circumstances. 



 
 

City of Campbell River Council Policy 
Adopted:  September 12, 2000  Council Resolution No. 00-762 

Council Policy (Property) Policy 4 - Page 18 

 
 

4.19.3.5 Consultation 
The City will adopt the following measures to make consultation more efficient and 
certain: 
i) Define a public consultation policy that sets out specific City principles and 

practices in consultation.  
ii) Host single consultation events where multiple external interests can be heard 

(e.g. an ‘agencies fair’) 
iii) Concentrate external consultation at the policy level by establishing 

development-processing agreements with external agencies that establish 
performance standards and guidelines, 

iv) Concentrate public consultation at the policy level with inclusive OCP and 
neighbourhood planning approaches. 

v) Seek to consolidate consultation with interest groups holding similar interests. 
vi) Reassess the role of internal review groups and committees.  
vii) Develop cross-departmental application processing teams to replace 

Departmental level internal reviews. 
External consultation involves other government agencies and the public, particularly 
special interest groups within the community. Internal consultation is between staff 
departments and Council committees and commissions.  
Outlining consultation intentions in a consultation plan or standing policy will create 
greater clarity and certainty for participants of the consultation process.  
More community involvement at higher planning levels (e.g. OCP and neighbourhood 
planning) can reduce the need for application-by-application review.  
Development process agreements with external agencies define by guideline how 
agency objectives can be met in order to avoid outside agency review on an 
application-by-application basis.  

4.19.3.6 Online application centre 
The City, through its Information Services Department, will create an online 
application centre. Outside sources such as the Campbell River Community Network 
will be consulted as necessary. 
Standard application information would be more readily available to applicants and 
the public and demands of staff time will be reduced. 

4.20 STRATEGIC SERVICING PLAN (SSP) REVIEW AND MONITORING POLICIES 
A successful planning document is frequently reviewed and reassessed. It is the review process that 
keeps a plan relevant, up-to-date and useful. The following provisions will guide the periodic review 
of the SSP. 
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4.20.1 Plan Review Period 
A comprehensive review of the SSP will be conducted not less than once every three years. 
The three-year SSP plan review period is a trade-off between the need to keep the Plan up-to-
date and providing a minimum level of certainty for the development community, especially 
around development fees and charges. This review period also coincides with local 
government elections, giving each Council an opportunity to review and revise the SSP. 

4.20.2 Performance benchmarks 
With the adoption of the SSP, indicators of infrastructure and development processing 
performance will be defined to act as benchmarks against which to measure progress at each 
subsequent SSP review. 
Performance indicators for development processing could be as simple as time to process 
applications, staff time per application, Departmental costs per application and similar 
approaches. Other approaches could be qualitative such as customer satisfaction surveys 
administrated after SSP adoption and again at SSP review. 

4.20.3 Strategic Servicing Plan (SSP) comprehensive review content 
The SSP comprehensive review will: 
i) Measure progress in developing infrastructure and development processing 

performance, 
ii) Consider changes in the OCP, the Five-Year Five Year Financial Plan and Rivercorp’s 

Economic Development Plan that are to be reflected in the SSP, 
iii) Revise DCC fees in consideration of DCC projects completed and new projects 

identified, and 
iv) Re-assess the park infrastructure needs in light of development and parks planning 

Linking the servicing implications of future OCP land use choices to servicing costs under the 
SSP and DCC structure is an important decision support resource of the SSP. The DCC 
review will likely be the single greatest task in the SSP review.  

4.20.4 Plan Review Process 
In the course of the SSP review, consultation will include: 
i) Collaboration with the development community through the Development Liaison 

Group, and  
ii) Receiving comments from the community at large. 

The process to review the SSP is envisioned as being similar, but shorter, than the process 
under which the SSP was originally developed. If the Development Liaison Group is active on 
an ongoing basis between SSP reviews, the effort to undertake the comprehensive review may 
be minimized. 

New Nov/01  Res. # i/c 01-0241 

OCCUPIERS OF CITY PROPERTY/FACILITIES 
Lease holders/organizations occupying City properties must develop written policy requiring criminal 
record checks for all staff and volunteers 18 year of age and older working with youth, seniors and 
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people with special needs, and that a copy of their policy be forwarded to the City of Campbell River 
in care of the Legal Services Manager prior to occupancy. 

 
New Mar/02  Res. #02-0227 

COMMERCIAL USE OF SIDEWALKS 

4.22.1 Purpose 
To provide guidelines for the City when considering requests from businesses for the 
commercial use of public sidewalks. 

4.22.2 Guiding Principle 
The City recognizes that the character of a business area may be enhanced through the 
commercial use of sidewalks provided the use does not affect public safety and circulation. 

4.22.3 Guidelines 

4.22.3.1 Size and Location: 
i) Where possible the area used should be adjacent to the building housing the 

ground floor business making the application, if not, then adjacent to the curb 
along the business frontage or flankage.  

ii) The exact location of the area to be used and its size in square metres shall be 
clearly shown on a site plan to be submitted with the application. The plan shall 
show relationship to adjacent businesses, building accesses, fire connection ports, 
hydrants, street light standards, landscaped areas, street furniture, adjacent 
sidewalk leases, curb lines, pedestrian ramps, parking, loading zones, bus stops 
and any other feature within 5 metres of the area’s perimeter. 

4.22.3.2 Design Standards: 
i) The use and improvements must conform to standards adopted by the Business 

Improvement Association in which the area is located. 
ii) A minimum unobstructed sidewalk width of 1.5 metres must be retained for 

pedestrian passage. 
iii) Unobstructed access to the entrance of the building and to the fire connection port 

must be maintained. 
iv) Unobstructed access to sidewalk pedestrian ramps, hydrants, loading zones and 

bus stops must be maintained. 
v) Use areas are not permitted on service grates and where sight lines at intersections 

will be obstructed. 

4.22.3.3 Approval Process 
i) The City of Campbell River will give favorable consideration to a commercial 

sidewalk use application upon receipt of support from the appropriate Business 
Improvement Association provided there have been no objections from within the 
City organization or other agencies having jurisdiction. 
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4.22.3.4 Conditions of Approval: 
i) Sidewalk use approvals are valid for the current calendar year. 
ii) Improvements such as tables, chairs and portable fences must be removed at the 

end of each business day.  
iii) That the applicant purchase insurance in the amount of $3,000,000 with the City of 

Campbell River as an additional named insured, and to indemnify and save 
harmless the City from and liability arising from the sidewalk use. 

iv) That the applicant is responsible for maintenance of the sidewalk area being 
utilized and the improvements added. Litter receptacles and ashtrays must be 
provided and emptied as needed. Landscaped areas are to be weeded as required. 

v) That non compliance with the conditions set out in the permit will result in one 
written warning and termination if not rectified within one week of official 
notification to rectify the situation.  

New July/02 Res. #02-0506 

4.23 DEVELOPMENT ON TYEE SPIT 
The development of Tyee Spit shall occur in accordance with the Tyee Spit Long Range Plan. 

New July/02 Res. #02-0574 

4.24 DISPLAYING ART ON CITY PROPERTY  

4.24.1 Purpose 
To provide guidelines for City of Campbell River staff when considering the displaying of art 
in a City owned facility. 

4.24.2 Definitions: 
Art: 
Any visual representation or expression of what might be considered beautiful or meaningful. 
The City: 
Shall mean the City of Campbell River and its Departments. 
Temporary: 
Shall mean less than one month and/or related to specific events. 
Short-term: 
Shall mean more than 1 month and less than 1 year. 
Long-term: 
Shall mean more than 1 year but not indefinite. 
Permanent: 
Shall mean purchased or donated art that becomes the property of the City of Campbell River.  
How, where and when the City decides to display permanent art will be defined in an 
agreement between the City and the artist, donator and/or former owner. 
Local Art: 
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Shall mean that the Artist resides in the B.C. electoral area 35, North Island.  
Donation: 
That which is given to the City of Campbell River without any exchange of money or 
expectations. 

4.24.3 Guiding Principle: 
The City recognizes that the displaying of art on City property can provide support for local 
artists, support for community groups and enhance the public areas within the City’s buildings 
and public open spaces.   The City also recognizes that art is a subjective matter and not 
everyone will agree on the esthetic beauty of each piece of art.  The City wishes to encourage 
the display of local art within all of its public spaces.  This policy does not address the 
displaying of art for private functions.  Nor does this policy preclude the displaying of non-
local art. 
The City reserves the right to refuse or remove any art considered to be in violation of these 
guidelines at any time. 

4.24.4 Guidelines: 
Display of art on City properties does not constitute endorsement of the content by the City. 
i) In order for art to be considered for display within any facility or public open space, it 

must not be explicitly partisan, sexually exploitive or discriminatory. 
ii) The City must evaluate individually all art proposals based on the contents of the 

proposal. 
iii) The City reserves the right to reject any proposals. 
iv) Preference will be given to local art. 
v) Through negotiations the City will determine the best way to display art in or on its 

property.  Consideration will be given to temporary, short-term, long-term or 
permanent displays of art. 

vi) All temporary, short-term and long-term agreements will indemnify the City for 
damage or loss of the art. 

vii) The City can consider in their agreements the display of a business card sized sign in 
or around the art that can display information and/or the price of the art.  Agreements 
that allow the sale of art displayed on City property will detail the terms of the revenue 
sharing. 

viii) All permanent agreements will specify the City as the sole owner of the art and will 
state that the City will determine the value of maintenance, replacement or 
reconstruction etc of art that has been damaged, worn or stolen.  

ix) All preferences agreed to will be formalized in an Agreement between the parties. 
x) Art must not interfere with the operation of equipment, the provision of services or 

constitute a safety concern. 
xi) Art may not be placed in or on City Property without the prior written permission of 

the City of Campbell River. 
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New Jan/04 Res. #ic04-0047 

4.25 DEVELOPMENT IN THE CAMPBELL AND QUINSAM RIVER FLOODPLAIN 
MAPPING AREAS 

For the construction of buildings or additions and for the subdivision of land in the Campbell and 
Quinsam River Floodplain Mapping Areas, City building inspectors and approving officers follow 
legal advice wherein they should take the 1990 floodplain mapping into consideration when fulfilling 
their obligations.  In this regard, the building inspectors should utilize the provisions of Section 695 
of the Local Government Act where permits are sought within the affected area, to require 
construction in conformance with the recommended flood elevation requirements, or otherwise to 
require a report certified by a professional engineer with experience in geotechnical engineering that 
the land may be used for the use intended subject to conditions contained in the engineers report.  
Further, approving officers should utilize the amended provisions of the Land Title Act to require 
geotechnical reports and/or covenants for subdivisions within the affected area. 

New  Mar 7/05 Res. # 05-0246, Amended May 30-05 Res#05-0567 

4.26 PUBLIC HEARING POLICY 

4.26.1 Purpose 
This policy supplements the provision of the Local Government Act in respect of the holding 
of Public Hearings.  The policy provides procedure for the holding of public hearings to hear 
presentations on land use issues. 

4.26.2 General Statement 

Any person who believes their interest in property will be affected by a proposed bylaw has 
an opportunity to address Council at a public hearing in a timely and orderly fashion. 
Individuals are encouraged to submit written submissions to City Hall to the attention of the 
City Clerk, prior to the hearing, for inclusion as part of the record.  

4.26.3 Speaker's List and Time Limits 

A Speaker's List will be available to record names and addresses for anyone wishing to speak 
at the public hearing. Except for the owner/applicant, who will have first opportunity to 
address Council, speakers are called in order from the list, and after everyone on the list has 
had an opportunity to address the hearing, others may speak.  
 
Note: The Mayor or Chair may dispense with the Speaker's List if twenty or less members of 
the public are in attendance at the start of the hearing.  
 
i) Presentations by an owner/applicant are limited to 15 minutes. The owner/applicant 

will be given the opportunity to clarify points raised, or respond to questions after 
members of the public have spoken. 

ii) Members of the public expressing their views are limited to 5 minutes each. Additional 
information may be presented to Council after all other speakers are heard for the 
first time.  Speakers are not to debate a point of view with another speaker, but will 
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seek clarification through the Chair. Speakers are requested to submit written copies 
of their presentation to become part of the Public Hearing record. 

iii) The Chair will only entertain submissions that pertain to the land use bylaw under 
consideration.  

iv) Those in attendance at the Public Hearing will refrain from applause, or other 
expressions of emotion, whether in favour of, or opposition to, any particular 
application or argument. Inappropriate language, outbursts or criticisms aimed at 
individuals or groups are not allowed.  

4.26.4 Request for Further Information Prior to Close of Public Hearing 
i) Prior to the close of a public hearing, Council will consider whether additional 

information from staff in respect to issues raised at the public hearing is required. 
ii) If Council is of a view that information from staff is necessary, staff will be given an 

opportunity to provide the required information at that time. 
iii) Members of the public will be permitted to make submissions in respect of the 

information and the public hearing will then be closed. 
iv) If it is not possible for staff to provide the information at that time, staff will advise the 

Council that is the case and Council will direct that staff prepare a report providing the 
required information. 

v) The public hearing will then be recessed until an appropriate date and time to allow for 
the preparation and disclosure of the report. 

vi) The public hearing will be reconvened on the appropriate date to allow members of 
the public to make submissions in respect of the information. 

 

4.26.5 After the Public Hearing is Closed 

After all speakers have been heard, the Public Hearing is then closed by the Chair.   No other 
submissions may be received by Council.  Council may consider the bylaw at the next, or a 
specified meeting of Council, with or without a request for further information from staff.  
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5.1 FIRE HYDRANT MAINTENANCE – (Deleted) 

Deleted 5.1Oct 18-04 Res #ic04-0220 

5.2 CITY CONSTRUCTION CREWS 
City construction crews will practice due diligence on construction projects to minimize sediment 
runoff into creeks and will receive training to keep them up to date on the best management 
practices in this area. 

5.3 CITY DAMAGE TO DRIVEWAYS 
Where a driveway for which a driveway permit had been issued is disrupted by the City, the City will 
repair any damage, with like materials as much as is reasonably possible. 

5.4 CITY DAMAGE TO PROPERTY 
When Public Works crews or contractors engaged by the City disturb private property the property 
will be restored to its earlier condition as much as reasonably possible. 

5.5 NO CURB CUTS ON VACANT PROPERTY 
After the acceptance of a Local Improvement Project, owners of vacant properties will be advised 
that driveway curb cuts for a vacant property will not be considered until such time as a building is 
constructed. 

5.6 NOXIOUS WEEDS 
The City will only take action where complaints are received with regard to noxious weeds on City 
property. 

5.7 PARK FENCING  
A park will not be fenced, unless it has been determined by the City that there is a safety hazard to 
children. 

5.8 PARK PLAYGROUND EQUIPMENT – (Deleted) 

Deleted 5.8 Oct 18-04 Res #ic04-0220 

5.9  ROAD DRAINAGE DITCH – (Deleted 

Deleted 5.9 Oct 18-04 Res #ic04-0220 

5.10 ROAD MAINTENANCE – (Deleted) 

Deleted 5.10 Oct 18-04 Res #ic04-0220 

5.11 ROADSIDE BRUSHING – (Deleted) 

Deleted 5.11 Oct 18-04 Res #ic04-0220 

5.12 ROTATION SYSTEM FOR RENTAL EQUIPMENT 
The Public Works Department will use a rotation system in rentals wherever possible with the lowest 
price and performance also being a factor in the choice of rentals. 

5.13 SANITARY SEWER MAINTENANCE – (Deleted) 

Deleted 5.13 Oct 18-04 Res #ic04-0220 

5.14 SEWER CONNECTION BREAKS 
5.14.1 Responsibilities 
The property owner is responsible for the sewer connections from the house to the main.  
The City will only assume charges in connection with work on a public right-of- way, where 
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the problem is caused by the faulty workmanship of the City or a breakage in a pipe that is 
not caused directly or indirectly by the property owner. 

5.14.2 Investigation 
If a property owner is unable to unplug a sewer connection from the house to the main, the 
Public Works Crew will investigate the reported blockage and determine its location.  

5.14.3 Cost 
The entire cost of the inspection and repairs, including any charge for overtime, will be borne 
by the property owner if it is determined to be the owners responsibility under Section 15.1. 

5.15 WATER CONNECTION LEAKS OR BREAKS 
5.15.1 Responsibilities 
The City of Campbell River is responsible for the water connection from the main up to and 
including the property line shut-off.  The property owner is responsible for the water 
connection from the house to the property line. The City will only assume charges in 
connection with work on a public right-of-way, where the problem is caused by the faulty 
workmanship of the City or a breakage in the pipe that is not caused directly or indirectly by 
the property owner. 

5.15.2 Investigation 
If the water leak is near the property line shut-off, a Public Works Crew will investigate and 
determine who is responsible for the repair. 

5.15.3 Cost 
If the leak is on the property owner’s side of the property line shut-off, all costs for the repair 
will be borne by the property owner. If the water repair necessitates turning off the water, 
only Public Works personnel shall operate the property line shut-off valve.  The cost for this 
turn-off and subsequent turn-on, shall be paid by the property owner at a rate set by the City 
of Campbell River’s Finance Department. 

5.16 SIDEWALK MAINTENANCE – (Deleted) 

Deleted 5.16 Oct 18-04 Res #ic04-0220 

5.17 SIDEWALK (WINTER MAINTENANCE) – (Deleted 

Deleted 5.17 Oct 18-04 Res #ic04-0220 

5.18 SIDEWALK WHEELCHAIR RAMPS 
Due to financial considerations, an average of twenty (20) wheelchair ramps per year be retrofitted 
to the standards set out in the Master City Specifications. 

5.19 SNOW REMOVAL AND ICE MANAGEMENT 

Amended Nov 9/10 Res #10-0757 

 5.19.1 Purpose 
 The purpose of the Snow and Ice Management Policy is to: 

a) Establish an acceptable balance between the community’s transportation and 
safety needs and its financial capacity; 

b) Ensure that the City transportation infrastructure is managed appropriately 
during snow and ice conditions; 

c) Provide consistency in provision of different levels of service throughout the 
community. 
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 5.19.2 Scope 
 The Snow and Ice Management Policy applies to the City’s roads, sidewalks, parking lots 

and maintained trail networks, as defined in the City’s Official Community Plan. Snow and ice 
management along provincial highways is managed in accordance with provincial 
direction/policy. 

 Priority levels are established to insure that emergency response routes are maintained, 
transit services can continue, the public has reasonable access to arterial and collector 
roadways throughout the community; and to mitigate or reduce hazards to the community. 

 5.19.3 Definitions 

 Anti-icing: is the application of a chemical or other agent to prevent or reduce the 
opportunity for precipitation or frost to bond to the road surface 

 Deicing: is the application of a deicer to the top of the snow, frost or iced 
surface to promote melting of the snow, frost or ice 

 Minor Storm: a storm that produces less than 15 cm of snow in one continuous 
event (start to finish as reported by Environment Canada) 

 Major Storm: a storm that produces more than 15 cm of snow in one continuous 
event (start to finish as reported by Environment Canada) 

 Pre-wetting: the application of a liquid deicer into the sand or salt at time of 
application 

 Snow Plowing: the use of equipment to move or remove snow from accumulating on 
the roadway surfaces 

 Driving Lane: is the asphalt surface from the road centerline, the width of the marked 
lane (multi lane roadways) or equivalent of a lane width on a two lane 
roadway. (Travelled lanes on multi lane roadways or those with 
marked bike lane would be addressed as per the policy and 
procedures outlined below.) 

 Highways: Inland Highway 19 and Highway 19A (from the entrance to BC Ferries 
to the connection to Highway 19), Jubilee Parkway and Highway 28 
are the responsibility of the Province 

 Arterial Roadways: Major roadways within the community generally connecting the north 
and south portions of the community. They include, but are not limited 
to Dogwood, Alder, Island Highway (19A), Hilchey and Petersen (as 
identified in the OCP) 

 Collector Roadways: Roadways that connect to the main arterial roadways. They include but 
are not limited to Erikson, Evergreen, McPhedran, 6th and 7th Avenue, 
Pincrest (as identified in the OCP) 

 Local Roadways: The remainder of the roadways within the community that feed into the 
collector roadways. These do not include lanes or private property 
(strata’s etc.) (as identified in  the OCP) 

 Commercial/Downtown Core: 

  Areas as identified in the OCP as commercial in designation and the 
areas in and around Shoppers Row 

 Public Parking Areas: Parking lots or areas owned and maintained by the City, and may 
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include parking lots for City parks or facilities 

 Transit Routes: Those routes on which BC Transit operates regularly scheduled transit 
service that may change at times with schedule adjustments, etc. 
These routes do not include areas serviced by custom transit (Handy 
Dart) services 

 Snow and Ice Management Procedures: 

  This refers to the procedural guidelines established to evaluate and 
undertake the appropriate actions to carry out the operations related to 
the Snow and Ice Management Policy. These procedures are to be 
reviewed yearly and amended as required to reflect best management 
practices. 

 5.19.4 Priority 

 First Priority shall be given to the City’s arterial road network; and any designated emergency 
routes and facilities. The objective is to insure passable driving lanes along the major road 
networks and to emergency service providers. 

Secondary Priority shall be given to snow and ice management along collector roads, transit 
routes and most commercial areas which may include select public parking facilities. The 
objective is to provide passable driving lanes along collector roadways that connect local 
roads to the arterial road network. This will also provide access to transit services within the 
community and to most commercial areas. School zones that are not on arterial or collector 
roadways will be included in this level of service wherever practical. 

 Third Priority for snow and ice management will be along local roads and responses to site-
specific hazards. The objective is to provide passable driving lanes from the local roadways 
to the collector road network. Site specific locations/hazards may receive more timely service 
based on the assessment of those conditions. 

 5.19.5 Levels of Service 

 The City shall apply snow and ice management levels of service as described in the Snow 
and Ice Management Procedures component for each of its priority areas. This Policy applies 
to the winter months from November 1 to March 1. Snowfalls and ice maintenance outside of 
this time frame will be responded to based on the equipment and manpower available, and 
may vary from the policy and procedures outlined. 

 The goal of snow removal is to open up a minimum of one driving lane (or bi-directional lanes 
on arterial and collector roadways) to provide the public and emergency vehicles reasonable 
access around the community. As outlined in the procedures, this may not provide or 
maintain a “bare asphalt surface”, but passable driving lanes based on the rate and 
accumulation of the snowfall event. 

 Service levels for a minor storm event will focus on salting/sanding streets and intersections, 
with plowing of the streets as a secondary goal. In major events, the focus will shift to 
plowing operations followed by sanding and salting operations. Winter storm events vary in 
duration, intensity and potential accumulation. These factors will all be considered in the 
deployment of resources to deal with any occurrence.  

 In response to snow and ice management requests, the City will: 

a) Receive the request(s); 
b) Prioritize the request(s); 
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c) Investigate, if deemed necessary; or undertake appropriate action based on 
the location of the issue (based on the priority schedule and management 
procedures) 

Regular inspection of the key roadways or areas are to be used as a preventative approach 
to possible developing problems. This will be done under the direction of the Road’s 
Supervisor and/or the Transportation Manager; and will be scheduled based on existing 
conditions and short term forecasting by Environment Canada. Service level inspections and 
actions will be based on the Snow and Ice Management Procedures. 

Third Priority roadways shall be dealt with during normal operating hours (Monday to Friday) 
unless directed otherwise, based on the event and overall conditions, by the Road’s 
Supervisor, Transportation Manager or the General Manager of Operations. Work outside of 
normal hours shall be based on the recommendation of the Road’s Supervisor and require 
the approval of the Transportation Manager or General Manager of Operations. 

 5.19.6 Sidewalk and Roadside Maintenance 
 Snow and ice maintenance for sidewalks is outlined in the Traffic and Highways Regulations 

Bylaw (No. 3043, Part III, Section 20) that requires: 

a) The owners or occupiers (tenants) to remove snow or ice from any roof or 
other part of a structure that is situated adjacent to or abutting any portion of 
the highway (roadway) that constitutes a danger to persons or property using 
the highway by imposing a threat of falling on the highway (roadway) 

b) Owner or tenants of all commercial, industrial or institutional premises are 
required to clear snow and ice from the sidewalks abutting their premises by 
10 a.m. on any day that the premise is open to the public 

c) Owners or managers of all multi-unit residential premises are required to clear 
snow and ice from the sidewalks abutting their premises by 10 a.m. on any 
day the premises are occupied 

d) Owners or residents of single or duplex residences are requested to clear 
snow and ice abutting their premises 

e) No person shall remove snow or ice from the sidewalks abutting their 
premises and place it on the roadway except where the removal of the snow 
or ice is impracticable. 

 Sidewalks adjacent to City properties will be dealt with to coincide with the priority removal of 
snow and ice from the roadway wherever practical. Service levels are to be determined 
based on the storm event, sidewalk conditions, and needs and safety of the greater public. 

 The City shall endeavour to clear snow adjacent to bus stops as practical based on location 
and equipment available. Snow and ice management at the bus stop locations will be dealt 
with on an as needed basis. 

 Pathways and similar structures will be given a low priority. Culverts and catch basis shall be 
dealt with on an as needed basis. 

 5.19.7 Environmental Awareness 

 In light of a heightened awareness of environmental impacts that winter maintenance 
services may impose, the City will: 

a) Assign a heightened priority to environmental impositions; 
b) Annually review and evaluate the environmental impact of maintenance 

operations; 
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c) Be pro-active in researching and implementing methodologies to mitigate 
negative impact; 

d) Use Best Management Practices. 

 5.19.8 Emergency Response 
 Emergency response to snow and ice management will be evaluated and determined by the 

Road’s Supervisor and/or the Transportation Manager. Any conditions that exceed the City’s 
normal operational capacity to manage snow and ice conditions will be brought to the 
General Manager of Operation for approval. 

 Response to calls from emergency agencies and the public will be dealt with as per the 
response plan under levels of service. Variation on this response to local issues or specific 
hazards will be solely at the discretion of the Road’s Supervisor and/or the Transportation 
Manager. 

5.20 STORM SEWER MAINTENANCE – (Deleted) 

Deleted 5.20 Oct 18-04 Res #ic04-0220 

5.21 STREET SIGNS TO INCLUDE BLOCK NUMBER 
When street signs are replaced they will be replaced with street signs that include the street block 
number. 

5.22 TRAFFIC SIGN MAINTENANCE – (Deleted) 

Deleted 5.22 Oct 18-04 Res #ic04-0220 

5.23 USE OF CITY GRAVEL PIT 
The material from the City gravel pit may be used only for City purposes. 

5.24 STOP SIGN POLICY 
This policy applies to new installations of Stop Signs at the following locations: 

5.24.1 Local/Local Street 
At the intersection of a Local Street and another Local Street: 

a) On the lower volume local street when the normal “yield to the vehicle on the 
right” (Section 173 of the Motor Vehicle Act) is considered unsafe or 

b) When there have consistently been three or more reportable right-angle type 
accidents per year and the accident rate cannot be reduced by other means. 

c) Otherwise, intersections of local streets should be uncontrolled. 

5.24.2 Local/Collector or Arterial Street 
At the intersection of a Local street with a Collector Street or an Arterial Street the stop sign 
will be installed on the local street. 

5.24.3 Collector/Collector Street 
At the intersection of a Collector Street with another Collector Street the stop sign will be 
installed on the lower volume collector street. 

