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CITY COUNCIL 
AGENDA REPORT 

 

Subject: AMENDMENT TO C-CC-01 CITY COUNCIL AND 
ADMINISTRATIVE POLICY DEVELOPMENT 

 
Recommendation(s) 
 
That Council Policy C-CC-01 City Council and Administrative Policy Development 
be amended by substituting Council Policy C-CC-01 City Council Policy 
Development, being Attachment 1 to the Agenda Report “Amendment to C-CC-01 
City Council and Administrative Policy Development” dated August 17, 2015. 

 
Purpose of Report 
 
Legislative Services has developed a Governance Framework to bring greater 
clarity and consistency to our Council Policy and Administrative Policy process. As 
part of that project we need to update existing Council Policies to address some 
concerns noted as part of the ongoing review. Changes to the policy template 
require amendments to C-CC-01 City Council and Administrative Policy 
Development. 
 
We are currently in the process of preparing a schedule of all policies to be 
reviewed over the next three years. During those reviews, the policies will be 
updated to the new template.  
 
Council Direction 
 
City Manager Bylaw 13/2002 states: 
 
“6. (2) The City Manager shall: 

(b) be responsible for advising on and communicating with Council with 
respect to:  

(iii) Council policies and procedures, and  
(iv) Administrative policies and procedures; 

9. (2) The City Manager has the authority to:  
(a) establish Administrative policies and procedures and in particular 
employment policies and procedures including policies and procedures to 
govern the actions of employees;” 
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Background and Discussion 
 
Administration has developed a Governance Framework for the City. This 
framework is a tool to outline a clear hierarchy of the legislative and decision 
making mechanisms, including policies, with a well-defined definition of the 
differences between them and a clear process for their approval. The goal of the 
framework is to bring clarity and consistency for planning and decision making.  
Research began in early January 2015 by meeting with internal groups planning 
policy updates and reviews. This was to determine common questions or concerns 
within the existing structure. Once this was determined a cursory review of the 
existing policies and bylaws began to identify opportunities for improvement. 
 
The next step was to perform research on best practices in governance and policy 
as well as a review of existing legislation, in particular the Municipal Government 
Act. The Municipal Government Act lays out the roles and responsibility of Council 
and the Chief Administrative Officer (City Manager) as follows: 
 

• Municipal Government Act Chapter M-26 (December 11, 2013) states: 
o Section 201 (1): “A council is responsible for (a) developing and 

evaluating the policies and programs of a municipality;  
o Section 201 (2): “a council must not exercise a power or function or 

perform a duty that is by this or another enactment or bylaw 
specifically assigned to the chief administrative officer or a 
designated officer.” 

o Section 207: “The Chief Administrative Officer (a) is the 
administrative head of the municipality; (b) ensures the policies and 
programs of the municipality are implemented;”  

 
The Governance Framework reflects the distinction of roles and responsibilities 
between governance and operations, that the role of Council is to develop policy 
and programs and the role of the CAO is to implement. As the head of 
administration, the CAO is empowered to determine how this is done, including 
any administrative policies to direct that work. The City’s policies therefore need to 
be consistent with this distinction. 
 
While there was a lot of work put into policies by staff there remained some 
confusion about what kind of policy they should use and what it should include. 
This confusion was organization wide and is a common challenge faced by many 
organizations.  
 
Policies are also inconsistent, with the template being altered and in some cases 
ignored for some policies and not for others. This was partially the result of the 
template being misunderstood. This consistency is important so that policies can 
easily be understood and followed regardless of the individual in any position.  
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Once we had identified the problems, we began to work on the framework itself. 
We wanted to create a clear hierarchy to policy mechanisms within the City of St. 
Albert and outline a clear process for approvals. The model reinforces the role of 
Council as a governance body and the City Manager/administration as the 
operational body. Four levels of policy mechanisms were identified: 
 
Bylaw 
 
Bylaws are the most potent of legislative options available to Council. Like federal 
or provincial statute, certain bylaws may be enforceable by the court system.   

  
Bylaws generally are related to regulating the community or delegation of Council 
duties. Though municipal Councils are free to exercise a wide range of bylaw-
making authority, bylaws may be mandated by provincial legislation, particularly in 
the areas of taxation and finance. Under the Municipal Government Act for 
example, Council must pass a borrowing bylaw if a municipal borrowing is 
intended. 
 
Council Policy 
 
Council Policies are statements that set discretionary duties, expectations or 
standards of performance for Administration, specifically the City Manager, 
including delegations of authority. A policy addresses recurring issues to provide 
expectations and direction to setting out the level of service and manner in which 
the City will perform duties imposed on itself or those imposed on the City by 
provincial or federal legislation. 
 
