
Council Orientation

Clerk’s Office



Overview
• Orientation Guide
• Local Government Handbook
• Staff
• Secretary of Council
• Records Management
• Community Investment Policy
• Freedom of Information

Presenter
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Orientation Guide – Staff have put together a new orientation guide for Council. In it you will find details on the roles and responsibilities of Council and Staff, Governance, Meeting Procedures and brief overviews of each of the departments. The guide and all resource materials have been loaded onto your SurfacePros. Resource materials include various acts, the organizational chart, policies, by-laws, financial documents, manuals & guides, plans & studies and some promotional material. They can add to it over the next four years.

Local Government Handbook – great resource is the Local Government Handbook which can be found online. 

Staff – Clerk’s Department consists of four employees, myself – the Town Clerk, Denyse Richard the Deputy Clerk (she will be your lifeline), Andrew Newell – Inspection and Enforcement Officer (Andrew takes care of investigating by-law complaints and assists the Urban Planning Office with zoning issues) and Rita Gauvin – Executive Secretary (Rita provides reception and administrative support to senior management! She assists with meeting arrangements and often sits on internal committees as administrative support. Rita has also recently taken on the role of Records Clerk).

Secretary of Council – the Town Clerk is basically the secretary of Council. This office attends all council meetings, records the minutes, maintains the records and along with the Mayor signs all agreements, contracts, deeds and other documents that the Town is party to. 

Records Management – Myself and Rita are also the Records Manager and Records Clerk for the town. The majority of the records have not been organized or stored properly and there are many that are due to be destroyed. We have recently purchased Records Management Software that will assist with the records being easier to locate.

Community Investment Policy – Earlier this year Council adopted a new Community Investment Policy which outlines guidelines to assist Council in allocating funding in a transparent and consistent manner.

Freedom of Information – the Town Clerk is also responsible for all Requests for Information that are received by the Town and ensuring they are answered in a timely manner. Fortunately the Town of Riverview has not received an abundance of these requests and the majority of them have been fairly easy to fulfill. It is also our responsibility to ensure that personal information that is obtained by our staff is protected and follows all the privacy laws. Ex. We cannot release personal addresses, but we can release business addresses. We can’t release a staff members salary but we can release the salary range for a particular position.



Council Meetings
• Types of Meetings

– Regular Meeting of Council
– Committee of the Whole
– Closed Sessions
– Special Council Meetings
– Public Hearings/Presentations
– Tri-Community Council Meetings
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Regular – Held on the second Monday of every month at 7 p.m.  HOLIDAY It is the meeting where all formal approvals are made. Minutes from previous meetings are approved, motions that are brought forward from a Committee of the Whole meeting are either approved or defeated, tenders are awarded, etc.

Committee of the Whole – Held on the fourth Monday of every month at 7 p.m. Departmental Reports, external reports and presentations from the public are heard at this meeting. There are no motions ratified at a Committee of the Whole meeting – only motions to recommend to the regular meeting.

Closed Sessions – Sometimes there are issues that need to be discussed in private for a number of reasons. These reasons are outlined in the Municipalities Act. The Mayor will advise Council if there will be a closed session and they normally occur directly preceding a Council meeting.

Special Council Meetings – Sometimes it is necessary to hold a meeting in order to deal with a particular item as motions can be made at these meetings. For example if something needs to be adopted before the next Regular meeting, Council can hold a special meeting.  Only the issues to be dealt with can be on the agenda. Ex, the May 2nd meeting was a Special Meeting due to election. At this meeting Council finalized tenders, by-laws, etc.

Public Hearings/Presentations – these meetings are requested by the Urban Planning Office. Hearting are used to hear public comments on proposed zoning or municipal plan changes and presentations are used by Urban Planning to present the changes and allows Council to ask questions. At the hearing, a presentation on the amendment will be made by Urban Planning, citizens have an opportunity to have their say and Council also has an opportunity to ask questions again. Information gathered at these meetings will help Council in making their decision when voting on the amendment. You’ll have your first to witness this process begin at the June 13th meeting.