5.24.4 Collector/Arterial Street 
At intersections of a Collector Street and an Arterial Street the stop sign will be installed on 
the collector street, provided that the traffic volume is higher on the arterial street, otherwise 
the stop signs should be placed on the arterial street. 
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5.24.5 Arterial/Arterial Street 
At intersections of an Arterial Street with another Arterial Street the stop sign will be installed 
on the lower volume arterial street. 

5.24.6 Four-Way Stops 
At Four-Way Stops: 

a) When the traffic volumes on the two intersecting streets are approximately 
equal (i.e.: the spread is no greater than a 60/40 split) ~ the average delay at 
the two-way stop is more than 30 seconds during peak traffic conditions. This 
delay is approximately equal to the delay at a traffic signal, or: 

b) When traffic signals are not warranted and there are five or more reported 
accidents per year that can be potentially prevented by the installation of a 
four-way stop, or 

c) On an interim basis when switching two-way stop signs from one road, at an 
intersection, to the other road, thus requiring removal of existing stop signs. 

5.24.7 Visibility Intersections 
At limited visibility intersections: 

a) As recommended by the City’s Technical Traffic Committee. 
 

Amendment July 7/09 Res #09-0276 *New- Section 5.25 
 

5.25  NEIGHBOURHOOD TRAFFIC MANAGEMENT 
5.25.1 Purpose 
The purpose of the Neighbourhood Traffic Management Policy is to: 

a) balance the needs of vehicles, pedestrians and cyclists within neighborhoods; 
b) ensure that roads are being used for their intended purpose. 

5.25.2 Scope 
The Neighbourhood Traffic Management Policy applies to local and collector roads, as 
defined in the City's Official Community Plan. Traffic concerns along arterial roads are 
managed with different processes. 

5.25.3 Definitions 
5.25.3.1 Traffic calming 
Shall refer to physical measures that mitigate the negative effects of motor vehicle 
use by altering driver behaviour and improving conditions for non motorized 
street users. 

5.25.4  Objectives 
Traffic calming generally aims to achieve one of the four goals as detailed below. 

a) Reduce Vehicular Speeds; 
b) Discourage "Through" Traffic; 
c) Minimize Conflicts Between Street Users; 
d) Improve the Neighbourhood Environment. 

5.25.5 Procedures 
5.25.5.1 New Development 
Traffic calming shall be considered during the design, approval and construction of all 
newly developed or re-developed City roads in accordance with the City's 
Neighborhood Traffic Management Procedures. 
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5.25.5.2 Existing Neighborhoods 
In response to traffic calming requests from existing neighborhoods, the 
City will: 
a) Prioritize the request; 
b) Initiate a study; 
c) Identify/quantify the problem; 
d) Develop a plan; 
e) Implement the plan; 

in accordance with the City's Neighborhood Traffic Management Procedures.
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Neighbourhood Traffic Management Procedures 

5.8 Raised Median Island 

A raised median island is an 
elevated median constructed 
on the centerline of a fflo-way 
roadway to reduce the overall 
width of the adjacent travel 
lanes. If required , bicycle 
lanes can be included to 
prevent motorists from 
intruding into the path of 
cyclists. The purpose of a 
median island is to reduce 
vehicle speeds and to give a 
pedestrian refuge when 
crossing the road . 

5.9 Traffic Circle 

A traffic circle is a raised island 
located in the centre of an intersection, 
which requires vehicles to travel 
through the intersection in a counter­
clockwise direction around the island. 
The tuming path for left tuming buses, 
long service vehicles and some 
emergency vehicles should be a factor 
in design. Traffic circles differ from 
roundabouts in that roundabouts are 
larger, have raised median islands on 
all approaches and may have more 
than one lane. When driving through 
a traffic circle, a motorist should yield 
to vehicles already in the intersection. 

Traffic circles also provide the opportunity 

City of Campbell River 

Photo: Richard Drdul 

Photo: Richard Ordul 

for landscaping . Landscaping can be "hard" or "soft." The City's Parks, 
Recreation and Culture Department has expressed a preference for hard 
landscaping , and the use of stamped concrete, coloured concrete or river rocks, 
as opposed to greenery. 

Page 42 of 11 2 
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Neighbourhood Traffic Management Procedures 

5.10 Gateway Median 

A gateway median is a treatment that indicates to 
motorists that they are leaving an arterial street and 
entering a residential neighbourhood. They can be 
physical roadway features such as landscaped 
islands, or coloured-textured pavement and they 
can include public artwork. The purpose is to send 
visual cues to drivers to alert them that they are 
entering a residential neighbourhood. 

5.11 Partial Closure 

A partial closure is a curb 
extension or vertical barrier 
extending to approximately the 
centerline of a roadway, 
effectively obstructing 
(prohibiting) one direction of 
traffic. Bicycles should be 
permitted to travel through a 
directional closure in both 
directions. Directional closures 
are very successful at obstructing 
short cutting traffic. 

City of Campbell River 

Photo: City of Bellevue. WA 

Photo: Richard Drdul 

5.12 Diagonal Diverter 

A diagonal diverter is a 
raised barrier placed 
diagonally across an 
intersection that forces 
traffic to turn and prevents 
traffic from proceeding 
straight through the 
intersection . Diverters can 
incorporate gaps for 
pedestrians, wheelchairs 
and bicycles and can be 
mountable by emergency 
vehicles. 

11 Photo: Richard DrduPugc 43 of 112 
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5.13 Intersection Channelization 

Intersection channelization is the use of raised island located in an intersection to 
obstruct specific traffic movements and physically direct traffic through an 
intersection. I ntersection channelization can improve pedestrian crossing safety 
by reducing crossing distances and providing refuge areas. Bicycles should be 
permitted to make all movements, including those prohibited to motor vehicles. 

Photo: Melissa Heidema 

5.14 Raised Median Through an Intersection 

A raised median through an 
intersection is an elevated 
median located on the 
centerline of a two-way 
roadway through an 
intersection, which prevents left 
turns and through movements 
to and from the intersecting 
roadways. It can create a 
refuge for pedestrians and 
cyclists. 

1? 

Photo: Richard Ordul 
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5.15 Right-In / Right-Out Island 

A right-in / right-out island is a raised 
triangular island at an intersection 
approach which obstructs left turns and 
through movements to and from the 
intersecting street or driveway. Bicycles 
should be permitted to make the 
prohibited movements. Variations 
include right-in / all-out and all-in / right­
out. 

5.16 Traffic Calmed Neighbourhood 
Sign 

The "Traffic Calmed Neighbourhood" 
sign, if installed in conjunction with 
traffic calming measures, can reinforce 
to drivers that this area is traffic calmed. 
However, signing on its own does not 
provide much benefit for traffic calming. 
As such, it is not recommended to use 
signing alone to calm an area. 

6.0 Measures Not Generally Recommended 

Photo: Richard Drdul 

TRAFFIC-CALMED 
NEIGHBOURHOOD 

• 
Photo: Richard Drdul 

While the following traffic calming measures are recognized in the "Canadian 
Guide to Neighbourhood Traffic Calming", they are not recommended for use in 
Campbell River. 

6.1 Chicane 

A chicane is a series of curb extensions on alternating sides of the roadway, 
which narrow the roadway and require drivers to steer from one side of the 
roadway to the other to travel through the chicane. Typically, a series of at least 
three curb extensions is used. While one-lane chicanes have been successful at 
reducing vehicle volumes and vehicle speeds, they have higher maintenance 
costs, including snow clearing and street sweeping. 

Page 45 ofl12 
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6.2 Rumble Strip 

Rumble strips are raised buttons, bars or grooves closely spaced at regular 
intervals on the roadway that create both noise and vibration in a moving vehicle. 
It is not a common traffic calming measure and creates additional noise for 
nea rby residents. 

6.3 Full Closure 

A full closure is a barrier extending the entire width of a roadway , which obstructs 
all motor vehicle traffic movements from continuing along the roadway. They 
severe ly restrict resident access and may divert significant volumes to parallel 
streets. They should only be used as a last resort when other traffic calming 
measures have failed . 

6.4 All-Way Stop Signs 

The purpose of a stop sign is to indicate to drivers that they must stop their 
vehicles completely before entering the intersection area and must not proceed 
until it is safe to do so . Unwarranted and overused all-way stop signs create 
compliance problems, increase breaking I accelerating noise and increase 
speeds mid-block. 

6.5 Other Signage 

Except for the "Traffic Calmed Neighbourhood" detailed in 5.16, other signs are 
not recommended as a traffic calming measure. Examples are maximum speed 
signs, turn prohibited signs, one-way signs or through traffic prohibited signs. 
Without physical measures that restrict movements, signage is likely to be 
ignored, creating enforcement issues, and ultimately leading to a disrespect for 
all signs. 

7.0 Budget and Implementation 

It is suggested that funding for traffic calming in Campbell River will typically 
come from general revenue unless other appropriate sources can be identified. 
This should be accomplished by allocating funds to specific projects through the 
yearly budget cycle . A corresponding increase in the maintenance budget 
should also be sought for a traffic calming project (including additional annual 
landscaping costs if applicable) . 

Other municipalities were consulted to determine how traffic calming projects are 
funded elsewhere. The majority of municipalities in British Columbia fund traffic 
calming through general revenue . Some municipalities have unsuccessfully 
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attempted to levy traffic calming costs through local improvement fees or local 
service areas; however, residents in a neighbourhood are often not responsible 
for traffiC patterns in their neighbourhood and they perceive it unfair to be made 
to pay to improve the streets. The basic rationale for City-wide funded traffic 
calming is further supported by the fact that most other road and transportation 
improvements are typically funded in this manner. 

As City funding is limited, a means of prioritizing requests is needed. Th is 
prioritizing method includes data such as speed, volume, collisions, presence of 
nearby schools, presence of pedestrian generators, safe routes to school 
program , bicycle routes, transit routes and pedestrian facilities. See Appendix A 
for the prioritizing melhod. 

It is also possible that a neighbourhood group comes forward willing to partially 
fund traffic calming in their neighbourhood. If this is the case , the implementation 
could be accelerated. 

For each project, the Insurance Corporation of BC (ICBC) should be conlacted to 
determine if there is any funding available . ICBC will typically fund a road 
improvement project if it can be proven that the improvement wi ll result in a 
decrease in collisions, and consequently a decrease in ICBC claims. Since 
traffic calming usually involves low volume residential roads with existing low 
number of collisions, this method of funding will not be common. 

8.0 Conclusion 

In conclusion , neighbourhood traffic management has the potential to increase 
livability , decrease negative aspects of the car, promote wa lking and cycling , and 
improve the neighbourhood environment . The appropriate steps need to be 
taken to ensure that the needs of all user groups are identified and addressed. 
By following these procedures, the City will ensure that all traffic calming 
requests are dealt with in a fair and equitable manner. 

This set of Neighbourhood Traffic Management Proceudres is meant to be a 
living document that can be changed and adapted to different situations and 
standards as necessary. 
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6.1 PURPOSE 
To achieve best value in the acquisition of goods and services for the City. 

6.2 GENERAL STATEMENT 
In the provision of services to the public, the City must engage in the procurement of goods 
and services.  The purchasing function is currently semi-decentralized with the Purchasing 
Agent having central responsibility.  To achieve uniformity, best value, efficiency and 
effectiveness in the acquisition of goods and services, the City has will follow certain 
corporate principles which are applicable to all Departments. 
The considerations outlined herein are to be used as a guideline and used in tandem with 
purchaser’s discretion and good judgment.   

6.3 CORPORATE PRINCIPLES 
6.3.1 Professional Ethics 
Employees shall not use their authority or office for personal gain and shall seek to uphold 
and enhance the City’s image by: 
i) maintaining unimpeachable standards of integrity in all their business relationships; 
ii) fostering the highest standard of professional competence amongst City employees; 
iii) maximizing the use of resources for which they are responsible so as to receive 

maximum benefit for the City. 

6.3.2 Declaration of Interest 
Any personal interest which may encroach or might reasonably be deemed by others to affect 
the impartiality of an employee in any matter relevant to their duties, should be declared by 
the employee to their supervisor. 

6.3.3 Confidentiality & Accuracy of Information 
Information received in the course of duty must be respected and shall not be used for 
personal gain.  Information given in the course of duty should be true, fair and not designed to 
mislead. 

6.3.4 Competition 
When considering the advantages to the City of maintaining a continuing relationship with a 
supplier, any arrangement which might in the long term prevent the effective operation of fair 
competition, should be avoided. 

6.3.5 Gifts 
To preserve the image and integrity of employees and the City, business gifts should be 
actively discouraged.  Gifts, other than those of very small intrinsic value, shall not be 
accepted. 

6.4 PURCHASING RESPONSIBILITY 
It is the responsibility of individual department managers to ensure their department’s purchasing 
practices serve the best interests of the City and are in conformance with the City’s purchasing 
policy.  All invoices and purchase orders will be approved by department managers or their 
designate.  The Finance Manager must be advised, in writing, of the departmental designate along  
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with a sample signature. 

6.5 BUDGET APPROVAL 
Department Managers are responsible for ensuring budget funds are available in duly authorized 
accounts before making commitments for goods and services. 

6.6 AWARD OF CONTRACT/VENDOR SELECTION 
6.6.1 Open Market 
The City’s policy is to buy on the open market, seeking the best value for its purchasing 
dollars.  Buying on the open market means that: 
i) suppliers are given an opportunity to quote or tender on goods or services acquired; 

and 
ii) where practical, suppliers are made aware of the City’s needs as they arise. 

6.6.2 Best Buy 
Best buy will take into consideration the following factors, which other than cost are not listed 
in any particular order: 
i) Cost; 
ii) Quality; 
iii) Availability; 
iv) Suitability or compliance with specifications; 
v) Supplier financial stability; 
vi) Supplier performance and references; 
vii) Source of supply.  In cases where two or more identical offers or tenders are made, the 

source of supply will be taken into consideration, with preference in order of local, 
Provincial then Federal.  Orders will not be split between tie bidders. 

 
Amendment Oct 18-04 Res. # 04-1010 

 

6.6.3 Agreement on Internal Trade (AIT) 
The City will abide by the provisions of the Agreement on Internal Trade (AIT) which in part 
requires that the City must ensure their acquisition processes are fair, competitive, efficient, 
effective, non-discriminatory and transparent for acquisitions of goods and services over 
$100,000 and construction over $250,000.  Where possible, the spirit of the AIT is expected 
to be followed for acquisitions less than these thresholds. 

6.7 BUYING PROCESS AND SOURCING 
6.7.1 Definitions 
6.7.2 Request for Offers 
This is the least formal, and typically the fastest and simplest way to obtain competitive bids.  
This method is reserved for acquisitions of a value of less than $10,000. 

6.7.3 Tenders 
This method is used for acquisitions of a value greater than $10,000, typically used for major 
construction, renovations, public works projects and service contracts accompanied by 
specifications, special provisions, bonding instructions to tenderers, etc.  Tenders are 
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submitted in sealed envelopes and opened in a public forum.  The tender may be advertised or 
by invitation only.  Council approval is required to award a tender where value is in excess of 
$100,000. 

6.7.4 Requests for Proposals 
The City may, from time to time, choose to utilize a Request for Proposals in place of the 
formal tender process.  This method will normally be used in special circumstances where it is 
deemed more appropriate by the Purchasing Agent. Proposals are submitted in sealed 
envelopes and are not opened in a public forum. 

6.8 METHOD OF PURCHASING GOODS AND SERVICES 
6.8.1 Petty Cash 
Petty Cash may be used where the direct acquisition of a good and/or service is required and 
of very small value. 

6.8.2 City Purchase Order 
City purchase order will normally be issued except where petty cash has been used or when 
payment for goods is required in order to receive goods. 

6.8.3 Blanket/Standing Purchase Orders 
A blanket or standing purchase order may be used for the continuous supply of a good or 
service, but must not be issued for a period extending beyond the fiscal year end.  

6.9 PURCHASE PROCEDURE 
6.9.1 Purchases Under $10,000 
The Department Manager or designate may conduct or request the Purchasing Agent to 
conduct a competition by inviting offers from a minimum of three suppliers where available.  
Following evaluation of best value, a purchase order will be prepared to the successful party 
complete with account coding and cost.  Purchases must be within budget.  Once the purchase 
order is prepared, the pink, yellow and green copies are sent to the Finance Department. For 
all purchases under $10,000, the pricing information must be retained by the department 
conducting the competition.  

6.9.2 Purchases Over $10,000 
i) The Department Manager or his designate will prepare necessary specifications 

and drawings, and forward same to the City Purchasing Agent. 
ii) The City Purchasing Agent will review the specifications ensuring their 

appropriateness.  Where necessary, the Purchasing Agent will consult with the 
Department Head or his designate as to the specifications and possible suppliers. 

iii) The City Purchasing Agent will request Offers Tenders or Proposals from a 
minimum of three suppliers where available.  

iv) The City Purchasing Agent will prepare or cause to be prepared a Purchase Order 
if the lowest Offer or Tender is to be accepted.  

 
Amendment Oct 18-04 Res. # 04-1010 
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v) Bylaw 3177, 2005 “Officer’s Designation and Establishment of Powers, Duties 
and Responsibilities of Officers of the City” provides for the following purchasing 
approval thresholds: 

 
 Directors:  up to $50,000 
 City Manager:  together with the Corporate Services Director or 

in his absence any Director, between $50,001 
and $100,000 

 Council:  purchases in excess of $100,000 
 

New June/02 Res. # 02-0501 

6.10 SURPLUS ASSET DISPOSAL 
6.10.1 Disposal of Assets Defined 

6.10.1.1 Surplus 
The City of Campbell recognizes that assets purchased for its’ use will eventually 
become surplus to its needs.  These assets are deemed surplus due to: 

• Obsolescence 
• Worn out 
• Too costly to maintain 
• No longer used. 

6.10.1.2  Disposal 
All surplus assets estimated to have monetary value shall be disposed of by the 
Purchasing Agent, upon the Chief Financial Officer’s approval, in the manner which 
will receive the best possible return to the City. 
Where the value of the surplus asset is deemed to be less than $500.00 the Purchasing 
Agent, upon the Chief Financial Officer’s approval, may dispose of the surplus assets 
through donation to a registered charitable organization or non-profit society. 
Except for trade-ins, surplus assets valued in excess of $10,000 shall be referred to 
Council stating reasons for disposal.  Once Council approval is given, the Purchasing 
Agent will dispose of the surplus assets in a manner that will receive the best possible 
return to the City. 
All surplus assets shall be sold on an “as is/where is” basis.  No warranties or 
guarantees are to be offered or implied in the sale of the surplus assets. 
It is the responsibility of each Department Manager to notify the Chief Financial 
Officer, in writing, of surplus assets with a copy of this list to the Purchasing Agent.  
Where applicable, list must contain make, model and serial number. 
Prior to disposition, a list of surplus assets will be circulated to all City departments to 
see if they can be of use in another department. 
When deemed to be in our best interest, surplus assets will be traded in on 
replacements. 

6.10.2 Allocations Of Proceeds 
Proceeds from the sale of surplus assets will be credited back to an appropriate reserve 
account designated for the purchase of like assets. 
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New Nov/08 Res. # 08-0540 

6.11 ENVIRONMENTAL PURCHASING 
The City of Campbell River supports the use of environmentally sustainable products and practices 
and expects staff to pursue this objective in the acquisition of goods and services for the City. This 
will be accomplished by ensuring that the user departments review and modify existing 
specifications, and write new specifications, to include environmentally sustainable choices subject to 
both suitability and cost. 
 

6.11.2  General Principles 
i) To specify products that do not harm the environment in their manufacture, use or 

disposal. (Third party certification such as the "Eco Logo" or "Energy Star" may be 
used.) 

ii) To consider the environmental factors along with price and performance.  
iii) To secure comprehensive, accurate and meaningful information about the environmental 

performance of products or services sufficient to determine environmental prefer ability. 

6.11.3  Procedures 
i) User department staff (or delegate) will review and modify existing specifications and 

write new specifications to include options for the use of environmentally sound 
products and processes. 

ii) Environmentally preferred products must meet or exceed the same engineered standards 
for the traditional products with respect to performance, structural integrity, life span 
and safety. 

iii) The City may be prepared to pay a premium for the environmentally friendly option but 
any significant impact on budgets must be appropriately approved.  

iv) User department staff (or delegate) will remain alert to sources of recycled materials, 
products made from recycled materials and other environmentally beneficial products, 
bringing such information to the attention of the user departments. 

6.11.4 Decision Guide 
Basic evaluation criteria for rationalizing the purchase of environmentally sound alternatives: 
i) Does the alternative product meet or exceed the minimum required performance 

specifications? (e.g.) durability, safety, structural integrity. (If no, use the conventional 
product; if yes move to ii). 

ii) Is the unit pricing of the alternative product equal, or less than, the conventional 
product? (If yes purchase the alternate product; if no move to iii). 

iii) What is the total annual cost differential of using the alternate product instead of the 
conventional? (If the effect on budget is nominal use the alternate product; if the effect 
on budget is more than nominal go to iv).  

iv) By using the alternate product are there any offsetting benefits that can be clearly 
measured and recorded in cost avoidance accruing to the same Business Unit, or to other 
Business Units and, if so, do those benefits equal or exceed the extra acquisition cost? 
(If yes purchase the alternate product; if no go to v). 

v) Are there any other benefits that are not measurable in any direct monetary sense but are 
benefits that we ought to realize for other non-pecuniary reasons? , e.g. "green benefits" 
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such as reduced pollution, air emissions, effluent release, recyclable & disposal issues 
etc. (If no, purchase the conventional product; if yes define those reasons and report 
them through established reporting channels to get the increased budget commitment 
approved. In either case go to vi). 

vi) If acquisition of the alternative product at the higher cost is approved purchase the 
alternate product; if not purchase the conventional product.  
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7.1 RISK MANAGEMENT GOALS 
i) Council recognizes the importance of a City of Campbell River Risk Management Program in 

developing and implementing policies and procedures aimed at reducing the financial 
exposure of the City, as it relates to controllable incidents of property damage and personal 
injury. 

ii) The City’s Risk Management Program will include the ongoing review of the existing 
program, as well as identify and address future concerns. 

iii) The Risk Management Program will be an integral part of the financial plan and capital 
planning process. 

iv) The Risk Management Program will recognize the importance and necessity of involving all 
staff levels and positions, toward achieving a successful risk management program. 

7.2 TERMS OF REFERENCE FOR THE RISK MANAGER 
i) To assess the current City Risk Management Program 

ii) To develop a City Risk Management Strategy aimed at the control and reduction of risks 
iii) To adapt to changes and implement these changes in the City Risk Management Program 
iv) To provide Risk Management strategic planning aimed at the control and reduction on City 

risk 
v) To provide for departmental cost accountability related to Risk Management 

7.3 RISK MANAGEMENT PROGRAM GUIDELINES 
i) The authority of the Risk Manager will include, but not be limited to, requiring the 

implementation of and adherence to the procedures prescribed by this policy. 
ii) The Risk Manager will determine the current status of Risk Management in each department 

or operational area, through departmental review of the risk management policies and 
procedures initiated by each area. 

iii) Managers will identify past risks in their departments or operational area, including self-
insured losses, and provide this information to the Risk Manager. (see Schedule A) 

iv) Managers will identify current potential risk exposures in their departments and provide this 
information to the Risk Manager. 

v) The Risk Manager will develop a rating system for prioritizing the identified risks. 
vi) The Risk Manager and other managers will cooperate to identify and implement possible risk 

control measures, appropriate to the level of risk rating. 
vii) Departments will develop Risk Management policies and procedures applicable to the risk 

control measures identified.  Risk Management procedures will be forwarded to the City 
Manager through the Risk Manager and will become part of the Council Policy Manual. 

viii) As required, Departments will implement routine risk management inspections and reports 
related to the risk exposures identified.  Copies of the reports will be forwarded to the Risk 
Manager. 

ix) Departments will develop annual strategic planning objectives to implement risk control 
measures.  These objectives will be developed in accordance with the rating system priorities 
and will be presented to Council during the financial plan process.  Collectively, these will 
also form part of the organization’s Risk Management strategic planning objectives. 

x) The Risk Manager will identify possible methods of risk transfer.  The Risk Manager will 
identify and monitor financial liabilities incurred including: 
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• Insurance premiums 
• Insured losses 
• Self–insured losses 
• Budgeted funds for Risk Management and control 
• Insurance required by third parties using City property or entering into agreements with 

the City 
xii) All departments will forward information to the Risk Manager related to all losses incurred, 

including all in-house, self-insured losses. (see Schedule B) 
xiii) The Risk Manager will implement a departmental reporting system to analyze damage claim 

incidents.  Reports (Schedule B) will be forwarded to the Risk Manager immediately after an 
incident, and will include: 
• Cause of incident 
• Real or potential loss involved 
• Any applicable existing policy or procedure 
• Possible measures to prevent reoccurrence of the incident 

xi) Managers will develop greater awareness of Risk Management at all levels in the organization 
through: 
• Provision of written information on an as required basis 
• Identifying departmental Risk Management strategic objectives/issues 
• Occasional education presentations 
• Including staff in the drafting and/or review of policies and procedure drafts, to ensure 

both familiarity and commitment 
xii) The Risk Manager will release annual statistical information to Council and all departments 

related to all Risk Management losses, including self-insured losses.  This report will identify 
problems, progress and accomplishments under the program as well as losses and program 
expenditures. 

7.4 INSURANCE REQUIREMENTS and LIABILITY WAIVERS 
7.4.1 Liability Insurance 

i) The City requires proof of current liability insurance from any applicant proposing to 
use City property or streets for a special event, or who enters into an agreement with 
the City.  An agreement shall include leases, rental or licence of occupation, but shall 
not be limited to these.  Special events shall include all activities at which alcohol is to 
be served and any major festival or activity open to the public at large. 