Council Policy is passed by City Council and therefore Administration is bound by 
Council Policy, and is not allowed to deviate from that Policy without explicit 
direction from Council or an amendment to the Policy. 
 
City Manager Directives 
 
City Manager Directives apply to all City of St. Albert employees and may also 
apply to a person working on behalf of the City, such as a contractor or consultant. 
Directives are expectations and direction set by the City Manager as the 
administrative head of the corporation about operational matters, including further 
delegation of authority. They affect the internal operations, functions and 
administration of the corporation.  
 
City Manager Directives are used when a policy needs to apply across all divisions 
and departments and are approved by the City Manager. 
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Operational Protocols 
 
Operational protocols are intended to formalize divisional and departmental 
operational procedures and practices. Operational protocols outline how divisions 
and departments operate on a daily basis. These protocols ensure consistency 
over time and outline how things will get done. These documents are vital for the 
operation of departments to ensure for example, consistency, dependability, 
accountability, and so that operational information is retained by the department 
even after a knowledgeable individual has left.  
 
Protocols will be less rigid in structure and format than Policies or Directives, to 
allow for Divisions to utilize terminology and methods most applicable to their area. 
 
Once the Governance Framework was finished, a need was identified for a more 
comprehensive tool to aid staff in the development of policies. To address that 
need, a Policy Guide book was developed to assist staff in the development of 
policies. This guide has evolved and will continue to evolve. The Guide instructs 
staff on what kind of policy is appropriate for any given situation, what that policy 
should include, common definitions and a style guide. 
 
Part of planned work involves updating the current policies and templates to reflect 
the larger changes Administration is undertaking. Once the new templates are 
approved we will be working to create a comprehensive schedule of when all of the 
City’s Bylaws and Policies will be reviewed. That schedule will be provided to 
Council later this year.  
 
Key changes to Council Policy C-CC-01 City Council and Administrative 
Policy Development: 
 
Removing Administrative Policy – One issue we identified is that there is a degree 
of confusion on the line between Administrative and Council Policy. The 
recommendation is to create clear distinction between the two consistent with the 
MGA and City Manager Bylaw, which state it is within the City Manager’s purview 
to manage administration; therefore Council should not direct the format of 
administrative policy. Administrative Policy will be renamed as City Manager 
Directives and the template format will be managed internally.  
 
Eliminating Administrative Procedures – Procedures have no set template and 
often replicate work that should either be handled at an Administrative level. 
Procedures for Council members should be incorporated within the standards. If 
there is work required to have procedures for Administration to support a Council 
Policy, it will be done as a City Manager Directive. The information will continue to 
be shared with Council. 
 
Standards – This section is being renamed and redefined as Service Standards / 
Standards / Expectations which emphasizes the option for Council to establish 
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Service Standards in policy for the organization. This section is where Council 
defines what its expectations are of the City Manager/Administration. While this is 
sometimes the case, it is recommended that any new policies moving forward that 
deal with a service should incorporate service standards, where available and 
possible. 
 
Review – A process has been outlined to define when a policy review should take 
place. This has previously been mentioned in the old Administrative Procedure 
template but more appropriately belongs in Council Policy C-CC-01 under the City 
Manager’s responsibilities. We have set the standard at 10 years which is the 
maximum amount of time a policy should be left without review. However, the 
policy allows for policy reviews to be conducted more frequently as needed. A 
review does not necessarily imply changes; however a report should be provided 
to Council even if the recommendation is that no changes occur.  
 
Stakeholder Communications or Engagement 
 
• There will be a series of meetings with internal stakeholders to explain the new 

template and provide additional advice and support on the development of 
policies. In particular we will be meeting with Directors and staff responsible for 
the development of Council Policy.  

 
Implications of Recommendation(s) 
 
a) Financial: 

• None at this time 
 

b) Legal / Risk: 
• None at this time 

 
c) Program or Service:   

• None at this time 
 

d) Organizational: 
• As we move into the comprehensive review stage, Administration will have 

to update policies to reflect the new template. These are currently being 
identified and put into work plans. 

 
Alternatives and Implications Considered 
 
If Council does not wish to support the recommendation, the following alternatives 
could be considered: 
 

a) Alternative 1. Council can take no action to amend the Council policy which 
would mean that policies will continue to be developed under the current 
template.  
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Strategic Connections 
 
a) Council’s Strategic Outcomes and Priorities  

• CULTIVATE EXCELLENCE IN GOVERNMENT:  A responsive, accountable 
government that delivers value to the community. 