Tri-Community Council Meetings – these meetings are held three times a year and are hosted by each of the communities on a rotating basis. All Council is encouraged to attend these meetings.



Council Meetings
• Cueing System
• Procedural By-Law
• Scent Reduced Workplace Policy
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Cueing System – Explain it. Used for voting, when they wish to speak, ask a question. Must wait for the Mayor to recognize you before speaking. You control your own mike, turn it on when you wish to speak, turn it off when you’re done

Procedural By-Law – Copy on your SurfacePro. Explains the procedures Council uses to conduct their meetings. Anything procedural not covered in this by-law shall be governed by “Robert’s Rules of Order”

Scent Reduced Workplace Policy - The Town has a Scent Reduced Workplace policy. Employees and visitors are requested to voluntarily refrain from the use of scented products.



Meeting Agendas
• Items on Agenda
• Submissions to the Agenda
• Meeting Management Software
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Items on Agenda – All items are approved by the Mayor and CAO and the agenda is compiled and electronically distributed by the Deputy Clerk normally the Thursday before the meeting.

Submissions– the deadline for submissions is the Wednesday prior to the meeting. If a Councillor wishes to put something on the agenda they must advise the Deputy Clerk and supply all the supporting documentation by this deadline.

Software - Staff are currently reviewing Request for Proposals for meeting management software that will allow us to prepare the agenda more efficiently, publish it to the web and create workflows to track action items from the meetings.



Enforcement
• By-Law Infractions
• Parking Tickets
• Animal Control
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By-Law Infractions – the By-Law Enforcement Officer ensures compliance with the Town’s various by-laws, he monitors terms and conditions related to building permits and zoning regulations and he investigates complaints received in reference to by-law infractions.

Parking Tickets – The majority of the ticketing for the Town of Riverview is done by a contract we have with the Commissionaires. They issue tickets mainly for winter ban parking and in no parking zones.

Animal Control - The submission of proposals for the service of Animal Control has recently closed and over the next couple of weeks staff will review the submissions and bring a recommendation to Council.



Other
• Scheduling

– Travel
– Meetings
– Public Appearances

• Mail Slots, Swipe Cards & Alarm Codes
• Electronic Equipment
• Disclosure of Interest Statements
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Scheduling – Denyse will take care of all your scheduling. She will make travel arrangements – book rooms and flights (most people book their own flights for points). Denyse takes care of the preparation for all Council meetings, but Rita normally helps with other committee meetings. Rita also takes care of booking any of the meeting rooms at the town hall. If available, town hall meeting rooms can be used by outside groups for no cost. Denyse handles the arrangements for public appearances. The Mayor attends the majority of public appearances and if she cannot attend the Deputy Mayor will attend in her place. However, there are times when neither can attend and a Councillor will be asked to fill in or there are times when the entire Council is invited to an event.

Mail Slots – All councillors have been assigned a mail slot where information will be deposited for your review. These are located in the Riverview Room next to Council Chambers. The majority of the information you receive will be sent electronically, but there all some things that still come through the mail and its recommended to check your mail slot at least once a week.

Swipe Cards & Alarm Codes – you will each receive a swipe card that will open the electronic doors in the Town Hall and an alarm code to arm and disarm the alarm code if you are in the building after hours. If you need help with the code see Robert.

Equipment – Council uses SurfacePros and you will each receive an iPhone for Council use. Town email addresses have been created for you and will be included on your business cards. SurfacePros can be picked up tonight and phones and business cards will be given to you at the swearing in ceremony. If you need any instructions contact me and I’ll arrange for some training through Strategic Technology – our IT provider.

Disclosure of Interest Statements – Section 90 of the Municipalities Act requires all members of Council to sign a Disclosure of Interest statement disclosing any conflict of interest you may have. Attached to your Disclosure of Interest statements is the relevant section of the Act.





Questions?
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