The applicants liability insurance will include: 
• $2,000,000 minimum third party liability insurance.  If alcohol is to be served at 

the event a minimum of $3,000,000 will be required. The Risk Manager may 
request a higher amount if the event includes a high risk activity 

• $1,000,000  “Broad Form” property damage on an occurrence basis, including loss 
of use of property 

• Cross liability clause 
• Host liquor liability (if applicable) 
• Non-Owned Auto (if applicable) 
• Contingent employers liability (if applicable) 
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• Owners protective liability (if applicable) 
• Contractual liability assumed under an agreement (if applicable) 
• The City to be named as an additional insured 

ii) All community organizations requesting to reserve City parks or school fields for the 
purpose of an activity, must provide the City with a copy of their insurance policy 
complete with liability insurance as per City policy.  Both the City and School City 
No. 72 shall be named as an additional insured where a school field is reserved.  This 
insurance policy must be presented to the Parks and Recreation Manager prior to any 
confirmation of a use being approved.  User groups providing proper liability 
insurance with a current schedule will not be required to sign a liability waiver clause. 

iii) In the case of individual users or one-time use of a playing field or park, a facility 
permit with a liability waiver, must be completed and signed by the permit holder prior 
to confirmation of use being approved. 

iv) The Manager responsible for the program or facility must receive confirmation that the 
necessary liability insurance has been obtained at least one week prior to the event 
taking place. 

v) In any program where there may be an inherent risk in the program (ie. rock climbing, 
scuba diving, skiing, etc.) the participant must complete an informed consent (see 
Schedule C) and waiver form (see Schedule D).  The purpose of an informed consent 
form is to make the parents or participants aware of the inherent risk of the program.  

vi) Where the program participant is a minor, the minor as well as their parent/guardian is 
required to sign the informed consent and waiver form as an acknowledgement that 
they accept that the program, because of the nature of the activity, includes inherent 
risk, which they accept on the basis of informed consent.  (see Schedule E, Schedule F, 
Schedule G) 

vii) All participants in unsupervised activities (ie. pick-up hockey, weight room use, drop 
in basketball, etc.) must be logged in the Sign In and Release Form.  (see Schedule H, 
Schedule I, Schedule J, Schedule K) 

7.4.2 Vehicle Insurance Requirements 
i) All City vehicles are to be properly insured according to the type of vehicle and the use 

of the vehicle. 
ii) A minimum of $ 5 million third party liability is to be carried on all City vehicles. 

iii) For Fire Department vehicles, Parks and Recreation vans or vehicles with a gross 
vehicle weight greater then 4,000 kg a minimum of $ 10 million third party liability is 
to be carried. 

iv) These insurance amounts are to be reviewed annually by the Risk Manager to 
determine if proper coverage is in place. 

v) Council and employees required to use their vehicle for City business should carry a 
minimum of $2 million third party liability coverage.  The City will reimburse 
(annually) the difference between the third party liability insurance premium for to and 
from work and business use. 
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7.5 PUBLIC WORKS DEPARTMENT INSPECTION POLICY AND PROCEDURES 
i) The City of Campbell River, Public Works Department, is determined to promote public 

safety in and around all City areas. 
ii) Management is responsible for establishing and maintaining inspection records and 

procedures.  Levels of service and inspection schedule for Public Works are established in 
Schedule L to this policy. 

iii) It shall be the obligation of every manager and employee to follow proper inspection 
procedures during their tour of duty. (see Schedule M and Section 7.8)  Managers and 
employees have the responsibility to be constantly observant of public safety hazards and 
report such to their supervisor immediately. (see Schedule A)  While the City will strive for a 
safe environment, repairs to any hazard will be done in a reasonable time, dependent on the 
nature of the defect, demands on available manpower, materials, equipment and financial 
resources. 

iv) The co-operation of all employees is required in order to attain the objective of a hazard-free 
environment where users can enjoy participating in their activities. 

v) When an employee is involved in an incident that involves the public and there is the potential 
of a civil law suit the employee must obtain the required information as per the approved 
forms (see Schedule B) and advise their supervisor immediately. The employee shall provide a 
written report of the actions that led up to the incident and the actions taken. Guidance on 
claims procedures is contained in Section 7.7 of this Policy. 

vi) DO NOT ADMIT LIABILITY ON YOUR OR THE CITY’S BEHALF. 

7.5.1 Fire Hydrant Maintenance 
7.5.1.1 Purpose 

i) To ensure that all fire hydrants in the City are in operational condition and are free 
of defects. 

7.5.1.2  Policy 
i) The Public Works Department will inspect all City fire hydrants after use by the 

Fire Department or any other organization given permission to draw water from 
hydrants. 

ii) If in the course of other duties Public Works Department personnel observe fire 
hydrants defects, they will report them to the Public Works Dispatcher, who will 
arrange for the inspection and repair of the defect. 

iii) Where the public reports a potential fire hydrant defect it will be referred to the 
Public Works Department, an inspection will be arranged.   

iv) After inspecting a fire hydrant defect, the Public Works Manager or designate 
shall prescribe an appropriate remedy in a reasonable period of time, given the 
nature of the defect, demands on available manpower, materials, equipment and 
financial resources. 

v) The Public Works Department shall notify the Fire Department, anytime a fire 
hydrant is taken out of service and when hydrant service has been re-instated. 

vi)  
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7.5.2 Hazardous Tree Assessments 
7.5.2.1 Purpose 
i) To ensure all trees on City property are safe and do not pose a threat to the public. 

7.5.2.2 Policy  
i) The City of Campbell River will strive to eliminate, in a timely fashion, any tree 

deemed hazardous.   When available fiscal and human resources limit the ability of 
the City to remove high-risk trees, priority shall be placed on trees deemed to carry 
the highest risk.  The standard for rating the hazardousness of a tree will be the 
International Society of Arboriculture 12 point hazard evaluation system.  The 
Public Works Manager will administer this program and have final judgement on 
all matters concerning any measures taken for any tree deemed hazardous. 

7.5.3 Sidewalks – Winter Maintenance 
7.5.3.1 Purpose 
i) To ensure that the sidewalks, through out the City are safe for public use, when 

winter conditions exist. 

7.5.3.2 Policy 
i) If, in the course of other duties, Public Works Personnel observe winter sidewalk 

hazards, they will report them to the Public Works Dispatcher, who will arrange 
for the inspection of the hazard. 

ii) Where the public reports a potential winter sidewalk hazard to the Public Works 
Department, an inspection will be arranged.   

iii) After inspecting a winter sidewalk hazard, the Public Works Manager or designate 
shall prescribe an appropriate remedy in a reasonable period of time, given the 
nature of the conditions, demands on available manpower, materials, equipment 
and financial resources. 

7.5.4 Sidewalks And Seawalk – General Maintenance 
7.5.4.1 Purpose 
i) To provide the Department of Public Works with an assessment of the condition of 

the sidewalks within the City in order to identify and repair any defects or hazards 
on the sidewalk and to establish priorities for repair of sidewalks in the City 
according to the resources available. 

7.5.4.2 Inspection 
i) All sidewalks with the City are designated as Zone A or B, based on the number 

and type of pedestrian traffic using the particular sidewalk. (see Schedule N) 
Zone A – Commercial, School and Hospital; and 
For example a high pedestrian traffic volume can be found in commercial 
shopping areas and tourist attractions.  Include in this section areas such as plaza’s 
where the City is not the owner, but is responsible for maintenance. 
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Zone B – Residential, (Light) Commercial and Industrial 
For example this section would include all residential sidewalks based on the 
criteria noted in subsections (a) to (e).  Light commercial and industrial areas with 
low pedestrian traffic volumes could also be included in this section. 

ii) All sidewalks designated as Zone A shall be inspected every year, in the spring, to 
assess their condition and identify any defects of hazards to pedestrians.  
Frequency of inspection shall be based on the City’s available resources. 

iii) All sidewalks designated as Zone B shall be inspected every 3 years on a rotating 
annual basis, either in the spring or in the fall. Frequency of inspection shall be 
based on the mCity’s available resources. 

iv) The results of the sidewalk inspections shall be recorded on the “Sidewalk Field 
Survey Form”. (see Schedule O) 

v) All defects or hazards identified shall be classified on a 3 point rating scale: 
1 – Minor defect - no effect on service 
2 – Moderate defect – serviceable 
3 – Major defect - requiring immediate repair/not serviceable 

vi) The inspection shall include checking for the specific defects as set out in Section 
2 of this policy. 

7.5.4.3 Sidewalk Defects 
i) Cracks/separations: 

(a) Cracks are defects that do not result in displacement.  The level of defect 
would be determined by how the crack affects the immediate area, such as 
surface flaking off or missing pieces. 

(b) Separations are cracks that have resulted in displacement either vertical or 
Horizontal. 

(c) Separations are rated by height or depth: 
Rating Scale  Definition 
Level 1:  less than 1.25 cm height/depth 
Level 2:  1.25 cm to 2.5 cm height/depth 
Level 3:  more than 2.5 cm height/depth 

ii) Heave or Settlement: 
Heaving or settling does not have separation; the surface is still continuous.  Heave 
and settlement are rated by change in the grade of the sidewalk. 

Rating Scale  Definition 
Level 1:  2.5 to 5 cm change over one panel 
Level 3:  more than 5 cm change over one panel 

iii) Fillets 
Fillets are repair patches resulting from previous maintenance.  Fillets are rated 
according to their condition. 
Rating Scale  Definition 
Level 1:  0 cm to 5 cm missing 
Level 2:  5 cm to 10 cm missing 
Level 3:  more than 10 cm missing 

All fillets must have a minimum rating of Level 1. 
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iv) Scaling: 
Scaling is spalling or flaking of the surface of concrete, brick or paved sidewalks.  
Scaling is rated according to depth. 
Rating Scale  Definition 
Level 1:  less than 1.25 cm depth 
Level 2:  1.25 cm to 2.5 cm depth 
Level 3:  more than 2.5 cm depth 

v) Obstacles 
(a) Obstacles and broken sidewalk pieces including items set in the sidewalk such 

as water meter boxes, curb stops, tree grates, junction boxes, manhole lids, 
sign post sleeves, etc. which are affecting the serviceability of the sidewalk. 

(b) Obstacles are rated according to vertical displacement. 
Rating Scale  Definition 
Level 1:  less than 1.25 cm projection/depression 
Level 2:  1.25 cm to 2.5 cm projection/depression 
Level 3:  more than 2.5 cm projection/depression 

vi) Repair 
(a) All defects classified as level 3 shall be scheduled for repair as quickly as 

possible and, if necessary, marked for public notice immediately. 
(b) All defects and hazards classified as Level 2 shall be documented and 

reviewed on the next scheduled inspection. 
(c) If any defects or hazards on sidewalks are reported outside of the regularly 

scheduled inspections, either by a member of the public or an employee of the 
City, the reported defect or hazard shall be inspected by a member of the 
Public Works Department as soon as possible (see Schedule O) and repaired in 
accordance with the classification as described above. 

7.5.4.4 Sidewalk Wheel Chair Access Ramps 
Access ramps should be examined on the same basis as sidewalks. 
Other obstacles to note include: 
• water pooling 
• steep ramp radius 
• catch basin location 
• entry into unmarked high traffic area crosswalks 

7.6 PARKS AND RECREATION DEPARTMENT INSPECTION POLICY AND 
PROCEDURES 

i) The Parks and Recreation Department of the City of Campbell River is determined to promote 
public safety in and around all parks and recreation facilities. 

ii) Management is responsible for establishing and maintaining inspection procedures and 
records. 

iii) It shall be the duty of every manager and employee to follow and document proper inspection 
procedures. (see Schedule M and Section 7.8)  During their tour of duty, managers and 
employees have the responsibility to be constantly vigilant of public safety hazards, and to 
take reasonable action where necessary to protect the public from an identified hazard.  All 
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identified hazards and actions taken are to be reported by the employee to their supervisor 
immediately. (see Schedule A) 

iv) The City will respond and investigate complaints and/or concerns from the general public. All 
complaints and concerns will be documented and reported to the Parks and Recreation 
Manager and the Risk Manager. (see Schedule A) 

v) The co-operation of all employees is required in order to attain the objective of a hazard-free 
environment where users can enjoy participating in their leisure activities safely. 

vi) Parks and Recreation will use the appropriate waiver forms for all activities. (see Schedules C, 
D, E, F, G, H, I, J, and K, ) 

vii) DO NOT ADMIT LIABILITY ON YOUR OR THE CITY’S BEHALF. 

7.6.1 Special Occasion Licences 

7.6.1.1 C.A.P.E. Established 
i) A Committee to Approve Public Events (C.A.P.E.) is established to make 

recommendations to Council on the issuance of Special Occasion Licences. 

7.6.1.2 General Rules 
i) The applicant must be a bona fide community organization. 

ii) Applications must be submitted to C.A.P.E. by March 1 of the year.  If, after the 
March 1st deadline, there are any permits left, late applications will be considered 
on an individual basis. 

iii) Application forms are available from the Parks and Recreation Department during 
regular office hours Monday to Friday. 

7.6.1.3 Conditions to be Attached to the Licence 
i) the event must be recognized as a public or community celebration; 

ii) the event must be approved by the City and the RCMP; 
iii) no “hard” liquor may be sold at a public event; 
iv) the prices of beer and wine to be sold at the event must fall within the established 

rates as set by the Liquor Control and Licensing Branch; 
v) adequate food service must be available either inside or adjacent to the “Beer 

Gardens”; 
vi) allotted hours dictating the opening and closing times of the “Beer Gardens” must 

be strictly adhered to; 
vii) beer or wine may only be served inside the designated area and only consumed by 

patrons 19 years of age or older; 
viii) the public must drink from paper or plastic cups only and not from the bottle or 

can; 
ix) the area to be used as the “Beer Garden” must be fenced with only one entrance 

and exit; 
x) the event must be supervised at all times in accordance with the following: 

(a) two responsible adults must be on duty at the “Beer Gardens” at all times with 
one of the adults being the “Manager” responsible for the beverage service and 
has successfully completed the “Serving It Right” program; 



 
 

City of Campbell River Council Policy 
Adopted:  October 18, 2004                                                                 Council Resolution No. ic04-0220 

Council Policy (Risk Management)     Policy 7 – Page 9  

(b) security staff must ensure that rowdy or intoxicated persons are removed from 
the site and in extreme cases call the RCMP.  Alcohol may not be served to 
anyone suspected of being impaired; and 

(c) the licence holder must be on-site at the event at all times, with the exception 
that in an emergency an alternate person may be put in charge, provided that 
the alternate has successfully completed the “Serving It Right” program. 

xi) the number of licences issued for each event with be decided by the C.A.P.E. 
Committee; 

xii) extra policing costs relating to an approved event will be paid by the licence 
holder; 

xiii) adequate washroom facilities must be provided at the event site by the licence 
holder; 

xiv) alcohol may not be used in any form as prizes at events and drinking contests are 
prohibited; 

xv) the licence holder must submit to the Parks and Recreation Department within 60 
days of the event a financial statement disclosing the revenues and expenses 
relating to the liquor service along with evidence that the proceeds have been 
given to a designated charity, which evidence must be in the form of a letter from 
an officer of the charity acknowledging receipt of the funds.;  

xvi) a $500.00 security deposit is required from the licence holder prior to an event 
taking place; and,  

xvii) insurance coverage from the Licence holder is required in accordance with the 
following: 
(a) comprehensive general liability policy in an amount not less than $3,000,000; 
(b) the City is named as an additional named insured; 
(c) cross liability clause; and, 

xviii) receipt of evidence of insurance coverage must be submitted to the Parks and 
Recreation Manager or designate a minimum of four weeks prior to the event 
taking place. 

7.6.2  Hazard Action Plan 

i) Once a hazard is identified, corrective action will take place immediately. 
ii) If the hazard cannot be corrected immediately, the hazard must be clearly identified to 

prevent public access and the employee must forward a written report to their 
supervisor who will advise the Community Services Director with copy to the Risk 
Manager. (see Schedule A) 

iii) The Community Services Director will forward a report to the Risk Manager 
identifying the hazard, its location, action taken and a deadline for completion. (see 
Schedule A) 

iv) The Risk Manager may do a follow-up to confirm completion. 

7.6.3 Inspection Procedures – Recreation Facilities 
7.6.3.1 Purpose 
i) To ensure the Community Centre, Sportsplex and Centennial Pool are hazard free.  
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7.6.3.2 Policy 
i) The Manager or designate will inspect the Community Centre and the Sportsplex a 

minimum of once a month.  These inspections will be documented on a Facility 
Inspection Sheet. (see Schedule Q) 

ii) Whenever Management or staff enters any portion of any Parks and Recreation 
facility, they will continuously inspect these areas for hazards and take reasonable 
actions to warn/remove any identified hazard and report any hazards and action 
taken to their supervisor. 

iii) When Parks and Recreation facilities are rented for special events, staff will 
inspect these areas prior to being used by the public, and report hazards to the 
Parks and Recreation Manager or designate. (see Schedule A) 

iv) If the City does identify a hazard, the Parks and Recreation Manager or designate, 
will advise the renter and make arrangements to have the hazard corrected 
immediately. 

7.6.4 – Sidewalks, Steps And Walkways At Recreation Facilities 
7.6.4.1 Purpose 
i) To ensure that the sidewalks, steps and walkways around the Community Centre, 

Sportsplex and Centennial Pool are safe for public use.  

7.6.4.2 Policy 
i) The Manager or designate will inspect the sidewalks, steps and walkways a 

minimum of once a month. Results will be documented on a Facility Inspection 
Checklist. (see Schedule P) 

ii) During winter months, November to March, custodial staff will do daily 
inspections of the sidewalks, steps and walkways around the Community Centre 
and Sportsplex and remove snow and apply ice melt as conditions warrant If the 
snow fall is excessive then Public Works will be responsible for the snow removal. 

iii) A record must be kept on the custodial daily work sheet and forwarded to the 
Parks and Recreation Manager or designate. 

7.6.5 Athletic Fields 
7.6.5.1 Purpose 
i) To ensure all Athletic Fields are hazard free.  

7.6.5.2 Policy 
i) The Parks and Recreation Manager of designate and the President of each league 

who use the City fields, will inspect all fields, fences, dugouts and surrounding 
areas three times each year: 
1. Prior to the start of season: 
2. 2.  Mid season: and 
3. 3.  After the season is over. 

Each inspection will be documented on a Facility Inspection Checklist (see 
Schedule Q). 
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ii) Prior to each season, the President of each league will be advised of their 
responsibility and the responsibility of the umpires/referees and coaches to ensure 
that the fields and equipment including but not limited to fencing, players benches, 
bases, home plate, pitcher plate, goals, etc., are hazard-free prior to each game. 

iii) In addition, the Parks and Recreation Manager or designate will inspect not only 
the fields, but will also inspect bleachers and fences and any other areas with the 
City may have concerns, i.e. parking lots, picnic areas, etc., once per month and 
forward a written report to the President of the leagues or other users of the area, 
identifying the hazards which are their responsibility to correct. (see Schedule Q) 

iv) These inspections will be done over and above the routine inspections that Public 
Works do when working on the fields. 

7.6.6 Trails, Parks And Playgrounds Playground Equipment, And Tennis Courts 
7.6.6.1 Purpose 
i) To ensure all Parks and Recreation Department trails, parks, playgrounds, 

playground equipment, ball hockey and tennis courts are hazard free.  

7.6.6.2 Policy 
i) The Manager or designate shall inspect parks, trails, playgrounds, playground 

equipment and tennis courts a minimum of once a month, inspection results will be 
documented on the appropriate checklist. (see Schedules Q and R) 

ii) Park trails, playgrounds, playground equipment and tennis courts will be inspected 
for hazards by custodial staff three times per week, and the results recorded on the 
custodial daily sheet.  Any hazards and action taken will be reported immediately 
to the Parks and Recreation Manager or designate.  

7.7 CLAIM PROCEDURES 
i) All complainants are to be directed to the Bylaw Enforcement/Property Services Department 

for the filing of a prescribed form. (see Schedule S) 
ii) Elected and appointed officials and employees are not to admit to City liability, do anything or 

say anything which may result in or support a claim for damages against the City by a third 
party. 

iii) The Department Manager or employee, involved in the incident, will arrange for photos and 
recording of witnesses. This information along with a Report of New Incident/Claim Form 
(see Schedule B) must be forwarded to the Risk Manager no later than five (5) working days 
after the incident. 

iv) The appropriate reporting guideline is to be used in conjunction with the Report of New 
Incident/Claim Form. (see Schedule B)  Employees when questioned by a third party should 
state that they are preparing a preliminary report for submission to their insurer and that a 
representative of the insurer will contact them as soon as possible.  

7.7.1 Claim Reporting Guidelines 
7.7.1.1 Purpose 
i) To ensure that the City obtain the proper information for our defense where there 

is the potential for litigation against the City. 
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7.7.1.2 Injuries 
i) All staff who are advised of a potential injury in incident must use the appropriate 

forms to record the information of the parties involved and notify their manager as 
soon as possible. (see Schedule B)  The manager will forward this information 
onto the Risk Manager, who will determine the appropriate course of action.  Staff 
must attempt to answer the questions outlined in the approved incident guidelines 
and include this information with the incident form. 

7.7.1.3 City Tree Damages To Private Property 
i) Determine the exact location where the tree was standing.  Include whether the 

tree was located adjacent to a sidewalk, boulevard, park or green space. 
ii) Record the names of property owners affected by the fallen tree including what 

damage was caused by the fallen tree together with maps or diagrams of the area.  
Photographs should be taken of the site and the damage. 

iii) When did the incident occur?  Include day, date and time. 
iv) What was the cause of the incident?  Include information on the weather 

conditions which may have affected or contributed to the incident.  If weather was 
a factor obtain information from local sources for documentation and to support 
your position.  If applicable, obtain copy of police report. 

v) How did the City become aware of the incident?  Include who, how and at what 
time the City was advised of the incident. 

vi) What action was taken by the City upon notification of the incident and arrival at 
the scene of the incident?  Include names of employees who responded. 

vii) What action was taken by the claimants to mitigate damages? 
viii) Was the City aware of any previous problems in this area or complaints received 

from local residents?  If yes, what action did the City take in response to the 
previous problems and/or concerns of the residents?  Is this information 
documented?  If yes, provide a copy with the incident report. 

7.7.1.4 Trip And Fall Claim Incidents – Excluding Snow And Ice 
i) Determine the exact location where the trip and fall occurred.  Include a detailed 

drawing or photographs of the location which clearly define the location and 
condition of the sidewalk. 

ii) Who was the injured person?  Include names of any witnesses or individuals who 
came to the aid of the injured person. 

iii) When did the incident occur?  Include day, date and time.  If the incident occurred 
at night, indicate level of lighting and where the nearest light standard is located 
and was it functioning? 

iv) What was the direct cause of the incident?  If weather was a factor obtain 
information from local sources to support your position. If the sidewalk is uneven, 
include measurements of the sidewalk lip, or difference between the sidewalk and 
utility cover or sidewalk and roadway, etc.?  If the incident occurred as a result of 
a protruding object, what was the object and the height of the difference between 
the object and the sidewalk? 
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v) How did the City become aware of the incident?  Include who, how and at what 
time the City was advised of the incident. 

vi) What action was taken by the City upon notification of the incident and arrival at 
the scene of the incident?  Include names of employees who responded. 

vii) (a)   If this incident occurred as a result of construction in the area, what steps had 
been taken by the City to warn individuals of the pending hazard.  If the 
construction project was under the control of a contractor, what actions were taken 
by the contractor to prevent the potential for injury? 
(b)   If the contractor is deemed to be responsible for the incident, they should be 
put on Notice and required to advise their insurer of the incident. 

viii) In your opinion did the injured person contribute to their misfortune? If yes, 
provide an explanation. 

ix) Was the City aware of any previous problems in this area or complaints received 
from local residents or businesses?  If yes, what action did the City take in 
response to the previous problems and / or concerns of the residents?  Is this 
information documented? If yes, provide a copy with the incident report. 

7.7.1.5 Trip And Fall Incidents – Snow And Ice 
i) Determine the exact location where the trip and fall occurred.  Include a detailed 

drawing or photographs of the location, which clearly define the location and 
condition of the sidewalk prior to any corrective work being done. 

ii) Who was the injured person?  Include names of any witnesses or individuals who 
came to the aid of the injured person. 

iii) When did the incident occur?  Include day, date and time.  If the incident occurred 
at night, indicate level of lighting and where the nearest light standard is located 
and was it functioning? 

iv) What was the direct cause of the incident?  If the incident occurred as the result of 
snow and ice buildup, refer to the City’s bylaw with regard to the clearing of snow 
and ice from City sidewalks 

v) If the incident occurred on City property, when was the area last cleaned?  Is there 
a record on file as to when it was cleaned and by whom? 

vi) How did the City become aware of the incident?  Include who, how and at what 
time the City was advised of the incident. 

vii) What action was taken by the City upon notification of the incident and arrival at 
the scene of the incident?  Include names of employees who responded. 

viii) Was the City aware of any previous problems in this area or complaints received?  
If yes, what action did the City take in response to the previous problems and / or 
concerns? Is this information documented?  If yes, provide a copy with the 
incident report. 

7.7.1.6 Flooding Incidents 
i) Determine the exact location where the incident occurred.  Include whether the 

incident occurred on City or private property. 
ii) Record the names of property owners affected by the incident, including the extent 

of damage was caused by the flooding together with maps or diagrams of the area 
and photographs. 
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iii) When did the incident occur?  Include day, date and time. 
iv) What was the direct cause of the incident?  If weather was a factor, obtain 

information from local sources to support your position. 
v) How did the City become aware of the incident?  Include who, how and at what 

time the City was advised of the incident. 
vi) What action was taken by the City upon notification of the incident and arrival at 

the scene of the incident?  Please include time of arrival and departure. 
vii) What actions were taken by the claimants to mitigate their damages?  For example, 

did they move items out of harms way and / or did they attempt to divert water 
from entering their building? 

viii) (a)  If this incident occurred as the result of construction in the area, and a 
contractor is deemed to be responsible for the incident, the contractor should be 
placed on Notice by the City and require the contractor to advise their insurer of 
the incident. 
(b)  Was the contractor directly supervised by City employees or provided with 
inaccurate information or drawings? 

ix) Was the City aware of any previous problems in this area or complaints?  If yes, 
what action did the City take in response to the previous problems and/or 
concerns?  Is this information documented?  If yes, provide a copy with the 
incident report. 

7.7.1.7 Road Design, Construction And Traffic Controls 
i) What is the exact location where the incident occurred?  Include whether the 

incident occurred on City or private property. 
ii) Record the names of individuals affected by the incident including the extent of 

damage and / or injury caused by the incident together with maps or diagrams of 
the area and photographs. 

iii) When did the incident occur?  Include day, date and time. 
iv) What was the direct cause of the incident?  If weather was a factor, obtain 

information from local sources to support your position.  If applicable obtain a 
copy of the police report relative to this incident. 

v) How did the City become aware of the incident?  Include who, how and at what 
time the City was advised of the incident. 

vi) What action was taken by the City upon notification of the incident and arrival at 
the scene of the incident?  Please include time of arrival and departure. 

vii) (a)  If this incident occurred as the result of construction in the area, and a 
contractor or other service agency is deemed to be responsible for the incident, 
they should be placed on Notice by the Risk Manager and require the contractor to 
advise their insurer of the incident.  Include a copy of the contract and certificate 
of insurance with your incident report. 
(b)  Was the contractor directly supervised by City employees or provided with 
inaccurate information or drawings? 

viii) Was the City aware of any previous problems in this area or complaints?  If yes, 
what action did the City take in response to the previous problems and / or 
concerns?  Is this information documented?  If yes, provide a copy with the 
incident report. 
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7.7.1.8 Recreation Injuries – Excluding Playground Equipment 
i) Determine the exact location where the incident occurred?   Include whether the 

incident occurred indoors or outside.  If the incident occurred at a location not 
owned or under the control of the City, include the name of the property owners or 
business establishment.  

ii) Record the names of persons injured by the incident including the extent of their 
injury or loss caused by the incident together with maps or diagrams of the area 
and photographs.  If there were witnesses to the incident, record their names, 
addresses and telephone numbers.  If a police report was filed, obtain a copy. 

iii) When did the incident occur?  Include day, date and time. If this incident occurred 
outside at night, what was the level of lighting and was it a factor? 

iv) What activity was the injured person participating in at the time of the incident?  
Include the name of the program, activity or group. 

v) Who was supervising the activity and what are their qualifications? 
vi) From your observation, what was the direct cause of the incident?  If weather was 

a factor obtain information from local sources to support your position. 
vii) If the incident was caused by a maintenance failure, does the establishment have a 

policy with regard to the inspection of City properties, equipment, sidewalks and 
parking lots to name a few?  If yes, is there a record of the last inspection on file?  
(Include details in the investigation.) 

viii) If the incident was caused or contributed by the failure of the injured party to 
follow instructions or posted regulations, describe the instructions or posted 
regulations which were not followed. 

ix) If the injury occurred during an activity which required a level of skill, what was 
the injured person’s level of skill and what level of skill would be required to have 
avoided the injury? 

x) If the incident occurred in an unsupervised area, how did the City become aware 
of the incident?  Include who, how and at what time the City was advised of the 
incident.  

xi) What action was taken by the City upon notification of the incident and arrival at 
the scene of the incident? 

xii) Was the City aware of any previous problems in this area or complaints received 
from other users that may have contributed to the injury?  If yes, what action did 
the City take in response to the previous problems and / or concerns of the 
residents?  Is this information documented?  If yes, provide copies with your 
incident report. 

xiii) If this incident occurred as the result of a User Group and it is deemed to be their 
responsibility for the incident, they should be placed on Notice by the Risk 
Manager and required to contact their insurer. 

