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1. Policy Statement 
 

1.1 Policies are created to set out a standard of performance or to address a discretionary duty 
the Town will or will not meet. They address recurrent issues to provide broad guidelines 
setting out the level and manner of service to which the Town will perform. The Town of 
Blackfalds Policies will be developed and approved using two (2) separate tiers of authority 
as set out in the CAO’s Bylaw.  

 

2. Reason for Policy  
 

2.1 To establish and provide a framework for developing and classifying Town Policies into 
either Council Policies or Administrative Policies.  

 

3. Related Information  
 

3.1 This Policy applies to Council, CAO, and all Town of Blackfalds employees. 

 

3.2 All Policies and Procedures shall be consistent with relevant federal and provincial 

government legislation and related regulations, as well as Town Bylaws and Policies. 

 

3.3 Policies and Procedures shall be drafted in a consistent format acceptable to the CAO. 

3.4 This Policy was created in reference to comparable municipalities’ policy framework and 

development. 

4. Definitions  
 

4.1 “Administrative Policy” means a Policy that is written direction of the CAO that focuses on 
how the Town does business within its own operations: These Policies: 
 
4.1.1 Are inward facing and internal in nature. 
4.1.2 Deal strictly with administrative matters. 
4.1.3 Relate directly to the operations of the Town. 
4.1.4 Are a guide of principles that are applied when making administrative decisions.  
4.1.5 Generally impact only Town employees. 
4.1.6 Are approved by the Chief Administrative Officer.  
 

4.2 “Administrative Procedure” means specific written processes that support a policy. 
Procedures that are created, amended or made obsolete require the approval of the CAO. 
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4.2 “Council Policy” means a Policy that by resolution focuses on Town residents, business 

and the public and their relation to the Town or Town facilities or standards Council sets for 
itself. These Policies:  
 

4.2.1 Relate to areas of governance. 
4.2.2 Outline services and/or programs performed by the Town. 
4.2.3 Set long-term visions for the organization. 
4.2.4 Provide strategic direction.  
4.2.5 Generally impact the Town as a whole.  
4.2.6 Are approved by Council.  

 
4.3 “Management” means the CAO, Directors, and Managers. 

 
4.4 “Policy” means a document that dictates a specific position and related course of action for 

the Town to follow. Policies provide a framework for the delegation of decision-making 
authority and a clear direction and a consistent approach to making those decisions. 
 

4. “Town” means the municipal corporation of the Town of Blackfalds in the Province of 
Alberta. 

 
5. Responsibilities  
 

5.1 Municipal Council:  
 

4.1.1 Must approve by resolution this Policy and any amendments. 
 

4.1.2 Must approve Council Policies by resolution that addresses issues within the realm 
of governance. 

 
4.1.3 Must provide directions for carrying out Council’s strategic plan, priorities, and the 

goals of the Blackfalds Municipal Sustainability Plan. 
 
4.1.4 May provide direction to the Chief Administrative Officer for the development or 

amendment of Council Policies.  
 

5.2  Chief Administrative Officer must: 
 

5.2.1 Recommend proposed Council Policies to Council.  
 
5.2.2 Recommend proposed amendments to Council Policies to Council. 
 
5.2.3 Circulate Council Policies to the Management team for input prior to submission to 

Council. 
 
5.2.4 Ensure all approved Council Policies are implemented and adhered to by staff. 
 
5.2.5 Ensure all approved Council Policies are communicated to the public. 
 
5.2.6 Develop, approve and implement Administrative Policies and Procedures dealing 

with administrative and operational matters and internal administration. 
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5.2.7 Circulate Administration Policies and Procedures to the Management team for input 
prior to CAO approval. 

5.2.8 Ensure all approved Administrative Policies and Procedures are implemented and 
adhered to by staff. 

5.2.9 Act as the final authority to designate a policy as either a Council Policy or an 
Administrative Policy.  

5.2.10 Ensure Council and Administrative Policies are reviewed and reported on 
accordingly with the review date.   

6. Exclusions

N/A

7. Special Situations

7.1 Development of Policies may include consultation and participation of other departments,
staff, affected groups, committees, and/or the public, depending on the scope and number 
of areas impacted by the policy. In the event of an emergent or other situation where it is in 
the best interest of the Town to do so, the CAO may take immediate action on a policy matter 
in the absence of any specific policy that precisely addresses the particular situation. 

7.2 Council Policies will be posted on the Town of Blackfalds website and otherwise be routinely 
available to the public on request. 

7.3 Administrative Policies and Procedures will be made available to Council upon request to 
the CAO. 

8. Appendix

8.1 Appendix A - CAO’s Bylaw 1170/14

9. End of Policy

10. Approval

___ 
Mayor Chief Administrative Officer 

Date Date 

-Original Signed- -Original Signed-

-Original Dated- -Original Dated-