7.7.2 Playground Equipment 
i) Determine the exact location where the incident occurred. 

ii) When did the incident occur?  Include day, date and time. 
iii) What type of the equipment was being used at the time of the incident? 
iv) Who was injured including age, name, address, and telephone number? 
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v) Was the injured person’s activity being supervised? If yes, by whom? 
vi) What was the direct cause of the incident? If weather was a factor, obtain information 

from local sources to support your position. 
vii) Include the Citys policy with regard to the inspection of playground equipment?  Is 

there a record of the last inspection on file? 
viii) Was the City aware of any previous problems in this area or complaints received? If 

yes, what action did the City take in response to the previous problems and / or 
concerns?  Is this information documented? If yes, provide copies with your incident 
report. 

ix) How did the City become aware of the incident?  Include who, how and at what time 
the City was advised of the incident. 

x) What action was taken by the City upon notification of the incident and arrival at the 
scene of the incident?  Include a photograph of the equipment with your incident report 
prior to any corrective action being taken. 

xi) What is the name of the equipment that caused the injury?  What is the history of the 
playground equipment that allegedly caused the injury? 

xii) Who is the manufacturer, when was it installed, and who installed it.  If there is an 
installation manual or instructions available or any other information related to the 
equipment, please provide a copy of the relevant material. 

xiii) If the equipment is home made or has been altered from a manufacturing standard, 
how was it designed? If there is an installation manual or instructions available or any 
other information related to the equipment, please provide a copy of the relevant 
material. 

7.7.3 Building Inspection Claims 
i) Where is the property located including civic and legal description? 

ii) Who is the registered property owner?  Were there any previous registered property 
owners?  If yes please provide the name and current address (if available) of the 
previous owners? 

iii) When was the building constructed and by whom? 
iv) During the planning and construction phase, was a building permit obtained and the 

inspections called for in compliance with our then City bylaw?  If no, include an 
explanation as to the approval system for construction as well as the building code or 
bylaw at the time of construction.  If yes, provide a copy of the original building 
permit and inspection reports. 

v) Was an occupancy permit granted?  If yes, when.  Provide a copy of the permit. 
vi) Is the damage claimed as a result of poor workmanship by the builder or contractor?  

Could the problem have been discovered by the building inspector during the 
inspection process? If no, explain why. 

vii) When did the damages first occur and become noticeable to the claimant? 
viii) What is the extent of damage and could the damage have been caused by other 

circumstances? 
ix) What is the history of the land use prior to construction?  For example, were creeks 

diverted, landfill added, previous commercial area etc? 
x) Is an engineering report required to determine the cause of the damage? 

xi) What action was taken by the City upon notification of the problem? 
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xii) What is the estimated cost of repair? 
 
 

7.8 GUIDELINES FOR FACILITY/PROPERTY INSPECTIONS 
Inspections play important roles in three steps of the risk management process: 

7.8.1 Inspections And Identification 
i) Sometimes, you cannot identify loss exposures unless you physically see them. 

Inspections allow you to see facilities, equipment and employee practices that could 
create a loss for the City. 

7.8.2 Treatment 
i) Inspections, by their very nature, necessitate action. Inspections will: 

a)  prevent and reduce accidental losses; and 
b)  preserve assets through extended usage when maintained according to standards. 

7.8.3 Monitoring:  
i) Inspections not only identify a risk or potential hazard, they also show how well the 

City deals with the hazard. By monitoring efforts to make a safer environment, it can 
be determined if the efforts are successful. 

ii) Inspections are conducted to: 
(a) Confirm safe conditions for those who enter, use and work at City facilities 
(b) Identify hazards that cause accidents 
(c) Review and follow-up on safety measures 
(d) Document actions taken to correct hazards 

iii) To be effective, inspections must be: 
(a) Structured, with a written format 
(b) Ongoing 
(c) Reviewed periodically 
(d) Action-oriented 
(e) Followed through, with feedback from employees to ensure correction of problems 

or hazards 
iv) Inspections should be conducted of: 

(a) Buildings and office areas 
(b) Machinery 
(c) Work areas 
(d) Streets, sidewalks, owned bridges, signs and traffic signals 
(e) Temporary structures 
(f) Grounds and landscaping 
(g) Parks and Playgrounds 
(h) Recreational facilities, including all recreational equipment 
(i) Vehicles 
(j) Utilities 
(k) Waterfront and dock areas (including boat launches) 
(l) Waste disposal facilities 
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7.8.4 How To Conduct Inspections 
i) Use the Risk Management General Safety Checklist (see Schedule P) for each 

department and facility to determine where City procedures or policies might affect 
losses. Separate self-inspection forms designed for different types of facilities such as 
a Recreational Facility (see Schedule Q), Parks and Playground (see Schedule R) or 
the City Hall (see Schedule Q) can assist in the inspections. 

ii) Facility managers, supervisors or employees are to conduct inspections regularly. 
iii) Review the inspections to determine what actions need to be taken to correct 

hazardous conditions or practices. 
iv) Make sure that all recommended actions are taken. This could be done through a 

follow-up inspection and/or through memos from the appropriate department head 
confirming that the appropriate action has been taken to comply with the 
recommendation(s). 

7.8.5 What To Look For During Inspections 
i) Protruding objects and areas where people can slip, trip and fall; 

ii) Undesirable discharges into the environment, or potential discharges; 
iii) Deterioration, deformation and abrasion; 
iv) Inadequate lighting (interior, exterior and parking lots); 
v) Effects of weather conditions (snow, ice, flood, water build-up); 

vi) Wear, leaks, corrosion, scaling, erosion, cracks, rotting; 
vi) Improper function of alarm systems; 

vii) Inadequate and/or unserviced fire extinguishers; 
viii) Obstructed access to entrances, exits, emergency exits and halls; 

ix) Improperly marked and lighted exits; 
x) Hazardous conditions in electrical, heating, wiring, ventilation and plumbing systems; 

xi) Inappropriate or inaccessible first-aid supplies; 
xii) Improper safeguards for belts, pulleys, gears, flywheels, shafts, couplings and point-of-

operation of machines including unlocked doors to restricted areas; Unprotected 
openings, holes or defects in floors or floor coverings; Improper maintenance-related 
items such as unmarked wet floors or loose wiring across floors; 

xiii) Improper storage/handling of hazardous materials (unlocked doors, chemicals not 
segregated). 
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SCHEDULE A - RISK REPORT 
 
 
 
 
 
DATE:   FROM:  
 
TO: RISK/CLAIMS MANAGEMENT DEPARTMENT:  
 
 
I wish to report the following information on a situation, which I believe may represent a potential liability to 
the City of Campbell River. 
 
LOCATION:  
 
POTENTIAL LIABILITY:  
 
 
 
 
SUGGESTED SOLUTION (optional):  
 
 
 
 
 
RESPONSE 
 
DATE:   FROM:  
 
TO:   DEPARTMENT:  
 
In response to your report, the following action has been taken:  
 
 
 
 
 

PLEASE!! REPORT ANY POTENTIAL RISK MANAGEMENT ISSUES YOU MAY OBSERVE 
-  YOU MAY BE THE ONLY PERSON WHO HAS SEEN OR NOTICED THIS SITUATION  

CITY OF CAMPBELL RIVER 
301 St. Ann’s Road, Campbell River, B.C. 
V9W 4C7 Phone: 286-5700 Fax: 286 5761 
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SCHEDULE B - REPORT OF NEW INCIDENT / CLAIM 
 
 Date: _______________, 20___ Date Reported: _____________, 20___ 
 Time: ________________AM / PM Reported By: _____________________ 
 Accident Location: ______________________ Phone No.: ______________________ 

 
ACCIDENT 

Details of Accident (describe in detail how loss occurred.  Draw diagram on back page and 
preserve all evidence including alleged defective parts.) 

DESCRIPTION _________________________________________________________________________ 
 _________________________________________________________________________ 
 _________________________________________________________________________ 
 _________________________________________________________________________ 
 Name: ________________________________ Phone No.: ______________________ 
 Address: _________________________________________________________________ 
 Extent of Damage: _________________________________________________________ 

PROPERTY _________________________________________________________________________ 
DAMAGE _________________________________________________________________________ 

 _________________________________________________________________________ 
 _________________________________________________________________________ 
  

 Name: ________________________________ Age: _____  Phone No.: ____________ 
 Address: _________________________________________________________________ 

BODILY Extent of Injury: ___________________________________________________________ 
INJURY Where was Injured Taken: ___________________________________________________ 

 Doctor’s Name: ___________________________________________________________ 
 Guardian’s Name:  
 Name: _________________________________ Phone No.: ______________________ 
 Address: _________________________________________________________________ 

WITNESSES Name: _________________________________ Phone No.: ______________________ 
 Address: _________________________________________________________________ 

 Constable’s Name:  Police Case No.:  
 
Recommended Corrective Measures: 
 
 
Actioned by:  Date:                         20 
 
Report Completed by:                                            Department: Date:                         20 
Supervisor’s Signature: Date:                         20 
Management Review: Date:                         20 
 

DO NOT ASSUME ANY RESPONSIBILITY 

CITY OF CAMPBELL RIVER 
301 St. Ann’s Road, Campbell River, B.C. 
V9W 4C7 Phone: 286-5700 Fax: 286 5761 
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SCHEDULE C - INFORMED CONSENT 
Program Name:  Date:  
 
 
Thank you for choosing to use the facilities, services or programs of the City of Campbell River Parks and Recreation 
Department.  We request your understanding and cooperation in maintaining both your and our safety and health by 
reading and signing the following INFORMED CONSENT. 
 
I,                                                                 declare that I intend to use some or all of the activities, facilities, programs and 
services offered by the City of Campbell River Parks and Recreation Department and I understand that each person, 
(myself included), has a different capacity of participating in such activities, facilities, programs and services.  I am aware 
that all activities, services and programs offered are either educational, recreational, or self directed in nature.  I assume full 
responsibility during and after my participation, for my choices to use or apply, at my own risk, any portion of the 
information or instruction I receive. 
 
I understand that part of the risk involved in undertaking any activity or program is relative to my own state of fitness or 
health (physical, mental or emotional) and the awareness, care and skill with which I conduct myself in that activity or 
program.  I acknowledge that my choice to participate in any activity, service and program brings with it the assumption by 
me of those risks or results stemming from this/these choice(s) and the fitness, health, awareness, care and skill that I 
possess and use.  In addition, I understand that I am free to withdraw from, reduce or modify my involvement in any 
program activity and I realize that I should do so upon recognition of any signs of transient lightheadness, fainting, chest 
discomfort, leg cramps, nausea, etc. 
 
I further understand that the activities, programs and services offered by the City of Campbell River Parks and Recreation 
Department are sometimes conducted by personnel who may not be licensed, certified, or registered instructors or 
professionals.  I accept the fact that the skills and competencies of some employees and/or volunteers will vary according 
to their training and experience and that no claim is made to offer assessment or treatment of any mental or physical disease 
or condition by those who are not duly licensed, certified or registered and herein employed to provide such professional 
services. 
 
In addition, I acknowledge that I have inquired about the nature of any activity, program or services that I am not 
completely familiar with and I have been informed of any inherent risks. 
 
I declare that I have read, understood and agree to the contents of this INFORMED CONSENT AGREEMENT in its 
entirety. 
 
 
Participant  Witness 
   
Parent/Guardian  Date 
   
Date   
 
 

     

CITY OF CAMPBELL RIVER 
301 St. Ann’s Road, Campbell River, B.C. 
V9W 4C7 Phone: 286-5700 Fax: 286 5761 
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SCHEDULE D - RELEASE OF LIABILITY 
 

BY SIGNING THIS DOCUMENT YOU ARE WAIVING CERTAIN LEGAL RIGHTS, 
INCLUDING THE RIGHT TO SUE 

PLEASE READ CAREFULLY 
 

To:   City of Campbell River and its employees, officers, agents, affiliated community  associations 
and volunteers (collectively, the “City of Campbell River”) 

 
Re:  _____________________________(the “Program”) Facility:_____________________________ 
                 (Name of Program)                                                                                        

Awareness of Risk 
 

I acknowledge that there are risks associated with participation in any physical training, 
exercise, sports, adventure or activity program.  I have informed myself and understand the 
risks associated with my participation in the Program and (where applicable) my use of the 
facilities, including the risk of personal injury, and freely accept these risks. 
 
I understand that I am free to withdraw from or reduce my participation in the Program at any time. 
 
I acknowledge that facility staff may limit my access to the Program or facilities in the event of any misuse of 
the facilities or misconduct on my part. 
 
I have completed a Physical Activity Readiness Questionnaire (PAR-Q) and I confirm that the answers I have 
given are correct. Circle:       YES           NO 

 
I am not aware of any medical condition that would affect my ability to participate in the Program.  If I have any 
concerns about my medical condition, I will consult with my physician before participating in the Program. 
 

Release and Waiver 
 
In consideration of the acceptance of my registration for the Program, I hereby for myself, my heirs, executors, 
administrators, or any others who may claim on my behalf, covenant not to sue, and hereby waive, release and 
discharge the City of Campbell River, and anyone acting for or on the City of Campbell River behalf, from any 
and all claims of liability for personal injury, illness, loss of life or property damage of any kind or nature, 
arising out of or sustained in the course of my participation in the Program.  This Release and Waiver applies to 
all claims, foreseen or unforeseen, including negligence and breach of statutory or other duty of care (including 
that owed under the Occupier’s Liability Act). 

 
I recognize that by signing this document I am waiving certain legal rights, including the right to sue. 

 
 

Participant Signature  Witness Signature 
   
Participant Name   Witness Name (Please Print) 
   
Date   

CITY OF CAMPBELL RIVER 
301 St. Ann’s Road, Campbell River, B.C. 
V9W 4C7 Phone: 286-5700 Fax: 286 5761 
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SCHEDULE E - PARENTAL CONSENT FORM 
 
Program:  Program Date:  
 
Name of Child:  Date of Birth:  
 
I consent to my child’s participation in the Program.  I am aware that there are risks associated with 
participation in the Program, including the risk of injury, and I consent to my child’s participation in spite of 
such risks. 
 
I acknowledge that it is my responsibility to advise the City of Campbell River of any medical or other 
conditions which may affect my child’s participation in the Program and have listed them below: 
 

Medical Conditions (eg. Asthma)  
Medications  
Allergies (food, medications, bees, etc.)  
Other  

 
In the event that my child requires medical attention, I consent to my child being transported to the nearest 
emergency centre, including by ambulance if necessary, and accept that I am responsible for any costs of such 
ambulance service. 
 
Photos and video footage that includes my child may be used for publicity purposes.   
Yes___No___Initials____ 
 
I have read this Consent Form and understand and accept its terms 
 
 
Parent’s Signature   
   
Parent’s Name (please print)  Alternate/Emergency Contact 
   
Telephone Number  Telephone Number 
   
Cellular Phone Number  Cellular Phone Number 
   
Date   

 

CITY OF CAMPBELL RIVER 
301 St. Ann’s Road, Campbell River, B.C. 
V9W 4C7 Phone: 286-5700 Fax: 286 5761 
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SCHEDULE F - TOT/PRESCHOOL PARENTAL CONSENT FORM  
 
PLEASE PRINT, AND RETURN AT THE FIRST CLASS.   

Child’s Name   Birthdate:   Age:   Sex:  
Address:  
 
Phone Numbers:  Home:   Cell:   Work:   Other  
Parents/Guardians Names:  
 
PARENTAL CONSENT 
 
I,  of  
 (Full Name Parent/Guardian)  (Address) 
 
consent to my child’s participation in the Program.  I am aware that there are risks associated with participation in the 
Program, including the risk of injury, and I consent to my child’s participation in spite of such risks. 
 
I acknowledge that it is my responsibility to advise the city of any medical or other conditions which may affect my child’s 
participation in the Program and have listed them below. 
 
In case of Emergency: ( Please provide an emergency contact person other than parents/guardians) 
 
Name:   Relationship:  
Address:   Phone Numbers: Home:   Work:  
 
Children will only be released to persons named here.  Who is authorized to pick up your child?  
Name:   Relationship to child:  
Name:   Relationship to child:  
Child’s Energy Level:   Siblings Names and Ages:  
Child’s previous experience in a group:  
Child’s play interests when alone:  
Child’s likes and dislikes:  
What do you hope your child will gain from participating in this recreational program?  
 
Please describe any family situations, health factors or disabilities that may be important for us to be aware of: 
 
 
Does your child have any allergies?  
 
Family Doctor:   Medical Centre:   Phone:  
Care Card No.   
 
Photos and video footage that includes my child may be used for publicity purposes.  Yes_______ No________ 
I HAVE READ THIS CONSENT FORM AND UNDERSTAND AND ACCEPT ITS TERMS. 

Parent’s Signature:   Date:  

CITY OF CAMPBELL RIVER 
301 St. Ann’s Road, Campbell River, B.C. 
V9W 4C7 Phone: 286-5700 Fax: 286 5761 
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SCHEDULE G - KIDS KLUB PARENTAL CONSENT FORM (PAGE 1 of 2) 
 

One form is required for September through June of the following year.  All information is confidential. 
Children must not attend the program until the information is received. 

 
A. PERSONAL 
 

Child’s Name:   Birthdate:   Age:  

Address:   Postal Code:  

Phone Numbers:  

Parents/Guardian Name:   Home:   Work:   Cell:  

Parents/Guardian Name:   Home:   Work:   Cell:  
 

Is your child bringing a support worker?   Yes   No  

If yes, please contact the Kids Klub Supervisor for specific guidelines for support workers. 
 

IN CASE OF EMERGENCY (Please provide at least two contact persons other that parent/guardian.) 
 

Name:   Relationship:  

Phone Numbers:  Home:   Work:   Cell:  
 

Name:   Relationship:  

Phone Numbers:  Home:   Work:   Cell:  
 

Children will only be released to persons named below.  Who is authorized to pick up your child? 

 

 

 
 
B. SCHOOL 
 

School Name:   Phone Number:  

Teacher:   Grade/Class:  
 
C. OUT OF SCHOOL CARE 
 

How does your child get to Kids Klub? 

Walk  Van Pick up  School Bus  City Bus  Other  
 

 Monday Tuesday Wednesday Thursday Friday 

Estimated Arrival Time      

Estimated Departure Time      

CITY OF CAMPBELL RIVER 
301 St. Ann’s Road, Campbell River, B.C. 
V9W 4C7 Phone: 286-5700 Fax: 286 5761 
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SCHEDULE G (PAGE 2 of 2) 
D. FAMILY 
 

Child’s energy level:  

Likes:   Dislikes:  

If there is anything you feel we should know about your child or family situation to better care for your child, 

please explain  

 

Siblings:  Name:  Age:  Name:  Age:  
 
E. MEDICAL 
 

Please describe any health factors or disabilities that may limit participation in scheduled program activities: 

 

 

Please list any allergies and potential reactions: 

 

 

 

Does your child require prescribed medication?    YES      No  
If yes, please complete a “Request for Assistance with Medication Form”. 

Care Card Number  Dr:  

Medical Centre  Phone Number:  
 

PARENTAL CONSENT 
I consent to my child’s participation in the Kids Klub program.  I am aware that there are risks associated with 
participation in Kids Klub, including the risk of injury, and I consent to my child’s participation in spite of such risks. 
I acknowledge that it is my responsibility to advise the City of any medical or other conditions that may affect my 
child’s participation in the program and have listed them above. 
In the event that my child requires medication attention, I consent to my child being transported to the nearest 
emergency centre, including by ambulance if necessary, and accept that I am responsible for any costs of such 
ambulance service. 
Photos and video footage that includes my child may be used for publicity purposes. 
I acknowledge that it is my responsibility to advise the City of any medical or other conditions that may affect my 
child’s participation in the program and have listed them above. 
In the event that my child requires medication attention, I consent to my child being transported to the nearest 
emergency centre, including by ambulance if necessary, and accept that I am responsible for any costs of such 
ambulance service. 

Photos and video footage that includes my child may be used for publicity purposes.    Yes  No  
 

I have read this Consent Form and understand and accept its terms. 
 
 

Parent/Guardian Signature  Date 
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SCHEDULE H - SIGN-IN AND RELEASE FORM FOR DROP-IN GYM  
 

Date:________________________ 
 

BY SIGNING THIS DOCUMENT YOU ARE WAIVING CERTAIN LEGAL RIGHTS, 
INCLUDING THE RIGHT TO SUE 

PLEASE READ CAREFULLY 
 

 
I wish to participate in this activity/make use of this facility.  I acknowledge that the City of Campbell River 
does not supervise this activity and that there are risks associated with my participation, including the risk of 
physical injury, illness, loss of life, and property damage.  I agree to release and hold harmless the City of 
Campbell River, its employees, officers, agents, affiliated community associations and volunteers, from any 
claims for injury, loss or damage that I may sustain while participating, including claims of negligence.  

 
Code:01-147311-0000 (120) 
 

NAME 
 

PAYMENT 
PER PERSON 

 
SIGNATURE 

 
REC'D. 

BY: 
 
 1. 

 
 

  
 

 
 2. 

 
 

  
 

 
 3. 

 
 

  
 

 
 4. 

 
 

  
 

 
 5. 

 
 

  
 

 
 6. 

 
 

  
 

 
 7. 

 
 

  
 

 
 8. 

 
 

  
 

 
 9. 

 
 

  
 

 
10. 

 
 

  
 

 
11. 

   

 
12. 

   

 
13. 

   

 
14. 

   

 
15. 

   

** PLEASE FILE COPY IN PROGRAM BINDER ** 

CITY OF CAMPBELL RIVER 
301 St. Ann’s Road, Campbell River, B.C. 
V9W 4C7 Phone: 286-5700 Fax: 286 5761 



 
 

City of Campbell River Council Policy 
Adopted:  October 18, 2004                                                                 Council Resolution No. ic04-0220 

Council Policy (Risk Management)     Policy 7 – Page 28  

 
 
 

SCHEDULE I - SIGN-IN AND RELEASE FORM FOR DROP IN BADMINTON 
 

Date:___________________ 
 

BY SIGNING THIS DOCUMENT YOU ARE WAIVING CERTAIN LEGAL RIGHTS, 
INCLUDING THE RIGHT TO SUE 

PLEASE READ CAREFULLY 
 

I wish to participate in this activity/make use of this facility.  I acknowledge that there are risks associated with 
my participation, including the risk of physical injury, illness, loss of life, and property damage.  I agree to 
release and hold harmless the City of Campbell River, its employees, officers, agents, affiliated community 
associations and volunteers, from any claims for injury, loss or damage that I may sustain while participating, 
including claims of negligence. 
 

       Code:  01-147713-0000 (164) 
 

NAME 
PLEASE PRINT 

 
PARTICIPANT RATE 

 
 

SIGNATURE 

 
 

BY 
 
1. 

 
 

  
 

 
2. 

 
 

  
 

 
3. 

 
 

  
 

 
4. 

 
 

  
 

 
5. 

 
 

  
 

 
6. 

 
 

  
 

 
7. 

 
 

  
 

 
8. 

 
 

  
 

 
9. 

 
 

  
 

 
10. 

 
 

  
 

 
11. 

   

 
12. 

   

 
13. 

   

 
14. 

   

 
15. 

   

 

CITY OF CAMPBELL RIVER 
301 St. Ann’s Road, Campbell River, B.C. 
V9W 4C7 Phone: 286-5700 Fax: 286 5761 
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SCHEDULE J - SIGN-IN AND RELEASE FORM FOR WEIGHT ROOM 
 

Date: _______________________ 
 

BY SIGNING THIS DOCUMENT YOU ARE WAIVING CERTAIN LEGAL RIGHTS, 
INCLUDING THE RIGHT TO SUE 

PLEASE READ CAREFULLY 
 
I wish to participate in this activity/make use of this facility.  I acknowledge that the City of Campbell River does not 
supervise this activity and that there are risks associated with my participation, including the risk of physical injury, illness, 
loss of life, and property damage.  I agree to release and hold harmless the City of Campbell River, its employees, 
officers, agents, affiliated community associations and volunteers, from any claims for injury, loss or damage that I may 
sustain while participating, including claims of negligence.                               
Code: 01-147708-0000 (162) 

 
 

NAME 
 
 
 

PLEASE PRINT 

 
 

ADULT 
PAYMENT 

 
 
60+ / 
STUDENT 
YOUTH  
PAYMENT 

 
 

SIGNATURE 

PASS    
TYPE    
USED 
and    

EXPIRY 
DATE 

 
OFFICE 

USE ONLY 

 
 

REC'D 
BY 

 
1. 

     

 
2. 

     

 
3. 

     

 
4. 

     

 
5. 

     

 
6. 

     

 
7. 

     

 
8. 

     

 
9. 

     

 
10. 

     

 
11. 

     

 
12. 

     

 
13. 

     

 
14. 

     

PLEASE RECORD EMPLOYEE WEIGHT ROOM PARTICIPANTS #_______________  

CITY OF CAMPBELL RIVER 
301 St. Ann’s Road, Campbell River, B.C. 
V9W 4C7 Phone: 286-5700 Fax: 286 5761 
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SCHEDULE K - SIGN-IN AND RELEASE FORM FOR CHILDMINDING 
 

Date: ____________________________ 
 

BY SIGNING THIS DOCUMENT YOU ARE WAIVING CERTAIN LEGAL RIGHTS, 
INCLUDING THE RIGHT TO SUE 

PLEASE READ CAREFULLY 
 

I wish to participate in this activity/make use of this facility.  I acknowledge there are risks associated with my 
participation, including the risk of physical injury, illness, loss of life, and property damage.  I agree to release and hold 
harmless the City of Campbell River, its employees, officers, agents, affiliated community associations and volunteers, 
from any claims for injury, loss or damage that I may sustain while participating, including claims of negligence.  
                                                            
Code: 01-147504--0000 (113) 

 
NAME 

 
PAYMENT 

 
SIGNATURE 

REC'D 
BY: 

 
1. 

   

 
2. 

   

 
3. 

   

 
4. 

   

 
5. 

   

 
6. 

   

 
7. 

   

 
8. 

   

 
9. 

   

 
10. 

   

 
11. 

   

 
12. 

   

 
13. 

   

 
14. 

   

 
15. 

   

 

CITY OF CAMPBELL RIVER 
301 St. Ann’s Road, Campbell River, B.C. 
V9W 4C7 Phone: 286-5700 Fax: 286 5761 
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SCHEDULE L - INSPECTION CHART (PAGE 1 of 2) 
 

 
AREA 

 

 
ITEM 

 
DESCRIPTION 

 
LEVEL OF 
SERVICE 

 
SCHEDULE 

Traffic 
Lights/Signals 

Inspection  Once per year Early Fall 

 Repair  Demand  
 
Sidewalks Inspection Schools/Commercial/Hospital  Annual  
  Residential/Mun. Parks Every 5 years Spring 
 Repair Based on Damage As required All year 
 
Roads Inspection  Every 5 years Spring 
 Pot Holes  Demand  
 Major Patch  Demand  
 Crack Sealing  Yearly Spring and 

Summer 
 Overlays  Yearly Spring and 

Summer 
 Shouldering  Annually Winter 
 Grading Gravel roads and lanes Demand  
 Street Sweeping Industrial Quarterly All year 
  Residential Semi-annually All year 
  Commercial Weekly All year 
  Others Demand All year 
  Construction zones Demand All year 
 Vehicle Bridge 

Inspections 
 Annually Spring 

 
Roadside 
Brushing 

Inspection Inspect all roadsides and 
determine brush removal 
program 

As required.  

 Repairs  As required      
 
 
 
 
Drainage Ditch Cleaning High volume flows Once a year Early Fall 
  Medium flows Demand  
  Minimum flows Demand  
 Culvert 

Cleaning/Inspection. 
 Demand  

 Culvert Repair  Demand As required 
 Catch Basin Cleaning Commercial/Light Industry Yearly Late Fall 
  Residential Yearly Late Fall 
 Storm Drain Flushing  Demand  
 Storm Drain Repairs  Demand  

CITY OF CAMPBELL RIVER 
301 St. Ann’s Road, Campbell River, B.C. 
V9W 4C7 Phone: 286-5700 Fax: 286 5761 

(PAGE 2 of 2)
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AREA 

 

 
ITEM 

 
DESCRIPTION 

 
LEVEL OF 
SERVICE 

 
SCHEDULE 

 Drainage General Blockages Demand  
 
Sanitary Sewer 
Line and 
Manholes 

Video Inspection Sanitary Mains 10 – 20 years  

 Sewer Flushing and/or 
Rodding 

Flat and Standard Grades 5 years  

  Standard Grades 5 years  
 Repair Sanitary Sewer 

lines 
 Demand  

 Sewer Flushing and/or 
Rodding 

Hot spots Semi-Annual  

 
Sewer Pump 
Stations: 

Operational Check  Daily check All year 

 Cleaning  Once/per 2 weeks All year 
 Scheduled Maintenance  Annual Contract Once per year 
 Alarm check  Monthly  
 Repairs  Demand  
 Odour Control 

Facilities 
 Daily Check All year 

 Stand by power  Monthly  
 
Street Lighting Inspection City Demand  
 Repairs City  Demand  
* B.C. Hydro lights on hydro poles are referred to Hydro as reported. 
Water Hydrants Inspections/Service Once/per year Winter 
 Valves Exercising Once/per year Fall 
 Meters Repairs Demand  
 Water Lines/Mains Repairs Demand  
 Pump Chlorine Stations Inspection Daily Mon-Fri 
  Repairs  Demand 
 PRV Chambers Inspections Yearly  
     
 
Parks     
 Hazard tree inspection  Demand  
     
 Inspection of developed 

parks, playgrounds and 
playground equipment 

 Once/per month  

 Hazard tree inspection  Demand  
 
Snow and Ice 
Control 

Sanding/Salting Based on inspections, weather 
reports and notification from 
RCMP 

Demand Winter 

 Snow Plowing Based on inspections, weather 
reports and notification from 
RCMP 

Demand Winter 
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SCHEDULE M – INSPECTION CHECKLISTS – SUMMARY OF INSPECTIONS 
 
 
Type of Inspection Location  Frequency  Recorded 
Parks & Playgrounds      

City Facilities (Animal Shelter)      

Streets & Sidewalks      

Watermains/Reservoirs/Chlorination Stn.      

Sewer Lines/Pump Station      

Fire Hydrants      

Cemeteries      

Bus Shelters      
 
 

CITY OF CAMPBELL RIVER 
301 St. Ann’s Road, Campbell River, B.C. 
V9W 4C7 Phone: 286-5700 Fax: 286 5761 
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SCHEDULE N - INSPECTION AND MAINTENANCE OF SIDEWALKS  
 
Zone A - Commercial, School and Hospital Areas 
 

Frequency Area Inspected Date Inspected 
   

Every   
Spring   

   
   
 
Zone B - Residential Areas and (Light) Commercial and Industrial Areas 
 

Year (5 Year Rotation) Area Inspected Date Inspected 
   

Year 1   
   

   
   
   

Year 2   
   
   
   
   

Year 3   
   
   
   
   

Year 4   
   
   
   
   

Year 5   
   
   
   
 

CITY OF CAMPBELL RIVER 
301 St. Ann’s Road, Campbell River, B.C. 
V9W 4C7 Phone: 286-5700 Fax: 286 5761 
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SCHEDULE O - INSPECTION AND MAINTENANCE OF SIDEWALKS 
SIDEWALK FIELD SURVEY FORM 

 
 
Street or Route: _______________________________   Zone:_________  
 
Date: _______________________________________ Inspector: ________________________ 
Direction: N S E W 
Sidewalk Type: 
   Exposed Aggregate _______________  Width ____________________ 
   Broom Finish ___________________  Year on Construction________ 
   Brick __________________________ 
   Other __________________________ 
 
Pedestrian Traffic: 
   Low___________________________ 
   Moderate_______________________ 
   High __________________________ 
 
Sidewalk Defect Inventory 
 

Defect Level 1 Level 2 Level 3 (Note Station) 
A(i). Cracks    
B(ii). Separations    
C.     Heaves/Settlement    
D.     Fillets    
E.     Scaling    
F.     Missing Pieces    
G.    Obstacles    
 
Wheel Chair Access 
Ramp 

   

 
Exposures Requiring Repair   (Detail comments on reverse) 
 
________ Estimated Sidewalk Footage Needing Repair 
________ Grass/Weeds in Joints or Cracks 
________ Roots Causing Heaving or Humps 
________ Overhanging Branches or Limbs ______ less that 8 feet clearance from sidewalk 
________ Low Signs ______ less than 7 feet to bottom of sign 
________ Sewer Manholes, Water Valve Boxes or Meters Needing Adjustment 
________ Guy Wires in Walking Area ______ Width of Sidewalk to 8 feet 
________ Pole or Wall Mounted Utility Boxes 

CITY OF CAMPBELL RIVER 
301 St. Ann’s Road, Campbell River, B.C. 
V9W 4C7 Phone: 286-5700 Fax: 286 5761 
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SCHEDULE P - GENERAL SAFETY CHECKLIST - CITY FACILITIES 
 (PAGE 1 of 5) 

 
Date of Inspection:   Name of Facility:  
 
Date of Last Inspection:  
 
Grounds and Building Entrances OK  Deficiency  Recommendations 
      
Grounds are free of unusual hazards such 
as holes, protrusions and other obstacles. 

     

      
Trees are free of loose or broken branches 
or protruding roots. 

     

      
Fences are structurally sound and free of 
holes. 

     

      
Sidewalks, entrances steps and lawns are 
properly maintained. 

     

      
Walkways and paved areas are free of 
cracks and loose pavement. 

     

      
All doors and windows are in working 
condition 

     

      
Outside lighting is sufficient and 
functioning around pedestrian traffic and 
parking areas. 

     

      
Buildings and Structures OK  Deficiency  Recommendations 
      
Ceilings are free of cracks.      
      
Rest rooms are free of water hazards.      
      
Handrails and treads on stairways are in 
good condition. 

     

      
Stairway risers are of proper height.      
      

CITY OF CAMPBELL RIVER 
301 St. Ann’s Road, Campbell River, B.C. 
V9W 4C7 Phone: 286-5700 Fax: 286 5761 
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 Ok  Deficiency  Recommendations 
      
Lighting in stairways and work areas is 
adequate. 

     

      
Floors are free of holes, splinters, 
protruding nails, slippery areas and loose 
boards. 

     

      
All openings in floors are covered and 
marked. 

     

      
Aisles and passageways have adequate 
width and are unobstructed. 

     

      
Work areas are well-ventilated and free of 
fumes. 

     

      
Fire Safety Ok  Deficiency  Recommendations 
      
All emergency exits are properly marked.      
      
Each building and department has an 
evacuation and emergency preparedness 
plan posted and employees are familiar 
with evacuation plans. 

     

      
Evacuation plans are predominantly 
displayed for the public. 

     

      
Employees are trained in fire fighting.      
      
Fire extinguishers and other fire fighting 
equipment is checked regularly. 

     

      
 Ok  Deficiency  Recommendations 
      
Sprinkler system is in good working 
condition and checked annually. 

     

      
Fire alarms and smoke detectors are 
checked regularly. 
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 Ok  Deficiency  Recommendations 
      
Rubbish and used chemicals are disposed 
of properly. 

     

      
Explosive or flammable materials are 
properly stored and ventilated. 

     

      
Machinery, Tools and Equipment Ok  Deficiency  Recommendations 
      
All machinery and equipment is 
maintained properly. 

     

      
All machinery and equipment is 
maintained properly. 

     

      
Belts, gears, chains, clutches and shafting 
are properly guarded. 

     

      
Effective point-of-operation guards are in 
place. 

     

      
Equipment and facilities are free of oil or 
grease spills 

     

      
Gas cylinders are in working condition.      
      
Tampering or unauthorized use of any 
machinery or equipment is prohibited. 

     

      
Tools and machines are free of split or 
loose handles. 

     

      
All cutting edges are sharp.      
      
All tools are maintained in good state of 
repair. 

     

      
Ladders, scaffolds and horses are of 
standard construction and are in good 
condition. 
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 Ok  Deficiency  Recommendations 
      
Ladders or self-locking step stools are of 
an approved design. 

     

      
Electrical tools, switch boxes and fixtures 
are properly grounded. 

     

      
Wiring, fixtures, connections, and exten-
sion or portable cords are safely insulated 
and installed properly. 

     

      
Extension cords are free of frays, breaks 
and potential tripping hazards. 

     

      
All electrical wall outlets and switches are 
in working order. 

     

      
Housekeeping Ok  Deficiency  Recommendations 
      
Materials are properly stacked and stored 
according to established guidelines. 

     

      
Overhead clearance is ample.      
      
Work areas are neat and clean.      
      
Work areas are free of hazardous 
materials. 

     

      
Desks, cabinets, and file drawers and/or 
doors are maintained properly. 

     

      
Aisles and walkways are kept clear at all 
times. 

     

      
Access to all emergency equipment such 
as fire extinguishers, emergency eye wash 
and showers are kept clear of obstacles. 
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Employee Practices Ok  Deficiency  Recommendations 
      
All equipment and machinery is used 
properly. 

     

      
Materials are loaded and unloaded safely.      
      
Lifting is done in a proper manner.      
      
Assistance is available to lift or move 
heavy objects. 

     

      
Safety devices are used.      
      
Safety glasses, goggles, hard hats, vests, 
safety shoes and other protective 
equipment is worn when required. 

     

      
Workers refrain from engaging in 
horseplay. 

     

      
Workers are prohibited from wearing 
jewelry while working on or around 
machinery or electrical circuits. 

     

      
Vehicles are operated in a safe manner at 
all times. 

     

      
Traffic cones, warning flags and barriers 
are used in accordance with construction 
traffic control standards. 

     

      
First Aid Ok  Deficiency  Recommendations 
      
Employees are trained in first-aid 
procedures. 

     

      
First-air supplies are available and easily 
accessible at each work site. 

     

      
First-aid supplies are checked and re-
placed periodically to ensure freshness. 

     

      
Emergency procedures and telephone 
Numbers are posted. 

     

Inspected by:  



 
 

City of Campbell River Council Policy 
Adopted:  October 18, 2004                                                                 Council Resolution No. ic04-0220 

Council Policy (Risk Management)     Policy 7 – Page 41  

 
 
 

SCHEDULE Q - RECREATION FACILITY INSPECTION CHECKLIST 
 
If facility has exterior playground please also complete the Children’s Playspaces Checklist. 
 
Location:  
Inspected by:  
Date:  
Time:  

 
 

ITEM OK Deficiency Noted 
(Describe Problem 

and Location or 
Action Taken) 

Correction Action 
Required and Date 

Follow Up 
Scheduled 

Stairs – Interior     
Stairs – Exterior     
Handrails – Interior     
Handrails – Exterior     
Sidewalks / Pathways     
Elevators     
Parking     
Signs     
Fences     
Fountains – Drinking     
Seating / Benches     
Lighting – General     
Lighting – Emergency     
Exit Signs     
Fire Extinguishers     
Kitchen / Concession     
Washrooms     
Maintenance Area     
Changing Rooms     
Lobby Doors     
Emergency Exits     
Meeting Rooms     
General Offices     
Other     

 
Note:  Pictures or drawings may assist in explaining the problem. 

 Satisfactory 
X      Attention Required 

CITY OF CAMPBELL RIVER 
301 St. Ann’s Road, Campbell River, B.C. 
V9W 4C7 Phone: 286-5700 Fax: 286 5761 



 
 

City of Campbell River Council Policy 

Council Policy (Risk Management)     Policy 7 – Page 42  

 
 

 
SCHEDULE R - CHILDREN’S PLAYSPACES AND EQUIPMENT 

MAINTENANCE CHECKLIST 
 
Recommended by the Canadian Standards Association (CSA) in their publication “A Guideline on Children’s Playspaces 
and Equipment”, CSA – Z614-M90. 
 
Location:  _______________________ 
Inspected by: _______________________ 
Date:   _______________________ 
Time:   _______________________ 
 

Equipment 
 
 

Swings Slides Rocking 
Equip 

Teeter 
Totters 

Climbers Merry-
go 
Round
s 

Creative 
Play 
Structures 

General 
Site 
Condition 

Action 
Taken 

Date 
Comp. 

Chains           
S-Hooks           
Seats           
Hanger Bearings           
Grease Fittings           
Stability in ground           
Exposed concrete           
Tilting           
End/Centre Fittings           
Chain pipe covers           
Hand Railings           
Support bars/legs           
Fastening points           
Side walls and bedway           
Entrapment point areas           
Sharp edges/points           
Stairs of slide           
Tube slides           
Cracking / damage           
Spring and bar           
Handles           
Pivot point for wear           
Nuts and Bolts           
Ground clearance           
Locking devices – in/text           
Wood checking – mar ¾”           
Protrusions           
Protection caps/plugs           
Surface below equipment           
Wooden borders           
Benches           
Debris/broken glass           
Asphalt paths etc           
Lighting           
Sign(s)           
Fencing           

 

 Satisfactory 
X      Attention Required 

CITY OF CAMPBELL RIVER 
301 St. Ann’s Road, Campbell River, B.C. 
V9W 4C7 Phone: 286-5700 Fax: 286 5761 
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SCHEDULE S - STATEMENT OF PROPERTY DAMAGE 
 
 

Note:  for completion by a party claiming the City is responsible for damages to their property. 
 

1. Owner’s Name: _________________________ Phone No. __________________ 
 
   Address:  _______________________________________________________ 
 

2. Type of Property Damage  ___________________________________________________ 
 
_________________________________________________________________________ 
 

3. Time, Date and Place of Damage __________AM/PM, D _______ M _______ Y _______   
 
to property at:  _____________________________________________________________ 
 

4. Indicated Cause of Damage __________________________________________________ 
 
__________________________________________________________________________ 
 

5. Estimate Cost of Repairing/Replacing Property Damaged/Destroyed $_________________ 
(Attach repair invoices, estimates and/or original receipts and/or complete on reverse.) 
 

6. To whom were damages first reported?  _________________________________________ 
 

7. When were damages first reported?  ____________________________________________ 
 

8. Names, addresses and phone numbers of witnesses and/or City staff involved: 
 
Name _____________________ Address _____________________ Phone ____________ 
 

9. State why you feel the City should be responsible for your damages: ___________ 
 
__________________________________________________________________________ 
 

10. I solemnly swear that I am the owner of the property damaged, that the foregoing is a correct and 
accurate statement as to the damages incurred and that I have no Insurance of any type under which 

such damages may be recovered: 
 

(Owner)  (Witness) 
Date:  _________________ 20_______  Position: _________________________

 
IMPORTANT NOTE 

This statement is for information purposes only and its receipt in no way infers acceptance of any responsibility 
for the stated damages. 

CITY OF CAMPBELL RIVER 
301 St. Ann’s Road, Campbell River, B.C. 
V9W 4C7 Phone: 286-5700 Fax: 286 5761 
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8.1 CAPITAL PROJECT MANAGEMENT 
 8.1.1  Purpose  
 To achieve the best value, to protect the integrity of the City’s infrastructure, and to provide a 

logical and transparent process for the delivery of all capital projects.   

 8.1.2  General Statement 
The City, through the provision of services as a local government, must undertake capital 
projects of various scope and size. The responsibility for capital project administration (from 
design through to construction) is generally positioned within the Engineering Services 
Department.  
 
The considerations outline herein are to be used as guidelines and used in tandem with the 
Engineering Services Manager’s professional discretion and judgment. 

 8.1.3  Corporate Principles 
8.1.3.1 Professional Ethics 
Employees shall not use their authority or office for personal gain and shall seek to 
uphold and enhance the City’s image by: 
maintaining unimpeachable standards of integrity in all their business relationships; 
fostering the highest standard of professional competence amongst City employees; 
maximizing the use of resources for which they are responsible so as to receive the 
maximum benefit for the City. 

 

8.1.3.2 Declaration of Interest 
Any personal interest which may encroach or may reasonably be deemed by others to 
affect the impartiality of an employee in any matter relevant to their duties, should be 
declared by the employee to their supervisor. 
 

8.1.3.3 Confidentiality & Accuracy of Information 
Information received in the course of duty must be respected and shall not be used for 
personal gain. Information given in the course of duty should be true, fair and not 
designed to mislead. 
 

8.1.3.4 Competition 
When considering the advantages to the City of maintaining a continuing relationship 
with a contractor, any arrangement which might in the long term prevent the effective 
operation of fair competition, should be avoided. 
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8.1.3.5 Gifts 
To preserve the image and integrity of employees and the City, business gifts should 
be actively discouraged. Gifts, other than those of very small intrinsic value, shall not 
be accepted. 

8.1.4 Budget 
Department Managers are responsible for ensuring budget funds are available in duly 
authorized accounts before making commitments for any capital projects. 

8.1.5 Capital Project Management Guidelines 
8.1.5.1 Capital Projects to be completed by City forces 

The City is the owner and operator of the public utilities which includes the potable 
water treatment and delivery system, the sanitary sewage collection and treatment 
system and the rainwater collection and treatment system. The City recognizes its 
legal and moral obligations to ensure the integrity and effectiveness of these systems 
and as such will retain all responsibilities for the operations, maintenance and capital 
renewal of all existing underground City utilities. Should circumstances be such that 
in-house resources are not available to undertake such operations, maintenance and 
capital renewal works, this work may be contracted out if so approved by the 
appropriate authority as detailed in section 8.1.6. 

8.1.5.2 Capital Projects to be completed by external forces 
Apart from incidental works and repairs, the City will contract out all capital works 
not specifically described in section 8.1.5.1 above. This would generally include 
roads, sidewalk, curbing, electrical, traffic signals, landscaping, pumping and 
treatment facilities and also includes the installation of any new or extended 
underground utilities. Should circumstances be such that contracted services are not 
readily available or should there be evidence that suggests that alternate means of 
completing these capital works would be in the City’s best interest, then alternate 
construction means may be pursued subject to the approval of the appropriate 
authority as detailed in section 8.1.6. 

8.1.6 Capital Project Management Procedure 
8.1.6.1 Capital Projects under $250,000 
For capital projects with a total value of less than $250,000, the Department Manager 
or designate will evaluate the capital project in terms of the estimated cost, budget 
availability, anticipated construction schedule, and construction management 
alternatives and will obtain the approval of the Director as to how the capital project 
shall be managed.  

8.1.6.2 Capital Projects between $250,000 and $1 million 
For capital projects with a total value between $250,001 and $ 1 million, the 
Department Manager or designate will evaluate the capital project in terms of the 
estimated cost, budget availability, anticipated construction schedule, and construction 
management alternatives and will obtain the approval of the Director and the City 
Manager as to how the capital project shall be managed.  
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8.1.6.3 Capital Projects exceeding $1 million 
For all projects with a total value exceeding $1 million, the Department Manager or 
designate will evaluate the capital project in terms of the estimated cost, budget 
availability, anticipated construction schedule, and construction management 
alternatives and will obtain the approval of the Director, City Manager and Council as 
to how the capital project shall be managed.  
Such approval by Council to proceed with construction should not be given for any 
capital project exceeding $1,000,000 unless all of the following steps have first been 
completed: 
i) Capital project concept is proposed (by staff, Council or general public) and 

presented to Council for formal consideration. 

ii) Council endorses the capital project concept and directs staff to proceed with a 
feasibility study. The feasibility study must define the anticipated scope of the 
project concept, review the technical merits of the project concept, provide 
order of magnitude cost estimates (Class ‘D’), review the financial impacts of 
the project concept and review the City’s financial capacity, establish probable 
project start and completion dates, and identify all available options for 
managing the conceptual project through to completion.  

iii) Council reviews and accepts the findings of the feasibility study and then 
directs staff to proceed with a preliminary design. The preliminary design must 
include a recommendation on the final scope of the project, provide a Class ‘C’ 
cost estimate, establish a preliminary financing strategy for the project, provide 
a preliminary construction schedule and a recommended project management 
strategy. 

iv) Council reviews and accepts the findings of the preliminary design and directs 
staff to proceed with detailed design. The detailed design would provide a 
clearly defined detailed final scope of work, a Class ‘A’ or pre-tender cost 
estimate, a detailed project schedule, a detailed financing strategy and a 
detailed project management strategy. 

v) Council reviews and accepts the findings of the detailed design and directs 
staff to proceed to tender (if constructed by outside forces) or to construction 
(if constructed with in-house forces). If required, tenders would be prepared 
and issued in accordance with the City’s purchasing policies. 

vi) If the project is tendered, Council reviews and awards the tender, subject to the 
project budget, schedule and management strategy being consistent with the 
final detailed design report. 

vii) Upon project completion, a final post-construction review report on the project 
will be presented to Council. The final post-construction report must provide a 
description of the final scope of work, a summary of actual construction costs, 
a summary of the actual construction schedule, a comparison with the detailed 
design report and a list of recommendations for further improving future 
capital projects.  
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8.1.7 Definitions 
8.1.7.1 Class A Estimate (Final Design or Pre-Tender) 
This is the highest level of estimate, based on quantities and unit prices from a detailed 
design or direct quotation by supplier. The detailed design should be in the order of 
95% to 100% complete. This category is to be used to confirm that the project is 
within available budget prior to proceeding or prior to issuing tender documents and is 
also used to evaluate tender submissions. Class A estimates will be reviewed and 
approved by a qualified professional engineer with appropriate project-related 
experience and expertise. 

Class A estimates to include the following: 
• 10% general contingency allowance 
• 10% allowance for engineering, legal, construction, financial and administration 

costs 
• 5% contingency allowance for inflation 
• review and approval by a qualified professional engineer 

8.1.7.2 Class B Estimate (50% Design) 
This estimate is based on the early stages of detailed design work and is used as a 
check to ensure that the project is not substantially outside of the budgetary estimates 
established during the preliminary design stage. The detailed design should be 
between 40 and 60% complete, with all necessary site investigations and studies 
completed. Quantities should be accurate within 80% of the final design.   

 
Class B estimates to include the following: 
• 20% general contingency allowance 
• 20% allowance for engineering, legal, construction, financial and administration 

costs 
• 15% contingency allowance for inflation 

8.1.7.3 Class C Estimate (Preliminary Design)  
This estimate is based on the preliminary design that provides a recommended scope 
of work for the specific project. It includes estimates for consultant design fees where 
a proposal has not been received. This category is prepared with limited site 
information and is based on probable conditions affecting the project and past 
experiences with similar projects.  

 
Class C estimates to include the following: 
• 25% general contingency allowance 
• 25% allowance for engineering, legal, construction, financial and administration 

costs 
• 20% contingency allowance for inflation  

 

8.1.7.4 Class D Estimate (Feasibility Study) 
This estimate is based on little or no site specific detailed engineering but provides 
magnitude of order or ‘ball park’ estimates and is derived from lump sum or unit costs 
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from comparable projects of similar magnitude. This category is used in developing 
long term capital plans and for comparing conceptual options.  

 
Class D estimates to include the following: 
• 30% general contingency allowance 
• 30% allowance for engineering, legal, construction, financial and administration 

costs 
• 25% contingency allowance for inflation 
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9.1 ANTI-IDLING 

9.1.2 Purpose 
To reduce unnecessary idling of City vehicles and equipment as a means of reducing noise 
pollution and air pollution in the form of greenhouse gas emissions while making efficient use 
of the City's resources. 

9.1.3  General Statement 
In the normal course of providing services to the public, City employees are frequently 
required to operate City vehicles and equipment powered by the internal combustion of fossil 
fuels. Recognizing that the idling of motor vehicles and equipment has a negative impact on 
human health and the environment by way of greenhouse gas emissions and particulates 
released during the combustion process, this policy seeks to eliminate all unnecessary idling 
of City vehicles. The procedures laid out herein are to be used as a guideline that all City staff 
should follow in the operation of City vehicles at all times. 

9.1.4 Scope 
This policy shall apply to all City staff who operate vehicles or equipment owned, leased, 
rented or operated by the City of Campbell River. This policy also applies to contractors 
working directly or indirectly for the City and to contractors working on City-owned property. 

9.1.5 Definitions 
For the purposes of this Policy, anti-idling measures shall be administered under the terms set 
out below: 
 
“Idling” means the operation of a vehicle's engine while it is not in 

motion and is not being used to power auxiliary equipment that 
is essential to assigned tasks or the operation of equipment 
while it is not being actively used for its intended function. 

“Vehicle” means but is not limited to cars, light and heavy duty trucks, 
vans, snow moving vehicles, dump trucks, loaders, backhoes, 
street sweepers, forklifts, and any other vehicle powered by the 
internal combustion of fuel. 

“Equipment” means any equipment powered by the internal combustion of 
fuel including but not limited to generators, chainsaws, weed 
whackers, and lawnmowers. 

“Fuel” means gasoline, diesel (including biodiesel), propane, natural 
gas, ethanol and any other fuel that generates greenhouse gas 
emissions during the combustion process. 

"Emergency Vehicle" means any vehicle used in emergency services including but not 
limited to emergency medical vehicles, police vehicles, fire 
safety vehicles, or other City vehicles responding to a public 
safety emergency. 
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9.1.6 Procedures 
9.1.6.1 General Anti-Idling Procedures 
All operators of City of Campbell River vehicles must ensure that when vehicles or 
equipment are not required to be running for operational purposes every effort is made 
to reduce or eliminate engine idling. 

9.1.6.2 Precedence of Manufacturers Guidelines 
In situations where idling of City vehicles or equipment is clearly defined in 
manufacturers operating instructions for warranty purposes, these instructions shall 
take precedence over sub-sections 9.1.6.1, 9.1.6.3 and 9.1.6.4. 

9.1.6.3. Initial Daily Warm-Up Period 
Idling time shall be permitted to provide safe and efficient warm-up of City vehicles 
and equipment. 

9.1.6.3.1  Heavy-Duty Vehicles & Equipment 

Idle times of up to 5 minutes are allowed for heavy-duty gasoline and diesel 
fueled vehicles and equipment during their initial shift warm-up and at any 
subsequent time during their use after a prolonged period of shut down that 
results in conditions comparable to those prior to the initial shift warm-up. 

 

9.1.6.3.2 Light-Duty Vehicles & Equipment 

Idle times of up to 1 minute are allowed for gasoline and diesel fueled equipment 
during the initial warm-up period and at any subsequent time during their use 
after a prolonged period of shut down that results in conditions comparable to 
those prior to the initial warm-up period. 

9.1.6.4 Field Operation 
The following policies apply to the operation of vehicles and equipment during regular 
use: 

9.1.6.4.1 Non-Diesel Powered Vehicles & Equipment 

No operator shall cause or permit their vehicle or equipment to idle in excess of 
1 minute if the vehicle is stopped for a foreseeable period of time. 

9.1.6.4.2 Diesel Powered Vehicles & Equipment 

No operator shall cause or permit their vehicle or equipment to idle in excess of 
3 minutes if the vehicle is stopped for a foreseeable period of time. Diesel fueled 
vehicles or equipment should only be turned off after enough time has passed to 
allow the proper circulation and cooling of engine oil, coolant, and turbo 
chargers, not to exceed 3 minutes. 
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9.1.7` Exceptions 
Section 1.5 does not apply to the following vehicles and situations: 

i) Any emergency vehicles engaged in operational activities such as public safety, fire 
services, police services, or responding to medical emergencies. 

ii) Any vehicle assisting in emergency situations. 
iii) Any vehicles or equipment while working on the Airport maneuvering area (runway). 
iv) Any vehicle without secondary batteries being used to power auxiliary equipment or 

other power needs including hydraulics, lifts, emergency lights, compressors, 
generators, or any other equipment requiring electric power. 

v) Any vehicle idling while passengers are embarking or disembarking. 
vi) Any vehicle idling while stopped in traffic, at stop lights, stop signs, or while 

following any other road sign or person directing traffic. 
vii) Any vehicle requiring idling while being serviced, maintained, repaired, or inspected. 
viii) Any situation requiring idling to defog, defrost or de-ice windows provided a scraper 

is first attempted and idling ends when fog, frost, or ice has been safely eliminated. 
ix) Any situation where no indoor shelter is provided at the work site and staff requires 

vehicle idling to dry off or remain warm. 
x) Any situation where extremely high or low temperatures require the idling to operate 

air conditioning or heating units to maintain the well-being of the operator and 
passengers. 

xi) Any situation where the safety of the operator, passengers, or any other person shall be 
compromised by shutting down the engine. 
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1. WOOD FIRST POLICY 

1.1 PURPOSE 

This policy is enacted to facilitate a community culture of wood by requiring the use of wood 
as the primary building or energy production material in the design and construction of City-
funded projects, buildings and major additions wherever practical and appropriate, in 
accordance with Bill 9 – Wood First Act, as set out by the Province of British Columbia and in 
a manner consistent with the British Columbia Building Code.  Wood should be considered 
for all projects and construction where it is economically competitive with other materials.  
Local sawmills and wood industries within the municipality of Campbell River will be 
supported and encouraged to prosper as a result of the use of wood. 

1.2 DEFINITIONS 

In this Policy, unless the context otherwise requires: 

“City” means the City of Campbell River and its Departments. 

“Council” means the municipal Council of the City of Campbell River 

“Proponent” means any entity, including a company, firm, consortium or any legal entity, 
which has been invited to submit a proposal or to submit a tender for the design or 
construction of a City-funded project, building or structure. 

“Primary building material” means a building material that is used as a structural component 
or as a major architectural component in the design of a facility or structure. 

“City-funded building” means a building the City owns, or has contributed money to fund its 
design or construction. 

“Wood product” means wood that has been prepared for use in construction or energy 
production and may include but is not limited to sawn and dressed timber, plywood, 
fabricated wood, wooden  structural components, fittings and joinery, oriented strand board, 
trusses, preservative treated wood, glulams and engineered wood products such as 
laminated veneer lumber and wooden furniture. 

1.3 APPLICATION 

This policy applies to City-funded projects and buildings or structures within the City of 
Campbell River.  

1.4 GENERAL REQUIREMENTS 

Projects for the design, construction and installation of wood structures or wood-use in 
energy production should ensure all requests for proposal outline experience and excellence 
in utilizing wood as a key qualifying criterion.   
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 1.4.1  
Where practical and appropriate, design proposals for City-funded buildings or 
applicable projects shall include a detailed description of how wood will be used. 

 1.4.2  
Favourable consideration may be given to design proposals for City-funded 
projects that demonstrate a more substantial and/or innovative use of wood. 

 1.4.3  
Favourable consideration may be given to design proposals for City-funded  
projects from proponents that demonstrate a greater degree of expertise in the 
use of wood.   

 1.4.4  
Favourable consideration may be given to design proposals for City-funded projects 
that maximize the use of wood. 

1.5 EXCEPTIONS 
 This policy applies only to projects funded by the City. 

1.6 ENFORCEMENT 

 1.6.1 Failure of a proponent to provide a detailed description of how wood will be used  
  in the design of a City-funded project may result in a proposal not being considered. 

1.6.2 Failure of a proponent to demonstrate a clear understanding of available wood and 
how this wood may be incorporated into the design of a City-funded project may 
result in a proposal not being considered. 

1.7 SEVERABILITY 

 The provisions of this policy are severable and the invalidity of any part of this policy  
 will not affect the validity of the remainder of this policy. 


	1- ADMINISTRATIVE -  Sep 22-09 -Torch-Order of BC.pdf
	2 - FINANCE - Amended Aug-09.pdf
	3-  PARKS AND RECREATION -Amended Apr 10-07.pdf
	4 - PROPERTY - Amended to City Status.pdf
	5 - PUBLIC WORKS - Amended Aug 09 with procedures.pdf
	5 - PUBLIC WORKS - Amended Aug 09
	Pages from Jul 07-09 Regular Council Agenda

	6 - PURCHASING POLICY - Environmental Purchasing.pdf
	7 - Risk Management Policy City.pdf
	8 - CAPITAL PROJECT MANAGEMENT - New Mar 13-06.pdf
	9 - ENVIRONMENTAL - Nov 4-08.pdf
	10 - WOOD FIRST POLICY.pdf
	1. WOOD FIRST POLICY
	1.1 PURPOSE
	1.2 DEFINITIONS
	1.4 GENERAL REQUIREMENTS
	1.4.1 
	Where practical and appropriate, design proposals for City-funded buildings or applicable projects shall include a detailed description of how wood will be used.

	1.4.2 
	Favourable consideration may be given to design proposals for City-funded projects that demonstrate a more substantial and/or innovative use of wood.

	1.4.3 
	Favourable consideration may be given to design proposals for City-funded 
	projects from proponents that demonstrate a greater degree of expertise in the use of wood.  

	1.4.4 

	1.6 ENFORCEMENT
	1.7 SEVERABILITY


	Cover Page for Web.pdf
	LATEST VERSION: SEPTEMBER 21, 2010
	INDEX OF POLICIES

	Cover Page for Web.pdf
	LATEST VERSION: November 2, 2010
	INDEX OF POLICIES

	5 - PUBLIC WORKS - Amended Nov 10.pdf
	5. PUBLIC WORKS
	TABLE OF CONTENTS

	5.1 FIRE HYDRANT MAINTENANCE – (Deleted)
	5.2 CITY CONSTRUCTION CREWS
	5.3 CITY DAMAGE TO DRIVEWAYS
	5.4 CITY DAMAGE TO PROPERTY
	5.5 NO CURB CUTS ON VACANT PROPERTY
	5.6 NOXIOUS WEEDS
	5.7 PARK FENCING
	5.8 PARK PLAYGROUND EQUIPMENT – (Deleted)
	5.9  ROAD DRAINAGE DITCH – (Deleted
	5.10 ROAD MAINTENANCE – (Deleted)
	5.11 ROADSIDE BRUSHING – (Deleted)
	5.12 ROTATION SYSTEM FOR RENTAL EQUIPMENT
	5.13 SANITARY SEWER MAINTENANCE – (Deleted)
	5.14 SEWER CONNECTION BREAKS
	5.14.1 Responsibilities
	5.14.2 Investigation
	5.14.3 Cost

	5.15 WATER CONNECTION LEAKS OR BREAKS
	5.15.1 Responsibilities
	5.15.2 Investigation
	5.15.3 Cost

	5.16 SIDEWALK MAINTENANCE – (Deleted)
	5.17 SIDEWALK (WINTER MAINTENANCE) – (Deleted
	5.18 SIDEWALK WHEELCHAIR RAMPS
	5.19 SNOW REMOVAL AND ICE MANAGEMENT
	5.19.1 Purpose
	The purpose of the Snow and Ice Management Policy is to:
	Establish an acceptable balance between the community’s transportation and safety needs and its financial capacity;
	Ensure that the City transportation infrastructure is managed appropriately during snow and ice conditions;
	Provide consistency in provision of different levels of service throughout the community.
	5.19.2 Scope
	The Snow and Ice Management Policy applies to the City’s roads, sidewalks, parking lots and maintained trail networks, as defined in the City’s Official Community Plan. Snow and ice management along provincial highways is managed in accordance with p...
	Priority levels are established to insure that emergency response routes are maintained, transit services can continue, the public has reasonable access to arterial and collector roadways throughout the community; and to mitigate or reduce hazards to...
	5.19.3 Definitions
	Anti-icing: is the application of a chemical or other agent to prevent or reduce the opportunity for precipitation or frost to bond to the road surface
	Deicing: is the application of a deicer to the top of the snow, frost or iced surface to promote melting of the snow, frost or ice
	Minor Storm: a storm that produces less than 15 cm of snow in one continuous event (start to finish as reported by Environment Canada)
	Major Storm: a storm that produces more than 15 cm of snow in one continuous event (start to finish as reported by Environment Canada)
	Pre-wetting: the application of a liquid deicer into the sand or salt at time of application
	Snow Plowing: the use of equipment to move or remove snow from accumulating on the roadway surfaces
	Driving Lane: is the asphalt surface from the road centerline, the width of the marked lane (multi lane roadways) or equivalent of a lane width on a two lane roadway. (Travelled lanes on multi lane roadways or those with marked bike lane would be add...
	Highways: Inland Highway 19 and Highway 19A (from the entrance to BC Ferries to the connection to Highway 19), Jubilee Parkway and Highway 28 are the responsibility of the Province
	Arterial Roadways: Major roadways within the community generally connecting the north and south portions of the community. They include, but are not limited to Dogwood, Alder, Island Highway (19A), Hilchey and Petersen (as identified in the OCP)
	Collector Roadways: Roadways that connect to the main arterial roadways. They include but are not limited to Erikson, Evergreen, McPhedran, 6th and 7th Avenue, Pincrest (as identified in the OCP)
	Local Roadways: The remainder of the roadways within the community that feed into the collector roadways. These do not include lanes or private property (strata’s etc.) (as identified in  the OCP)
	Commercial/Downtown Core:
	Areas as identified in the OCP as commercial in designation and the areas in and around Shoppers Row
	Public Parking Areas: Parking lots or areas owned and maintained by the City, and may include parking lots for City parks or facilities
	Transit Routes: Those routes on which BC Transit operates regularly scheduled transit service that may change at times with schedule adjustments, etc. These routes do not include areas serviced by custom transit (Handy Dart) services
	Snow and Ice Management Procedures:
	This refers to the procedural guidelines established to evaluate and undertake the appropriate actions to carry out the operations related to the Snow and Ice Management Policy. These procedures are to be reviewed yearly and amended as required to r...
	5.19.4 Priority
	First Priority shall be given to the City’s arterial road network; and any designated emergency routes and facilities. The objective is to insure passable driving lanes along the major road networks and to emergency service providers.
	Secondary Priority shall be given to snow and ice management along collector roads, transit routes and most commercial areas which may include select public parking facilities. The objective is to provide passable driving lanes along collector roadway...
	Third Priority for snow and ice management will be along local roads and responses to site-specific hazards. The objective is to provide passable driving lanes from the local roadways to the collector road network. Site specific locations/hazards may...
	5.19.5 Levels of Service
	The City shall apply snow and ice management levels of service as described in the Snow and Ice Management Procedures component for each of its priority areas. This Policy applies to the winter months from November 1 to March 1. Snowfalls and ice mai...
	The goal of snow removal is to open up a minimum of one driving lane (or bi-directional lanes on arterial and collector roadways) to provide the public and emergency vehicles reasonable access around the community. As outlined in the procedures, this...
	Service levels for a minor storm event will focus on salting/sanding streets and intersections, with plowing of the streets as a secondary goal. In major events, the focus will shift to plowing operations followed by sanding and salting operations. W...
	In response to snow and ice management requests, the City will:
	a) Receive the request(s);
	b) Prioritize the request(s);
	c) Investigate, if deemed necessary; or undertake appropriate action based on the location of the issue (based on the priority schedule and management procedures)
	Regular inspection of the key roadways or areas are to be used as a preventative approach to possible developing problems. This will be done under the direction of the Road’s Supervisor and/or the Transportation Manager; and will be scheduled based on...
	Third Priority roadways shall be dealt with during normal operating hours (Monday to Friday) unless directed otherwise, based on the event and overall conditions, by the Road’s Supervisor, Transportation Manager or the General Manager of Operations. W...
	5.19.6 Sidewalk and Roadside Maintenance
	Snow and ice maintenance for sidewalks is outlined in the Traffic and Highways Regulations Bylaw (No. 3043, Part III, Section 20) that requires:
	The owners or occupiers (tenants) to remove snow or ice from any roof or other part of a structure that is situated adjacent to or abutting any portion of the highway (roadway) that constitutes a danger to persons or property using the highway by impo...
	Owner or tenants of all commercial, industrial or institutional premises are required to clear snow and ice from the sidewalks abutting their premises by 10 a.m. on any day that the premise is open to the public
	Owners or managers of all multi-unit residential premises are required to clear snow and ice from the sidewalks abutting their premises by 10 a.m. on any day the premises are occupied
	Owners or residents of single or duplex residences are requested to clear snow and ice abutting their premises
	No person shall remove snow or ice from the sidewalks abutting their premises and place it on the roadway except where the removal of the snow or ice is impracticable.
	Sidewalks adjacent to City properties will be dealt with to coincide with the priority removal of snow and ice from the roadway wherever practical. Service levels are to be determined based on the storm event, sidewalk conditions, and needs and safet...
	The City shall endeavour to clear snow adjacent to bus stops as practical based on location and equipment available. Snow and ice management at the bus stop locations will be dealt with on an as needed basis.
	Pathways and similar structures will be given a low priority. Culverts and catch basis shall be dealt with on an as needed basis.
	5.19.7 Environmental Awareness
	In light of a heightened awareness of environmental impacts that winter maintenance services may impose, the City will:
	a) Assign a heightened priority to environmental impositions;
	b) Annually review and evaluate the environmental impact of maintenance operations;
	c) Be pro-active in researching and implementing methodologies to mitigate negative impact;
	d) Use Best Management Practices.
	5.19.8 Emergency Response
	Emergency response to snow and ice management will be evaluated and determined by the Road’s Supervisor and/or the Transportation Manager. Any conditions that exceed the City’s normal operational capacity to manage snow and ice conditions will be bro...
	Response to calls from emergency agencies and the public will be dealt with as per the response plan under levels of service. Variation on this response to local issues or specific hazards will be solely at the discretion of the Road’s Supervisor and...
	5.20 STORM SEWER MAINTENANCE – (Deleted)
	5.21 STREET SIGNS TO INCLUDE BLOCK NUMBER
	5.22 TRAFFIC SIGN MAINTENANCE – (Deleted)
	5.23 USE OF CITY GRAVEL PIT
	5.24 STOP SIGN POLICY
	5.24.1 Local/Local Street
	5.24.2 Local/Collector or Arterial Street
	5.24.3 Collector/Collector Street
	5.24.4 Collector/Arterial Street
	5.24.5 Arterial/Arterial Street
	5.24.6 Four-Way Stops
	5.24.7 Visibility Intersections

	5.25  NEIGHBOURHOOD TRAFFIC MANAGEMENT
	5.25.1 Purpose
	5.25.2 Scope
	5.25.3 Definitions
	5.25.4  Objectives
	5.25.5 Procedures


	2 - FINANCE - Amended Feb 2010.pdf
	2. FINANCE
	2.1 DEBT MANAGEMENT STRATEGY
	2.2 GENERAL REVENUE FUND SURPLUS
	2.3 GRANTS
	2.3.1 Purpose
	2.3.2 Authorization
	2.3.3 Funding
	2.3.4 Process
	2.3.5 Categories
	2.3.6 Sponsorship of Conventions
	2.3.7 Transit Fees – Student Reduction
	2.3.8 Eligibility
	2.3.9 Merit
	2.3.10 Conditions of Funding
	2.3.11 Application
	2.3.12 Definitions/Descriptions

	2.4 GRANTS-IN-AID FOR RECREATION FACILITY RENTALS
	2.5 CITY DAMAGE REWARDS
	2.6 TAXATION
	2.6.1 Permissive Property Tax Exemptions
	2.6.2 Tax Sales (City Manager Authorized to Bid)
	2.6.3 Parcel Tax Notices

	2.7 EMERGENCY EXPENDITURES
	2.7.1 Emergency Expenditures are Defined as:
	2.7.2 Authority for Making Emergency Expenditure
	2.7.3 Procedure for Making Emergency Expenditure

	2.8  INVESTMENTS
	2.8.1  Purpose and Objective of Policy
	2.8.2  Scope of Policy and Definitions
	2.8.3  Purpose and Objectives of Investments
	2.8.4  Standards of Care
	2.8.5  Authorized and Suitable Investments
	2.8.6  Investment Parameters
	2.8.7  Credit Risk Guidelines and Investment Limits

	2.9 EQUIPMENT REPLACEMENT POLICY
	2.9.1 Purpose of Policy
	2.9.2 Fire Department Equipment Replacement Reserve
	2.9.3 Level of Reserve
	2.9.4 Fire Department Equipment Charge Out Rates
	2.9.5 Purchase of Equipment
	2.9.6 Public Works Equipment Replacement Reserve
	2.9.7 Level of Reserve
	2.9.8 Public Works Equipment Charge Out Rates
	2.9.9 Purchase Of Equipment
	2.9.10 Airport Equipment Replacement
	2.9.11 Purchase Of Equipment

	2.10 BUILDING RENTAL DEMOLITION AND RECLAMATION
	2.10.1 Purpose
	2.10.2 Building Rental Demolition and Reclamation Reserve
	2.10.3 Level of Reserve
	2.10.4 Authorized Use of Reserve Funds

	2.11 CAPITAL LENDING RESERVE
	2.11.1 Guiding Principles

	2.12 ACCOUNTS RECEIVABLE POLICY
	2.12.1 PURPOSE
	2.12.2 SCOPE
	2.12.3 DEFINITIONS
	2.12.4 EXTENSION OF CREDIT
	2.12.5 CREDIT APPLICATION AND APPROVAL
	2.12.6 WITHDRAWAL OF CREDIT PRIVILEGES
	2.12.7 NON-SUFFICIENT FUND CHEQUES & OTHER DISHONOURED PAYMENTS
	2.12.8 ADMINISTRATIVE COST RECOVERY FEE AND INTEREST CHARGES
	2.12.09 PAYMENT TERMS AND COLLECTIONS
	2.12.10 ALLOWANCE FOR DOUBTFUL ACCOUNTS
	2.12.11 AUTHORIZATION TO WRITE OFF ACCOUNTS RECEIVABLE
	2.12.12 REPORTING OF BAD DEBTS
	2.12.13 IMPLEMENTATION OF POLICY


	2 - FINANCE - Amended Feb 2010.pdf
	2. FINANCE
	2.1 DEBT MANAGEMENT STRATEGY
	2.2 GENERAL REVENUE FUND SURPLUS
	2.3 GRANTS
	2.3.1 Purpose
	2.3.2 Authorization
	2.3.3 Funding
	2.3.4 Process
	2.3.5 Categories
	2.3.6 Sponsorship of Conventions
	2.3.7 Transit Fees – Student Reduction
	2.3.8 Eligibility
	2.3.9 Merit
	2.3.10 Conditions of Funding
	2.3.11 Application
	2.3.12 Definitions/Descriptions

	2.4 GRANTS-IN-AID FOR RECREATION FACILITY RENTALS
	2.5 CITY DAMAGE REWARDS
	2.6 TAXATION
	2.6.1 Permissive Property Tax Exemptions
	2.6.2 Tax Sales (City Manager Authorized to Bid)
	2.6.3 Parcel Tax Notices

	2.7 EMERGENCY EXPENDITURES
	2.7.1 Emergency Expenditures are Defined as:
	2.7.2 Authority for Making Emergency Expenditure
	2.7.3 Procedure for Making Emergency Expenditure

	2.8  INVESTMENTS
	2.8.1  Purpose and Objective of Policy
	2.8.2  Scope of Policy and Definitions
	2.8.3  Purpose and Objectives of Investments
	2.8.4  Standards of Care
	2.8.5  Authorized and Suitable Investments
	2.8.6  Investment Parameters
	2.8.7  Credit Risk Guidelines and Investment Limits

	2.9 EQUIPMENT REPLACEMENT POLICY
	2.9.1 Purpose of Policy
	2.9.2 Fire Department Equipment Replacement Reserve
	2.9.3 Level of Reserve
	2.9.4 Fire Department Equipment Charge Out Rates
	2.9.5 Purchase of Equipment
	2.9.6 Public Works Equipment Replacement Reserve
	2.9.7 Level of Reserve
	2.9.8 Public Works Equipment Charge Out Rates
	2.9.9 Purchase Of Equipment
	2.9.10 Airport Equipment Replacement
	2.9.11 Purchase Of Equipment

	2.10 BUILDING RENTAL DEMOLITION AND RECLAMATION
	2.10.1 Purpose
	2.10.2 Building Rental Demolition and Reclamation Reserve
	2.10.3 Level of Reserve
	2.10.4 Authorized Use of Reserve Funds

	2.11 CAPITAL LENDING RESERVE
	2.11.1 Guiding Principles

	2.12 ACCOUNTS RECEIVABLE POLICY
	2.12.1 PURPOSE
	2.12.2 SCOPE
	2.12.3 DEFINITIONS
	2.12.4 EXTENSION OF CREDIT
	2.12.5 CREDIT APPLICATION AND APPROVAL
	2.12.6 WITHDRAWAL OF CREDIT PRIVILEGES
	2.12.7 NON-SUFFICIENT FUND CHEQUES & OTHER DISHONOURED PAYMENTS
	2.12.8 ADMINISTRATIVE COST RECOVERY FEE AND INTEREST CHARGES
	2.12.09 PAYMENT TERMS AND COLLECTIONS
	2.12.10 ALLOWANCE FOR DOUBTFUL ACCOUNTS
	2.12.11 AUTHORIZATION TO WRITE OFF ACCOUNTS RECEIVABLE
	2.12.12 REPORTING OF BAD DEBTS
	2.12.13 IMPLEMENTATION OF POLICY


	Cover Page for Web.pdf
	REVISED: February 15, 2011
	INDEX OF POLICIES

	1- ADMINISTRATIVE -  Feb 15-11 correspondence.pdf
	1. ADMINISTRATIVE FAIRNESS POLICY
	(1) Purpose
	(2) Application
	(3) Procedure
	(a) Receipt of a Complaint
	(i) Informal Complaint
	(ii) Formal Complaint

	(b) Record Keeping
	(c) Processing of Formal Complaints
	(i) Acknowledgment
	(ii) Stage One – Referral/Review
	(iii) Stage Two – Review by Chief Administrative Officer

	(d) Appeals
	(i) Review by the City



	2. ADVERTISING ON CITY MEDIUMS
	(1) Purpose
	(2) Definitions
	(3) Guiding Principle
	(4)  Guidelines
	(a) Display of advertising on City properties/mediums does not constitute endorsement of the content by the City.
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	(a) quality and timeliness of product and service delivery;
	(b) value of product, service and cash provided to the City;
	(c) cost to the City to service the agreement;
	(d) compatibility of products and services with City policies and standards;
	(e) marketplace reputation.
	Single sourcing of advertising opportunities is appropriate when:
	(a) the Advertiser initiates a pilot project over a defined period of time;
	(b) it is determined that there is likely only one interested and suitable potential advertiser.

	(7) Approval/Authority
	(a) A legal agreement will be drawn up and signed by both parties for annual values over $1,000 prior to any posting of advertisements. The Department Manager or designate has signing authority for advertising arrangements up to $10,000 annually. Coun...
	(b) All advertising agreements over $1,000 must confirm all dates of the advertising arrangement, clearly indicate what the advertiser is contributing to the project and the value of that contribution (best market value estimate), indicate all forms o...
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	Facilities means any building owned by or operated by the City including an arena, meeting centre, or recreational centre.
	(c) Parks
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	(d) Class “A” Event
	Class “A” Event means an event for which admission is open to the public either at no cost or for which a fee has been charged.
	(e) Class “B” Event
	Class “B” Event means an event for which admission is closed to invited guests or members only.

	(10) Regulations
	All sponsors of events at a Facility or Park, at which alcohol is served, are requested to ensure that a Designated Driver Programme is in place.
	(a) Class “A” Event
	(i) a designated driver announcement made to the assembled guests encouraging the use of a designated driver or alternate transportation for the event;
	(ii) designated driver information posted prominently at each station where alcohol is served; and
	(iii) designated driver reminders at each table where guests are seated.
	(b) Class “B” Event
	(i) designated driver information posted prominently at each station where alcohol is served; and
	(ii) designated driver reminders at each table where guests are seated.

	(c) Designated Driver Materials
	(i) Responsibility of Sponsor
	It shall be the responsibility of the event organisers and/or sponsors to determine the quantity of material needed for their event.  If additional materials are needed, it will be the responsibility of the event organisers and/or sponsors to obtain s...



	4. BYLAW ENFORCEMENT
	(1) Health and Safety Issues
	(2) Quality of Life Issues
	(3) Protection of Identity
	(a) Investigation
	(i) Following receipt of a written complaint, the complaint will be investigated by a designated enforcement official to determine the nature and extent of the Bylaw infraction, if any.
	(ii) If the alleged bylaw infraction is unfounded the complainant will be so advised.
	(iii) If the alleged bylaw infraction is confirmed, the violator will be advised of the nature of the complaint and given a specified time to comply.

	(b) Enforcement Measures
	(i) if the infraction relates to a building or structure that is listed for sale, the listing salesperson and manager of the listing company will be notified of the Bylaw infraction; or,
	(ii) if the infraction relates to a building or structure that is considered by the Building Inspector to be unsafe, a report pursuant to the provisions of the Local Government Act will be presented to Council recommending demolition, repair, or the f...
	(iii) prosecution through the Courts including an application for an injunction, if appropriate;
	(iv) direct action by the City where the City is so authorized under the Local Government Act.

	(c) Court Prosecutions
	(d) Secondary Suites
	(i) The City will respond to written complaints from individuals residing within a 100 metre radius of the alleged secondary suite by notifying the owner, and doing an inspection. The City may initiate action without receipt of a complaint if it is su...
	(ii) Where the illegal suite is confirmed to exist, written notice is given to the owner to initiate rezoning; or provide evidence that the tenant has been given notice of eviction; and ensure bylaw compliance.
	(iii) Where no response is received, or a rezoning is not successful, legal action is initiated and a notice is placed on title of the property to provide information to a potential purchaser or mortgagor.



	5. COAT OF ARMS
	(1) Coat of Arms
	(2) Logo
	(3) Sponsored Materials
	(4) Lapel Pins
	(5) Coat Of Arms Apparel Restriction

	6. VISUAL IDENTITY & LOGO USE
	(1) Coat of Arms
	(a) The Shield and the Coronet
	(b) The Supporters
	(c) The Compartment & Motto

	(2) Corporate Logo
	(3) Logo Use
	(a) Application forms are available from the Legislative Services Department.
	(b) Return the signed application form along with a copy of the proposed use of the logo, to Legislative Services Department by mail, fax or e-mail [contact information is listed below].  Allow a minimum of five business days for approval.
	(c) Once your application is approved, follow the guidelines for reproduction contained in the Logo Guidelines Manual [to be provided upon approval].


	7. GOVERNMENT CORRESPONDENCE
	8. LICENCES
	(1) Business Licences
	(a) Vacuum cleaner sales;
	(b) Telemarketing for fund raisers;
	(c) Telemarketing for sales;
	(d) Escort agencies;
	(e) Door-to-door sales of building materials & security systems;


	9. MISCELLANEOUS SIGNAGE
	(1) Transit Buses
	(2) Westerly Side of Dogwood/Elm Street

	10. TEMPORARY HELIPORT
	11. PARTNERS IN PROGRESS
	(1) Goals
	(a) To enhance our community through the development of partnerships;
	(b) To ensure that there is a mutual benefit between the Partner and the City of Campbell River; and;
	(c) To provide partnership opportunities to a variety of individuals, organizations and businesses.

	(2) General Interest and Understanding
	(a) Partnership is defined as a relationship between the City of Campbell River and an individual, organization or business which voluntarily provides cooperation between/among partners having individual and joint rights and responsibilities.
	(b) Partnerships can be initiated by potential partners or by the City of Campbell River.
	(c) The projected outcome must be compatible with the operating philosophy of the City of Campbell River and will fall under the guidelines of Federal, Provincial and City Legislation.
	(d) The projected outcomes from the partnership will be clear, definable and measurable.
	(e) Partnerships must not directly benefit any employee or servants of the City of Campbell River.
	(f) Recognition and acknowledgment of partners will be mutually agreed upon.
	(g) Project materials must meet the standards acceptable to the City of Campbell River.
	(h) All partnership agreements must be approved by Council.
	(i) All Proposed Partnerships must be outlined in the form of an application to Council which may be delivered to any Department.

	(3) Partners in Progress Applications
	(a) An application form for each proposed partnership shall be completed by the applicant and include the following information;
	(b) Applicant Information: Key contact person, organization name, certificate of registration or applicable evidence of identity;
	(c) Project Description, detailing the benefits of the project to the community and partners; identifying the appropriate department or function of the City; all drawings, locations, schedules and products of the partnership where applicable.
	(d) A Location Map illustrating the location of the proposed partnership, meetings or impacts.
	(e) A project time line showing key milestones and decision making points.
	(f) A table illustrating the proposed budget.
	(g) Cost estimates which detail wages, labour, in-kind, equipment, materials. Break down the estimated cost of the project illustrating allowances for volunteer time based on minimum wage rates or time in lieu of cash. Cost estimates should be backed ...
	(h) Those projects with an extended time line must be accompanied by a detailed budget illustrating phases and sources of funds and time required.
	(i) All proposals should demonstrate the on-going requirement for maintenance and replacement costs.
	(j) Details on inspection of construction and work certification must be included in the proposals when appropriate, in compliance with standards.

	(4) Process and Procedures
	(a) All proposals are to be submitted to the Chief Administrative Officer for receipt and entry into a Proposal Log. Proposals may be reassigned by the City Manager as staff time permits.
	(b) All proposals will be circulated to departments for input and comment in order to identify any cross interests, standards of practice, and additional City work.
	(c) Specific proposals that are estimated at a total cost greater than $50,000 for materials and labour (including in-kind contributions) will be circulated by the City to community groups and associations for assessment and community input in order t...
	(d) Assigned staff will work with proponents to review and respond to comments that arise from the circulation process.
	(e) Upon completion of review, a report from assigned staff will be presented to the City Manager for agenda approval to the appropriate Committee of Council.
	(f) All approved partnerships will be authorized in the form of a standard agreement, executed by Council resolution which will be completed with a signing delegation at Council.
	(g) Each proposed partnership will be reviewed and assessed on its benefit to the City and Community in terms of impacts on General Revenue.
	(h) All financial contributions shall be deposited at the time of application, with the Finance Department, prior to final approval of the partnership by Council.
	(i) The Finance Department shall allocate an account for the project for the authorization and payment of approved invoices.
	(j) During a construction project, reports and updates shall be provided by the applicant on a regular basis.
	(k) On completion of the project, a final inspection will take place prior to the acceptance of ownership by the City of Campbell River, wherever applicable.
	(l) All unexpended funds deposited with the City of Campbell River will be returned to the depositor upon achievement of substantial completion by the appropriate manager.
	(m) Projects involving City of Campbell River funds must be completed within the fiscal year or a written request to carry over must be submitted to the Chief Financial Officer of the City of Campbell River.
	(n) Where applicable, the proposal shall be the subject of a request for Expressions of Interest or a Request for Proposals, as commissioned through the City Purchasing Agent, subject to standards of practice.
	(o) The City of Campbell River reserves the right to decline to participate or engage in a partnership.

	(5) Coordination
	(a) The assigned staff member shall be responsible for communicating with the applicants and other members of the project team through regular meeting minutes.
	(b) When applicable, a maintenance agreement shall be created between the City of Campbell River and the Partner.


	12. EXTERNAL COMMUNICATIONS POLICY
	(1) Communications Philosophy
	(2) Communications Principles:
	(a) interactive,
	(b) timely,
	(c) clear, concise and transparent,
	(d) meaningful, relevant, and value-added,
	(e) inclusive and collaborative, and
	(f) appropriate and respectful.

	(3) Communications Goals:
	(a) Public Information Goal
	(b) Citizen Communications Goal
	(c) Community Relations Goal
	(d) Media Relations Goal
	(e) Crisis and Issue Management Goal
	(f) Communications Methods:
	(i) Citizen Surveys
	(ii) Annual Report
	(iii) Website
	(iv) Media Releases
	(v) Media Interviews and Appearances
	(vi) Advertising
	(vii) Correspondence



	13. FREEDOM OF THE CITY AWARD
	(1) Purpose
	(2) Definition
	(3) Criteria
	(a) Selfless service to the community;
	(b) Outstanding achievements in a number of areas within the arts, business, humanities, politics, community service, sports, environment or professional endeavours;
	(c) The honour cannot be bestowed posthumously;
	(d) Nomination requests will be accepted but not solicited from the public;
	(e) Nomination of an ex-Council member not be considered for a minimum of one year after that member’s term has ended.

	(4) Award
	(b) An invitation to formal City celebrations;
	(c) A professionally drafted and framed certificate;
	(d) A photo portrait sitting to be displayed at City Hall as well as a copy to keep.
	(a) is deemed to be an elector of the City and is eligible to be registered as such and to vote in an election for Mayor or Councillor, and
	(b) despite any other enactment, if the person is a Canadian citizen, is deemed to be qualified to be nominated, be elected and hold office on Council.


	14. COMMUNITY BUILDER AWARD
	(1) Purpose
	(2) Definition
	(3) Criteria
	(a) Specific service, deeds and activities that have made our community a better place to live;
	(b) Outstanding contributions in a particular field or endeavor;
	(c) Selfless volunteerism;
	(d) Can include posthumous nominees.

	(4) Award
	(a) An explanation of the reason why they are receiving the award;
	(b) A professionally drafted and framed certificate presented by the Mayor at a community volunteer recognition dinner;
	(c) Their name listed on a Community Builder Wall to be located in a City public place.


	15. COMMUNITY USE OF SPIRIT OF THE RIVER TORCH
	(1) Purpose
	(2) Criteria
	(a) Requests for use of the torch will be in writing.
	(b) At least one week's notice will be given when making a request.
	(c) Requesting organizations must be based in Campbell River and holding a public event or significant community ceremony, inviting members of Council or a City official.
	(d) Requesting organizations must be not-for-profit groups.

	(3) Conditions of Use
	(a) The Torch flame will only be used outdoors, by a person 19 years of age or older.
	(b) Indoor Use of flame mechanism may be permitted in auditoriums and gymnasiums if approved in writing by the Campbell River Fire Department.  Use indoors requires the torch to remain within an area defined by the Fire Department.
	(c) The person responsible for borrowing the Spirit of the River is an adult and is responsible for the care of the all of the items associated with the Spirit of the River torch as well as the torch. This person’s organization will be financially res...
	(d) A Security Deposit of $250 is required.
	(e) The torch and associated items must be returned on the agreed date. (Failure to do so may result in the loss of the security deposit).
	(f) The applicant will assume all liability relating to the use of the Spirit of the River and will provide Third Party Liability Insurance for $2 Million, with the City of Campbell River named as an additional insured.
	(g) The applicant will complete torch safety orientation.
	(h) The torch and flame mechanism will be displayed on a table on the dedicated rack and stored and transported in the dedicated case(s). After use, the torch will cool for at least 10 minutes before transport.
	(i) The torch bearer shall not be wearing hair spray and shall maintain the torch in a safe manner that does not pose a burn risk to people or property. The torch bearer shall also be aware of the weight of the torch and size of the flame and understa...


	SCHEDULE ‘A’
	16. ORDER OF BRITISH COLUMBIA NOMINATION PROCESS
	(1) Purpose
	(2) Definition
	(3) Criteria

	17. COUNCIL LIAISON, STAFF LIAISON, RECORDING SECRETARY & COMMITTEE  REPORTING TO COUNCIL
	(1)  Council liaison
	The Council liaison or their alternate is expected to attend the meetings of their appointed committee.  If unable to attend the Council liaison arranges for their alternate to attend and is later briefed on the proceedings;

	(2) Staff liaison
	(3) Recording secretary
	(4) Committee Reporting to Council

	18. COUNCIL CORRESPONDENCE POLICY
	(1) Purpose
	(2) Definitions
	(3)   Procedure
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	5. PUBLIC WORKS
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	5.1 FIRE HYDRANT MAINTENANCE – (Deleted)
	5.2 CITY CONSTRUCTION CREWS
	5.3 CITY DAMAGE TO DRIVEWAYS
	5.4 CITY DAMAGE TO PROPERTY
	5.5 NO CURB CUTS ON VACANT PROPERTY
	5.6 NOXIOUS WEEDS
	5.7 PARK FENCING
	5.8 PARK PLAYGROUND EQUIPMENT – (Deleted)
	5.9  ROAD DRAINAGE DITCH – (Deleted
	5.10 ROAD MAINTENANCE – (Deleted)
	5.11 ROADSIDE BRUSHING – (Deleted)
	5.12 ROTATION SYSTEM FOR RENTAL EQUIPMENT
	5.13 SANITARY SEWER MAINTENANCE – (Deleted)
	5.14 SEWER CONNECTION BREAKS
	5.14.1 Responsibilities
	5.14.2 Investigation
	5.14.3 Cost

	5.15 WATER CONNECTION LEAKS OR BREAKS
	5.15.1 Responsibilities
	5.15.2 Investigation
	5.15.3 Cost

	5.16 SIDEWALK MAINTENANCE – (Deleted)
	5.17 SIDEWALK (WINTER MAINTENANCE) – (Deleted
	5.18 SIDEWALK WHEELCHAIR RAMPS
	5.19 SNOW REMOVAL AND ICE MANAGEMENT
	5.19.1 Purpose
	The purpose of the Snow and Ice Management Policy is to:
	Establish an acceptable balance between the community’s transportation and safety needs and its financial capacity;
	Ensure that the City transportation infrastructure is managed appropriately during snow and ice conditions;
	Provide consistency in provision of different levels of service throughout the community.
	5.19.2 Scope
	The Snow and Ice Management Policy applies to the City’s roads, sidewalks, parking lots and maintained trail networks, as defined in the City’s Official Community Plan. Snow and ice management along provincial highways is managed in accordance with p...
	Priority levels are established to insure that emergency response routes are maintained, transit services can continue, the public has reasonable access to arterial and collector roadways throughout the community; and to mitigate or reduce hazards to...
	5.19.3 Definitions
	Anti-icing: is the application of a chemical or other agent to prevent or reduce the opportunity for precipitation or frost to bond to the road surface
	Deicing: is the application of a deicer to the top of the snow, frost or iced surface to promote melting of the snow, frost or ice
	Minor Storm: a storm that produces less than 15 cm of snow in one continuous event (start to finish as reported by Environment Canada)
	Major Storm: a storm that produces more than 15 cm of snow in one continuous event (start to finish as reported by Environment Canada)
	Pre-wetting: the application of a liquid deicer into the sand or salt at time of application
	Snow Plowing: the use of equipment to move or remove snow from accumulating on the roadway surfaces
	Driving Lane: is the asphalt surface from the road centerline, the width of the marked lane (multi lane roadways) or equivalent of a lane width on a two lane roadway. (Travelled lanes on multi lane roadways or those with marked bike lane would be add...
	Highways: Inland Highway 19 and Highway 19A (from the entrance to BC Ferries to the connection to Highway 19), Jubilee Parkway and Highway 28 are the responsibility of the Province
	Arterial Roadways: Major roadways within the community generally connecting the north and south portions of the community. They include, but are not limited to Dogwood, Alder, Island Highway (19A), Hilchey and Petersen (as identified in the OCP)
	Collector Roadways: Roadways that connect to the main arterial roadways. They include but are not limited to Erikson, Evergreen, McPhedran, 6th and 7th Avenue, Pincrest (as identified in the OCP)
	Local Roadways: The remainder of the roadways within the community that feed into the collector roadways. These do not include lanes or private property (strata’s etc.) (as identified in  the OCP)
	Commercial/Downtown Core:
	Areas as identified in the OCP as commercial in designation and the areas in and around Shoppers Row
	Public Parking Areas: Parking lots or areas owned and maintained by the City, and may include parking lots for City parks or facilities
	Transit Routes: Those routes on which BC Transit operates regularly scheduled transit service that may change at times with schedule adjustments, etc. These routes do not include areas serviced by custom transit (Handy Dart) services
	Snow and Ice Management Procedures:
	This refers to the procedural guidelines established to evaluate and undertake the appropriate actions to carry out the operations related to the Snow and Ice Management Policy. These procedures are to be reviewed yearly and amended as required to r...
	5.19.4 Priority
	First Priority shall be given to the City’s arterial road network; and any designated emergency routes and facilities. The objective is to insure passable driving lanes along the major road networks and to emergency service providers.
	Secondary Priority shall be given to snow and ice management along collector roads, transit routes and most commercial areas which may include select public parking facilities. The objective is to provide passable driving lanes along collector roadway...
	Third Priority for snow and ice management will be along local roads and responses to site-specific hazards. The objective is to provide passable driving lanes from the local roadways to the collector road network. Site specific locations/hazards may...
	5.19.5 Levels of Service
	The City shall apply snow and ice management levels of service as described in the Snow and Ice Management Procedures component for each of its priority areas. This Policy applies to the winter months from November 1 to March 1. Snowfalls and ice mai...
	The goal of snow removal is to open up a minimum of one driving lane (or bi-directional lanes on arterial and collector roadways) to provide the public and emergency vehicles reasonable access around the community. As outlined in the procedures, this...
	Service levels for a minor storm event will focus on salting/sanding streets and intersections, with plowing of the streets as a secondary goal. In major events, the focus will shift to plowing operations followed by sanding and salting operations. W...
	In response to snow and ice management requests, the City will:
	a) Receive the request(s);
	b) Prioritize the request(s);
	c) Investigate, if deemed necessary; or undertake appropriate action based on the location of the issue (based on the priority schedule and management procedures)
	Regular inspection of the key roadways or areas are to be used as a preventative approach to possible developing problems. This will be done under the direction of the Road’s Supervisor and/or the Transportation Manager; and will be scheduled based on...
	Third Priority roadways shall be dealt with during normal operating hours (Monday to Friday) unless directed otherwise, based on the event and overall conditions, by the Road’s Supervisor, Transportation Manager or the General Manager of Operations. W...
	5.19.6 Sidewalk and Roadside Maintenance
	Snow and ice maintenance for sidewalks is outlined in the Traffic and Highways Regulations Bylaw (No. 3043, Part III, Section 20) that requires:
	The owners or occupiers (tenants) to remove snow or ice from any roof or other part of a structure that is situated adjacent to or abutting any portion of the highway (roadway) that constitutes a danger to persons or property using the highway by impo...
	Owner or tenants of all commercial, industrial or institutional premises are required to clear snow and ice from the sidewalks abutting their premises by 10 a.m. on any day that the premise is open to the public
	Owners or managers of all multi-unit residential premises are required to clear snow and ice from the sidewalks abutting their premises by 10 a.m. on any day the premises are occupied
	Owners or residents of single or duplex residences are requested to clear snow and ice abutting their premises
	No person shall remove snow or ice from the sidewalks abutting their premises and place it on the roadway except where the removal of the snow or ice is impracticable.
	Sidewalks adjacent to City properties will be dealt with to coincide with the priority removal of snow and ice from the roadway wherever practical. Service levels are to be determined based on the storm event, sidewalk conditions, and needs and safet...
	The City shall endeavour to clear snow adjacent to bus stops as practical based on location and equipment available. Snow and ice management at the bus stop locations will be dealt with on an as needed basis.
	Pathways and similar structures will be given a low priority. Culverts and catch basis shall be dealt with on an as needed basis.
	5.19.7 Environmental Awareness
	In light of a heightened awareness of environmental impacts that winter maintenance services may impose, the City will:
	a) Assign a heightened priority to environmental impositions;
	b) Annually review and evaluate the environmental impact of maintenance operations;
	c) Be pro-active in researching and implementing methodologies to mitigate negative impact;
	d) Use Best Management Practices.
	5.19.8 Emergency Response
	Emergency response to snow and ice management will be evaluated and determined by the Road’s Supervisor and/or the Transportation Manager. Any conditions that exceed the City’s normal operational capacity to manage snow and ice conditions will be bro...
	Response to calls from emergency agencies and the public will be dealt with as per the response plan under levels of service. Variation on this response to local issues or specific hazards will be solely at the discretion of the Road’s Supervisor and...
	5.20 STORM SEWER MAINTENANCE – (Deleted)
	5.21 STREET SIGNS TO INCLUDE BLOCK NUMBER
	5.22 TRAFFIC SIGN MAINTENANCE – (Deleted)
	5.23 USE OF CITY GRAVEL PIT
	5.24 STOP SIGN POLICY
	5.24.1 Local/Local Street
	5.24.2 Local/Collector or Arterial Street
	5.24.3 Collector/Collector Street
	5.24.4 Collector/Arterial Street
	5.24.5 Arterial/Arterial Street
	5.24.6 Four-Way Stops
	5.24.7 Visibility Intersections

	5.25  NEIGHBOURHOOD TRAFFIC MANAGEMENT
	5.25.1 Purpose
	5.25.2 Scope
	5.25.3 Definitions
	5.25.4  Objectives
	5.25.5 Procedures
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	1. ADMINISTRATIVE FAIRNESS POLICY
	(1) Purpose
	(2) Application
	(3) Procedure
	(a) Receipt of a Complaint
	(i) Informal Complaint
	(ii) Formal Complaint

	(b) Record Keeping
	(c) Processing of Formal Complaints
	(i) Acknowledgment
	(ii) Stage One – Referral/Review
	(iii) Stage Two – Review by Chief Administrative Officer

	(d) Appeals
	(i) Review by the City



	2. ADVERTISING ON CITY MEDIUMS
	(1) Purpose
	(2) Definitions
	(3) Guiding Principle
	(4)  Guidelines
	(a) Display of advertising on City properties/mediums does not constitute endorsement of the content by the City.
	(b) In order for advertising to be considered for display within any facility or within any leased land, it must not be partisan, or discriminatory.
	(c) Advertising must not present demeaning or derogatory portrayals of individuals or groups; or exploits violence, sexuality, children, the customs, convictions or characteristics of religious or ethno-cultural groups, persons with disabilities or an...
	(d) Advertising is governed by the B.C. Human Rights Act. This Act which provides that no person shall be discriminated against because of the race, colour, ancestry, place of origin, religion, marital status, family status, physical or mental disabil...
	(e) Advertisements or promoting of products prohibited from sale to minors in such a way as to appeal particularly to persons under legal age will not be considered.
	(f) Restricted Solicitations - The City should not enter into advertising/sponsorship agreements with organizations whose products or activities have been deemed hazardous to individual health or to the environment.
	(g) The City must evaluate individually all advertising proposals based on the contents of the proposal. The City reserves the right to reject any proposals.
	(h) Advertisements may not be posted on City mediums without the prior permission of the Department Manager or designate.
	(i) Advertisements must not interfere with the operation of equipment, the provision of services or constitute a safety concern.
	(j) Advertising will be permitted only after considering the impact on the environment in which it will be placed including facilities, parks and heritage sites.  Advertising should fit harmoniously into the environment in which it will be placed and ...
	(k) Advertising opportunities of a commercial nature are most compatible with active parks (such as athletic and sporting parks and associated facilities within parks) which provide opportunities for healthy living through exercise and outdoor recreat...
	Where possible, existing structures will be utilized for advertising.
	Where possible, commercial activities and advertising will be consolidated within the park site.
	Consideration must be given to the effect of the advertising application on the routine maintenance and function of the site.
	Historic use of the park or site, including existing advertising, must be considered.
	(l) All advertising must adhere to the guidelines of the City Sign Bylaw.

	(5) Community Groups
	(6) Open and Competitive Bidding
	(a) quality and timeliness of product and service delivery;
	(b) value of product, service and cash provided to the City;
	(c) cost to the City to service the agreement;
	(d) compatibility of products and services with City policies and standards;
	(e) marketplace reputation.
	Single sourcing of advertising opportunities is appropriate when:
	(a) the Advertiser initiates a pilot project over a defined period of time;
	(b) it is determined that there is likely only one interested and suitable potential advertiser.

	(7) Approval/Authority
	(a) A legal agreement will be drawn up and signed by both parties for annual values over $1,000 prior to any posting of advertisements. The Department Manager or designate has signing authority for advertising arrangements up to $10,000 annually. Coun...
	(b) All advertising agreements over $1,000 must confirm all dates of the advertising arrangement, clearly indicate what the advertiser is contributing to the project and the value of that contribution (best market value estimate), indicate all forms o...
	(c) Revenues derived from advertising shall be allocated to the appropriate department for the support/enhancement of the Department programs and services.

	(8) Permissible Venues
	(a) City Facility Exteriors: temporary signs permitted only.
	(b) City Facility Interiors: scoreboards, bulletin boards, walls, banners, washrooms, squash tell tales.
	(c) Indoor/Outdoor Fixtures: exercise equipment, park benches, backstops and outfield fencing.
	(d) City Vehicles
	(e) Print Media permits, registration receipts, flyers, newsletters, brochures.
	(f) Promotional Tools
	(g) Special Events Activities
	(h) Staff Uniforms/Promotional Apparel
	(i) Other forms of advertising as approved by Council


	3. ALCOHOL SERVICE POLICY
	(1) General Information
	(2) Definitions
	(a) Designated Driver Program
	Designated Driver Program means an awareness intended to educate the public to plan alternate means of transportation after drinking alcohol.  Promotional material may be available through ICBC, Counter Attack, Mothers Against Drunk Driving, etc.
	(b) Facilities
	Facilities means any building owned by or operated by the City including an arena, meeting centre, or recreational centre.
	(c) Parks
	Parks means all developed and undeveloped green spaces for which the City is the owner or is responsible for including recreational parks and sports fields.
	(d) Class “A” Event
	Class “A” Event means an event for which admission is open to the public either at no cost or for which a fee has been charged.
	(e) Class “B” Event
	Class “B” Event means an event for which admission is closed to invited guests or members only.

	(3) Regulations
	All sponsors of events at a Facility or Park, at which alcohol is served, are requested to ensure that a Designated Driver Programme is in place.
	(a) Class “A” Event
	(i) a designated driver announcement made to the assembled guests encouraging the use of a designated driver or alternate transportation for the event;
	(ii) designated driver information posted prominently at each station where alcohol is served; and:
	(iii) designated driver reminders at each table where guests are seated.
	(b) Class “B” Event
	(i) designated driver information posted prominently at each station where alcohol is served; and
	(ii) designated driver reminders at each table where guests are seated.

	(c) Designated Driver Materials
	(i) Responsibility of Sponsor
	It shall be the responsibility of the event organisers and/or sponsors to determine the quantity of material needed for their event.  If additional materials are needed, it will be the responsibility of the event organisers and/or sponsors to obtain s...



	4. BYLAW ENFORCEMENT
	(1) Health and Safety Issues
	(2) Quality of Life Issues
	(3) Protection of Identity
	(a) Investigation
	(i) Following receipt of a written complaint, the complaint will be investigated by a designated enforcement official to determine the nature and extent of the Bylaw infraction, if any.
	(ii) If the alleged bylaw infraction is unfounded the complainant will be so advised.
	(iii) If the alleged bylaw infraction is confirmed, the violator will be advised of the nature of the complaint and given a specified time to comply.

	(b) Enforcement Measures
	(i) if the infraction relates to a building or structure that is listed for sale, the listing salesperson and manager of the listing company will be notified of the Bylaw infraction; or,
	(ii) if the infraction relates to a building or structure that is considered by the Building Inspector to be unsafe, a report pursuant to the provisions of the Local Government Act will be presented to Council recommending demolition, repair, or the f...
	(iii) prosecution through the Courts including an application for an injunction, if appropriate;
	(iv) direct action by the City where the City is so authorized under the Local Government Act.

	(c) Court Prosecutions
	(d) Secondary Suites
	(i) The City will respond to written complaints from individuals residing within a 100 metre radius of the alleged secondary suite by notifying the owner, and doing an inspection. The City may initiate action without receipt of a complaint if it is su...
	(ii) Where the illegal suite is confirmed to exist, written notice is given to the owner to initiate rezoning; or provide evidence that the tenant has been given notice of eviction; and ensure bylaw compliance.
	(iii) Where no response is received, or a rezoning is not successful, legal action is initiated and a notice is placed on title of the property to provide information to a potential purchaser or mortgagor.



	5. COAT OF ARMS
	(1) Coat of Arms
	(2) Logo
	(3) Sponsored Materials
	(4) Lapel Pins
	(5) Coat Of Arms Apparel Restriction

	6. VISUAL IDENTITY & LOGO USE
	(1) Coat of Arms
	(a) The Shield and the Coronet
	(b) The Supporters
	(c) The Compartment & Motto

	(2) Corporate Logo
	(a) Obtain application form from the Legislative Services Department.
	(b) Return the signed application form along with a copy of the proposed use of the logo, to Legislative Services Department by mail, fax or e-mail [contact information is listed below].  Allow a minimum of five business days for approval.
	(c) Applications will be evaluated according to whether use of the logo will:
	(d) Once your application is approved, follow the guidelines for reproduction contained in the Logo Guidelines Manual [to be provided upon approval].


	7. GOVERNMENT CORRESPONDENCE
	8. LICENCES
	(1) Business Licences
	(a) Vacuum cleaner sales;
	(b) Telemarketing for fund raisers;
	(c) Telemarketing for sales;
	(d) Escort agencies;
	(e) Door-to-door sales of building materials & security systems;


	9. MISCELLANEOUS SIGNAGE
	(1) Transit Buses
	(2) Westerly Side of Dogwood/Elm Street

	10. TEMPORARY HELIPORT
	11. PARTNERS IN PROGRESS
	(1) Goals
	(a) To enhance our community through the development of partnerships;
	(b) To ensure that there is a mutual benefit between the Partner and the City of Campbell River; and;
	(c) To provide partnership opportunities to a variety of individuals, organizations and businesses.

	(2) General Interest and Understanding
	(a) Partnership is defined as a relationship between the City of Campbell River and an individual, organization or business which voluntarily provides cooperation between/among partners having individual and joint rights and responsibilities.
	(b) Partnerships can be initiated by potential partners or by the City of Campbell River.
	(c) The projected outcome must be compatible with the operating philosophy of the City of Campbell River and will fall under the guidelines of Federal, Provincial and City Legislation.
	(d) The projected outcomes from the partnership will be clear, definable and measurable.
	(e) Partnerships must not directly benefit any employee or servants of the City of Campbell River.
	(f) Recognition and acknowledgment of partners will be mutually agreed upon.
	(g) Project materials must meet the standards acceptable to the City of Campbell River.
	(h) All partnership agreements must be approved by Council.
	(i) All Proposed Partnerships must be outlined in the form of an application to Council which may be delivered to any Department.

	(3) Partners in Progress Applications
	(a) An application form for each proposed partnership shall be completed by the applicant and include the following information;
	(b) Applicant Information: Key contact person, organization name, certificate of registration or applicable evidence of identity;
	(c) Project Description, detailing the benefits of the project to the community and partners; identifying the appropriate department or function of the City; all drawings, locations, schedules and products of the partnership where applicable.
	(d) A Location Map illustrating the location of the proposed partnership, meetings or impacts.
	(e) A project time line showing key milestones and decision making points.
	(f) A table illustrating the proposed budget.
	(g) Cost estimates which detail wages, labour, in-kind, equipment, materials. Break down the estimated cost of the project illustrating allowances for volunteer time based on minimum wage rates or time in lieu of cash. Cost estimates should be backed ...
	(h) Those projects with an extended time line must be accompanied by a detailed budget illustrating phases and sources of funds and time required.
	(i) All proposals should demonstrate the on-going requirement for maintenance and replacement costs.
	(j) Details on inspection of construction and work certification must be included in the proposals when appropriate, in compliance with standards.

	(4) Process and Procedures
	(a) All proposals are to be submitted to the Chief Administrative Officer for receipt and entry into a Proposal Log. Proposals may be reassigned by the City Manager as staff time permits.
	(b) All proposals will be circulated to departments for input and comment in order to identify any cross interests, standards of practice, and additional City work.
	(c) Specific proposals that are estimated at a total cost greater than $50,000 for materials and labour (including in-kind contributions) will be circulated by the City to community groups and associations for assessment and community input in order t...
	(d) Assigned staff will work with proponents to review and respond to comments that arise from the circulation process.
	(e) Upon completion of review, a report from assigned staff will be presented to the City Manager for agenda approval to the appropriate Committee of Council.
	(f) All approved partnerships will be authorized in the form of a standard agreement, executed by Council resolution which will be completed with a signing delegation at Council.
	(g) Each proposed partnership will be reviewed and assessed on its benefit to the City and Community in terms of impacts on General Revenue.
	(h) All financial contributions shall be deposited at the time of application, with the Finance Department, prior to final approval of the partnership by Council.
	(i) The Finance Department shall allocate an account for the project for the authorization and payment of approved invoices.
	(j) During a construction project, reports and updates shall be provided by the applicant on a regular basis.
	(k) On completion of the project, a final inspection will take place prior to the acceptance of ownership by the City of Campbell River, wherever applicable.
	(l) All unexpended funds deposited with the City of Campbell River will be returned to the depositor upon achievement of substantial completion by the h
	(m) Projects involving City of Campbell River funds must be completed within the fiscal year or a written request to carry over must be submitted to the Chief Financial Officer of the City of Campbell River.
	(n) Where applicable, the proposal shall be the subject of a request for Expressions of Interest or a Request for Proposals, as commissioned through the City Purchasing Agent, subject to standards of practice.
	(o) The City of Campbell River reserves the right to decline to participate or engage in a partnership.

	(5) Coordination
	(a) The assigned staff member shall be responsible for communicating with the applicants and other members of the project team through regular meeting minutes.
	(b) When applicable, a maintenance agreement shall be created between the City of Campbell River and the Partner.


	12. COMMUNICATIONS POLICY
	(1) Purpose
	(2) Policy
	(a)  Internal Communications
	(b) External Communications
	(c)  Communications Guidelines

	(3) Audiences
	(4)  Communications Activities (in alphabetical order)
	(a) Advertising
	(b) Annual Report
	(c) Citizen Surveys
	(d) Correspondence
	(e) Crisis Communications
	(f) Email Absence Notification
	(g) Financial Plan
	(h) Filming
	(i) Identification Cards
	(j) Logo Use and Document Standards
	(k) Media Relations
	(l) News Releases
	(m) Public Meetings
	(n) Public Outreach: Brochures, Inserts, Mass Mailings, Newsletters
	(o) Reports to Council
	(p) Social Media
	(q) Staff Outreach
	(r) Training
	(s) Voice Mail
	(t) Website

	(5)  Communications Policy – Associated Procedures
	(a) Advertising
	(b) Citizen Surveys
	(c) Correspondence
	(d) Early public consultation
	(d) Filming
	(e) Logo Use and Document Standards
	(f) Measurement
	(g) Media Relations
	(h) News Releases
	(i) Proposed media protocol
	(j) Public Outreach
	(k) Staffweb
	(l) Website:


	13. FREEDOM OF THE CITY AWARD
	(1) Purpose
	(2) Definition
	(3) Criteria
	(a) Selfless service to the community;
	(b) Outstanding achievements in a number of areas within the arts, business, humanities, politics, community service, sports, environment or professional endeavors;
	(c) The honour cannot be bestowed posthumously;
	(d) Nomination requests will be accepted but not solicited from the public;
	(e) Nomination of an ex-Council member not be considered for a minimum of one year after that member’s term has ended.

	(4) Award
	(b) An invitation to formal City celebrations;
	(c) A professionally drafted and framed certificate;
	(d) A photo portrait sitting to be displayed at City Hall as well as a copy to keep.
	(a) is deemed to be an elector of the City and is eligible to be registered as such and to vote in an election for Mayor or Councillor, and
	(b) despite any other enactment, if the person is a Canadian citizen, is deemed to be qualified to be nominated, be elected and hold office on Council.


	14. COMMUNITY BUILDER AWARD
	(1) Purpose
	(2) Definition
	(3) Criteria
	(a) Specific service, deeds and activities that have made our community a better place to live;
	(b) Outstanding contributions in a particular field or endeavor;
	(c) Selfless volunteerism;
	(d) Can include posthumous nominees.

	(4) Award
	(a) An explanation of the reason why they are receiving the award;
	(b) A professionally drafted and framed certificate presented by the Mayor at a community volunteer recognition dinner;
	(c) Their name listed on a Community Builder Wall to be located in a City public place.


	15. COMMUNITY USE OF SPIRIT OF THE RIVER TORCH
	(1) Purpose
	(2) Criteria
	(a) Requests for use of the torch will be in writing.
	(b) At least one week's notice will be given when making a request.
	(c) Requesting organizations must be based in Campbell River and holding a public event or significant community ceremony, inviting members of Council or a City official.
	(d) Requesting organizations must be not-for-profit groups.

	(3) Conditions of Use
	(a) The Torch flame will only be used outdoors, by a person 19 years of age or older.
	(b) Indoor Use of flame mechanism may be permitted in auditoriums and gymnasiums if approved in writing by the Campbell River Fire Department.  Use indoors requires the torch to remain within an area defined by the Fire Department.
	(c) The person responsible for borrowing the Spirit of the River is an adult and is responsible for the care of the all of the items associated with the Spirit of the River torch as well as the torch. This person’s organization will be financially res...
	(d) A Security Deposit of $250 is required.
	(e) The torch and associated items must be returned on the agreed date. (Failure to do so may result in the loss of the security deposit).
	(f) The applicant will assume all liability relating to the use of the Spirit of the River and will provide Third Party Liability Insurance for $2 Million, with the City of Campbell River named as an additional insured.
	(g) The applicant will complete torch safety orientation.
	(h) The torch and flame mechanism will be displayed on a table on the dedicated rack and stored and transported in the dedicated case(s). After use, the torch will cool for at least 10 minutes before transport.
	(i) The torch bearer shall not be wearing hair spray and shall maintain the torch in a safe manner that does not pose a burn risk to people or property. The torch bearer shall also be aware of the weight of the torch and size of the flame and understa...


	SCHEDULE ‘A’
	16. ORDER OF BRITISH COLUMBIA NOMINATION PROCESS
	(1) Purpose
	(2) Definition
	(3) Criteria

	17. COUNCIL LIAISON, STAFF LIAISON, RECORDING SECRETARY & COMMITTEE  REPORTING TO COUNCIL
	(1)  Council liaison
	The Council liaison or their alternate is expected to attend the meetings of their appointed committee.  If unable to attend the Council liaison arranges for their alternate to attend and is later briefed on the proceedings;

	(2) Staff liaison
	(3) Recording secretary
	(4) Committee Reporting to Council

	18. COUNCIL CORRESPONDENCE POLICY
	(1) Purpose
	(2) Definitions
	(3)   Procedure


	1- ADMINISTRATIVE -  Jun 15-11 communications.pdf
	1. ADMINISTRATIVE FAIRNESS POLICY
	(1) Purpose
	(2) Application
	(3) Procedure
	(a) Receipt of a Complaint
	(i) Informal Complaint
	(ii) Formal Complaint

	(b) Record Keeping
	(c) Processing of Formal Complaints
	(i) Acknowledgment
	(ii) Stage One – Referral/Review
	(iii) Stage Two – Review by Chief Administrative Officer

	(d) Appeals
	(i) Review by the City



	2. ADVERTISING ON CITY MEDIUMS
	(1) Purpose
	(2) Definitions
	(3) Guiding Principle
	(4)  Guidelines
	(a) Display of advertising on City properties/mediums does not constitute endorsement of the content by the City.
	(b) In order for advertising to be considered for display within any facility or within any leased land, it must not be partisan, or discriminatory.
	(c) Advertising must not present demeaning or derogatory portrayals of individuals or groups; or exploits violence, sexuality, children, the customs, convictions or characteristics of religious or ethno-cultural groups, persons with disabilities or an...
	(d) Advertising is governed by the B.C. Human Rights Act. This Act which provides that no person shall be discriminated against because of the race, colour, ancestry, place of origin, religion, marital status, family status, physical or mental disabil...
	(e) Advertisements or promoting of products prohibited from sale to minors in such a way as to appeal particularly to persons under legal age will not be considered.
	(f) Restricted Solicitations - The City should not enter into advertising/sponsorship agreements with organizations whose products or activities have been deemed hazardous to individual health or to the environment.
	(g) The City must evaluate individually all advertising proposals based on the contents of the proposal. The City reserves the right to reject any proposals.
	(h) Advertisements may not be posted on City mediums without the prior permission of the Department Manager or designate.
	(i) Advertisements must not interfere with the operation of equipment, the provision of services or constitute a safety concern.
	(j) Advertising will be permitted only after considering the impact on the environment in which it will be placed including facilities, parks and heritage sites.  Advertising should fit harmoniously into the environment in which it will be placed and ...
	(k) Advertising opportunities of a commercial nature are most compatible with active parks (such as athletic and sporting parks and associated facilities within parks) which provide opportunities for healthy living through exercise and outdoor recreat...
	Where possible, existing structures will be utilized for advertising.
	Where possible, commercial activities and advertising will be consolidated within the park site.
	Consideration must be given to the effect of the advertising application on the routine maintenance and function of the site.
	Historic use of the park or site, including existing advertising, must be considered.
	(l) All advertising must adhere to the guidelines of the City Sign Bylaw.

	(5) Community Groups
	(6) Open and Competitive Bidding
	(a) quality and timeliness of product and service delivery;
	(b) value of product, service and cash provided to the City;
	(c) cost to the City to service the agreement;
	(d) compatibility of products and services with City policies and standards;
	(e) marketplace reputation.
	Single sourcing of advertising opportunities is appropriate when:
	(a) the Advertiser initiates a pilot project over a defined period of time;
	(b) it is determined that there is likely only one interested and suitable potential advertiser.

	(7) Approval/Authority
	(a) A legal agreement will be drawn up and signed by both parties for annual values over $1,000 prior to any posting of advertisements. The Department Manager or designate has signing authority for advertising arrangements up to $10,000 annually. Coun...
	(b) All advertising agreements over $1,000 must confirm all dates of the advertising arrangement, clearly indicate what the advertiser is contributing to the project and the value of that contribution (best market value estimate), indicate all forms o...
	(c) Revenues derived from advertising shall be allocated to the appropriate department for the support/enhancement of the Department programs and services.

	(8) Permissible Venues
	(a) City Facility Exteriors: temporary signs permitted only.
	(b) City Facility Interiors: scoreboards, bulletin boards, walls, banners, washrooms, squash tell tales.
	(c) Indoor/Outdoor Fixtures: exercise equipment, park benches, backstops and outfield fencing.
	(d) City Vehicles
	(e) Print Media permits, registration receipts, flyers, newsletters, brochures.
	(f) Promotional Tools
	(g) Special Events Activities
	(h) Staff Uniforms/Promotional Apparel
	(i) Other forms of advertising as approved by Council


	3. ALCOHOL SERVICE POLICY
	(1) General Information
	(2) Definitions
	(a) Designated Driver Program
	Designated Driver Program means an awareness intended to educate the public to plan alternate means of transportation after drinking alcohol.  Promotional material may be available through ICBC, Counter Attack, Mothers Against Drunk Driving, etc.
	(b) Facilities
	Facilities means any building owned by or operated by the City including an arena, meeting centre, or recreational centre.
	(c) Parks
	Parks means all developed and undeveloped green spaces for which the City is the owner or is responsible for including recreational parks and sports fields.
	(d) Class “A” Event
	Class “A” Event means an event for which admission is open to the public either at no cost or for which a fee has been charged.
	(e) Class “B” Event
	Class “B” Event means an event for which admission is closed to invited guests or members only.

	(3) Regulations
	All sponsors of events at a Facility or Park, at which alcohol is served, are requested to ensure that a Designated Driver Programme is in place.
	(a) Class “A” Event
	(i) a designated driver announcement made to the assembled guests encouraging the use of a designated driver or alternate transportation for the event;
	(ii) designated driver information posted prominently at each station where alcohol is served; and:
	(iii) designated driver reminders at each table where guests are seated.
	(b) Class “B” Event
	(i) designated driver information posted prominently at each station where alcohol is served; and
	(ii) designated driver reminders at each table where guests are seated.

	(c) Designated Driver Materials
	(i) Responsibility of Sponsor
	It shall be the responsibility of the event organisers and/or sponsors to determine the quantity of material needed for their event.  If additional materials are needed, it will be the responsibility of the event organisers and/or sponsors to obtain s...



	4. BYLAW ENFORCEMENT
	(1) Health and Safety Issues
	(2) Quality of Life Issues
	(3) Protection of Identity
	(a) Investigation
	(i) Following receipt of a written complaint, the complaint will be investigated by a designated enforcement official to determine the nature and extent of the Bylaw infraction, if any.
	(ii) If the alleged bylaw infraction is unfounded the complainant will be so advised.
	(iii) If the alleged bylaw infraction is confirmed, the violator will be advised of the nature of the complaint and given a specified time to comply.

	(b) Enforcement Measures
	(i) if the infraction relates to a building or structure that is listed for sale, the listing salesperson and manager of the listing company will be notified of the Bylaw infraction; or,
	(ii) if the infraction relates to a building or structure that is considered by the Building Inspector to be unsafe, a report pursuant to the provisions of the Local Government Act will be presented to Council recommending demolition, repair, or the f...
	(iii) prosecution through the Courts including an application for an injunction, if appropriate;
	(iv) direct action by the City where the City is so authorized under the Local Government Act.

	(c) Court Prosecutions
	(d) Secondary Suites
	(i) The City will respond to written complaints from individuals residing within a 100 metre radius of the alleged secondary suite by notifying the owner, and doing an inspection. The City may initiate action without receipt of a complaint if it is su...
	(ii) Where the illegal suite is confirmed to exist, written notice is given to the owner to initiate rezoning; or provide evidence that the tenant has been given notice of eviction; and ensure bylaw compliance.
	(iii) Where no response is received, or a rezoning is not successful, legal action is initiated and a notice is placed on title of the property to provide information to a potential purchaser or mortgagor.



	5. COAT OF ARMS
	(1) Coat of Arms
	(2) Logo
	(3) Sponsored Materials
	(4) Lapel Pins
	(5) Coat Of Arms Apparel Restriction

	6. VISUAL IDENTITY & LOGO USE
	(1) Coat of Arms
	(a) The Shield and the Coronet
	(b) The Supporters
	(c) The Compartment & Motto

	(2) Corporate Logo
	(a) Obtain application form from the Legislative Services Department.
	(b) Return the signed application form along with a copy of the proposed use of the logo, to Legislative Services Department by mail, fax or e-mail [contact information is listed below].  Allow a minimum of five business days for approval.
	(c) Applications will be evaluated according to whether use of the logo will:
	(d) Once your application is approved, follow the guidelines for reproduction contained in the Logo Guidelines Manual [to be provided upon approval].


	7. GOVERNMENT CORRESPONDENCE
	8. LICENCES
	(1) Business Licences
	(a) Vacuum cleaner sales;
	(b) Telemarketing for fund raisers;
	(c) Telemarketing for sales;
	(d) Escort agencies;
	(e) Door-to-door sales of building materials & security systems;


	9. MISCELLANEOUS SIGNAGE
	(1) Transit Buses
	(2) Westerly Side of Dogwood/Elm Street

	10. TEMPORARY HELIPORT
	11. PARTNERS IN PROGRESS
	(1) Goals
	(a) To enhance our community through the development of partnerships;
	(b) To ensure that there is a mutual benefit between the Partner and the City of Campbell River; and;
	(c) To provide partnership opportunities to a variety of individuals, organizations and businesses.

	(2) General Interest and Understanding
	(a) Partnership is defined as a relationship between the City of Campbell River and an individual, organization or business which voluntarily provides cooperation between/among partners having individual and joint rights and responsibilities.
	(b) Partnerships can be initiated by potential partners or by the City of Campbell River.
	(c) The projected outcome must be compatible with the operating philosophy of the City of Campbell River and will fall under the guidelines of Federal, Provincial and City Legislation.
	(d) The projected outcomes from the partnership will be clear, definable and measurable.
	(e) Partnerships must not directly benefit any employee or servants of the City of Campbell River.
	(f) Recognition and acknowledgment of partners will be mutually agreed upon.
	(g) Project materials must meet the standards acceptable to the City of Campbell River.
	(h) All partnership agreements must be approved by Council.
	(i) All Proposed Partnerships must be outlined in the form of an application to Council which may be delivered to any Department.

	(3) Partners in Progress Applications
	(a) An application form for each proposed partnership shall be completed by the applicant and include the following information;
	(b) Applicant Information: Key contact person, organization name, certificate of registration or applicable evidence of identity;
	(c) Project Description, detailing the benefits of the project to the community and partners; identifying the appropriate department or function of the City; all drawings, locations, schedules and products of the partnership where applicable.
	(d) A Location Map illustrating the location of the proposed partnership, meetings or impacts.
	(e) A project time line showing key milestones and decision making points.
	(f) A table illustrating the proposed budget.
	(g) Cost estimates which detail wages, labour, in-kind, equipment, materials. Break down the estimated cost of the project illustrating allowances for volunteer time based on minimum wage rates or time in lieu of cash. Cost estimates should be backed ...
	(h) Those projects with an extended time line must be accompanied by a detailed budget illustrating phases and sources of funds and time required.
	(i) All proposals should demonstrate the on-going requirement for maintenance and replacement costs.
	(j) Details on inspection of construction and work certification must be included in the proposals when appropriate, in compliance with standards.

	(4) Process and Procedures
	(a) All proposals are to be submitted to the Chief Administrative Officer for receipt and entry into a Proposal Log. Proposals may be reassigned by the City Manager as staff time permits.
	(b) All proposals will be circulated to departments for input and comment in order to identify any cross interests, standards of practice, and additional City work.
	(c) Specific proposals that are estimated at a total cost greater than $50,000 for materials and labour (including in-kind contributions) will be circulated by the City to community groups and associations for assessment and community input in order t...
	(d) Assigned staff will work with proponents to review and respond to comments that arise from the circulation process.
	(e) Upon completion of review, a report from assigned staff will be presented to the City Manager for agenda approval to the appropriate Committee of Council.
	(f) All approved partnerships will be authorized in the form of a standard agreement, executed by Council resolution which will be completed with a signing delegation at Council.
	(g) Each proposed partnership will be reviewed and assessed on its benefit to the City and Community in terms of impacts on General Revenue.
	(h) All financial contributions shall be deposited at the time of application, with the Finance Department, prior to final approval of the partnership by Council.
	(i) The Finance Department shall allocate an account for the project for the authorization and payment of approved invoices.
	(j) During a construction project, reports and updates shall be provided by the applicant on a regular basis.
	(k) On completion of the project, a final inspection will take place prior to the acceptance of ownership by the City of Campbell River, wherever applicable.
	(l) All unexpended funds deposited with the City of Campbell River will be returned to the depositor upon achievement of substantial completion by the h
	(m) Projects involving City of Campbell River funds must be completed within the fiscal year or a written request to carry over must be submitted to the Chief Financial Officer of the City of Campbell River.
	(n) Where applicable, the proposal shall be the subject of a request for Expressions of Interest or a Request for Proposals, as commissioned through the City Purchasing Agent, subject to standards of practice.
	(o) The City of Campbell River reserves the right to decline to participate or engage in a partnership.

	(5) Coordination
	(a) The assigned staff member shall be responsible for communicating with the applicants and other members of the project team through regular meeting minutes.
	(b) When applicable, a maintenance agreement shall be created between the City of Campbell River and the Partner.


	12. COMMUNICATIONS POLICY
	(1) Purpose
	(2) Policy
	(a)  Internal Communications
	(b) External Communications
	(c)  Communications Guidelines

	(3) Audiences
	(4)  Communications Activities (in alphabetical order)
	(a) Advertising
	(b) Annual Report
	(c) Citizen Surveys
	(d) Correspondence
	(e) Crisis Communications
	(f) Email Absence Notification
	(g) Financial Plan
	(h) Filming
	(i) Identification Cards
	(j) Logo Use and Document Standards
	(k) Media Relations
	(l) News Releases
	(m) Public Meetings
	(n) Public Outreach: Brochures, Inserts, Mass Mailings, Newsletters
	(o) Reports to Council
	(p) Social Media
	(q) Staff Outreach
	(r) Training
	(s) Voice Mail
	(t) Website

	(5)  Communications Policy – Associated Procedures
	(a) Advertising
	(b) Citizen Surveys
	(c) Correspondence
	(d) Early public consultation
	(d) Filming
	(e) Logo Use and Document Standards
	(f) Measurement
	(g) Media Relations
	(h) News Releases
	(i) Proposed media protocol
	(j) Public Outreach
	(k) Staffweb
	(l) Website:


	13. FREEDOM OF THE CITY AWARD
	(1) Purpose
	(2) Definition
	(3) Criteria
	(a) Selfless service to the community;
	(b) Outstanding achievements in a number of areas within the arts, business, humanities, politics, community service, sports, environment or professional endeavors;
	(c) The honour cannot be bestowed posthumously;
	(d) Nomination requests will be accepted but not solicited from the public;
	(e) Nomination of an ex-Council member not be considered for a minimum of one year after that member’s term has ended.

	(4) Award
	(b) An invitation to formal City celebrations;
	(c) A professionally drafted and framed certificate;
	(d) A photo portrait sitting to be displayed at City Hall as well as a copy to keep.
	(a) is deemed to be an elector of the City and is eligible to be registered as such and to vote in an election for Mayor or Councillor, and
	(b) despite any other enactment, if the person is a Canadian citizen, is deemed to be qualified to be nominated, be elected and hold office on Council.


	14. COMMUNITY BUILDER AWARD
	(1) Purpose
	(2) Definition
	(3) Criteria
	(a) Specific service, deeds and activities that have made our community a better place to live;
	(b) Outstanding contributions in a particular field or endeavor;
	(c) Selfless volunteerism;
	(d) Can include posthumous nominees.

	(4) Award
	(a) An explanation of the reason why they are receiving the award;
	(b) A professionally drafted and framed certificate presented by the Mayor at a community volunteer recognition dinner;
	(c) Their name listed on a Community Builder Wall to be located in a City public place.


	15. COMMUNITY USE OF SPIRIT OF THE RIVER TORCH
	(1) Purpose
	(2) Criteria
	(a) Requests for use of the torch will be in writing.
	(b) At least one week's notice will be given when making a request.
	(c) Requesting organizations must be based in Campbell River and holding a public event or significant community ceremony, inviting members of Council or a City official.
	(d) Requesting organizations must be not-for-profit groups.

	(3) Conditions of Use
	(a) The Torch flame will only be used outdoors, by a person 19 years of age or older.
	(b) Indoor Use of flame mechanism may be permitted in auditoriums and gymnasiums if approved in writing by the Campbell River Fire Department.  Use indoors requires the torch to remain within an area defined by the Fire Department.
	(c) The person responsible for borrowing the Spirit of the River is an adult and is responsible for the care of the all of the items associated with the Spirit of the River torch as well as the torch. This person’s organization will be financially res...
	(d) A Security Deposit of $250 is required.
	(e) The torch and associated items must be returned on the agreed date. (Failure to do so may result in the loss of the security deposit).
	(f) The applicant will assume all liability relating to the use of the Spirit of the River and will provide Third Party Liability Insurance for $2 Million, with the City of Campbell River named as an additional insured.
	(g) The applicant will complete torch safety orientation.
	(h) The torch and flame mechanism will be displayed on a table on the dedicated rack and stored and transported in the dedicated case(s). After use, the torch will cool for at least 10 minutes before transport.
	(i) The torch bearer shall not be wearing hair spray and shall maintain the torch in a safe manner that does not pose a burn risk to people or property. The torch bearer shall also be aware of the weight of the torch and size of the flame and understa...
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