• Strategy: Research government organizations that are recognized for their 
leadership in municipal government and identify best practices to enhance 
municipal operations. 

 
b) Long Term Plans  

• N/A 
 

c) Corporate Objectives (See Corporate Business Plan) 
• Deliver programs and services that meet or exceed our standards 

 
• Council Policies 

 
• All Council Policies will be impacted by this decision, as this policy outlines 

the template that all policies must follow. As new policies come forward they 
will now reflect this new template. 

 
Other Plans or Initiatives  

• Governance and Policy Framework 
 
Attachment(s) 
 
1. C-CC-1 City Council Policy Development 
2. C-CC-1 City Council and Administrative Policy Development with changes 
3. City Council Policy Template (for information)  
 
 
Originating Department(s): Legislative Services 

Author(s): 
General Manager Approval: 

Ryan Osterberg, Legislative Initiatives Coordinator 
Maya Pungur-Buick, General Manager, Corporate Strategic 
Services 

 
City Manager Signature:   

Date: 
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City of St. Albert 

City Council Policy 

Policy Number: C-CC-01 
Policy Title City Council Policy Development 
Approval Date: March 21, 2005 (C-128-2005) 
Revision Date:  
Department: Legislative Services 
 
Purpose  
 
To establish a consistent approach, through an established format, pre-determined codification 
system, and clearly articulated definitions, for City Council Policy development in the City of St. 
Albert.   
 
Policy Statement  
 
This City Council policy shall establish a consistent approach to, and a philosophical framework 
for, the development of City Council Policy. 
 
Responsibilities  
 
City Council policies shall address issues within the realm of governance, such as, but not 
restricted to, legal liability, financial accountability, and the public image of the City of St. Albert 
and its City Council. City Council Policies may define specific methods, procedures, or 
parameters to be followed when exercising authority that has been delegated to Administration. 
 
The City Manager, in accordance with Council direction and within the direction and intent of the 
Municipal Government Act, City Manager Bylaw and Council policies, shall determine which policy 
issues should be brought to City Council for approval as City Council policies, those that should 
be shared with City Council for information, and those that shall remain strictly within the purview 
of administration to develop, approve, implement, and monitor.  
 
The City Manager or designate shall review policies periodically to ensure that they continue to be 
relevant, current and support the achievement of desired results.  Policies shall be reviewed once 
every 10 years or as required in accordance with any or a combination of the following: 
 
 a. Legislation changes or court decisions become known or as needs and issues are 

identified; 
 b. Budget considerations;  
 c. In conjunction with newly elected City Councils; 
 d. As part of Service Reviews; or 

Attachment 1 
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 e. With a change in philosophy as identified by trends or changes in City Council’s 
environment. 

 
Service Standards/Standards/Expectations  
 
1. Policies shall be consistent with relevant federal and provincial government legislation and 

related regulations, as well as the City Council’s Vision, Mission and Values statements, 
bylaws and policies. 

 
2. City Council Policies shall be developed and implemented according to this policy. 
 
3. Policies shall be developed using a common format comprising: 
 

a. Purpose:  The purpose explains the underlying issue or need that resulted in the 
formulation of the policy.  The purpose statement shall be in the form of an infinitive; that 
is, the first word shall be, “To”. 
 

b. Policy Statement: The policy statement is a philosophically based statement, which is 
goal oriented and establishes directions or parameters for future action.  The policy 
statement shall set out expectations specifically and clearly so that they can be enforced 
legally. The policy statement may include what shall and shall not be allowed in the 
achievement of the expectations.  Policy statements may include incentives for 
compliance or consequences for failure to comply with the policy as long as the incentives 
or consequences are consistent with any obligations established in contracts or collective 
agreements with the City.  
 

 c. Definitions: Definitions may be inserted after the policy statement whenever terms in the 
policy statement require further explanation for clarity or the setting of boundaries 
regarding what is included or excluded. 

 
 d. Responsibilities:  This section shall determine which entities within the City of St. Albert 

are responsible for the development, approval, implementation, training, monitoring and 
evaluation of the effectiveness of the policy. This may include the delegation of 
responsibilities to the City Manager, or designates, or to City Council committees. 

   
 e. Service Standards/Standards/Expectations: Further define the framework and/or 

establish parameters within which the policy is to be implemented. They are clear concise 
statements that define in more precise terms what is required relative to the policy 
direction.  May include statements that are mandatory in nature; that is, the term, “shall”. In 
interpreting policies and standards, the terms, “shall” is to be read as mandatory and the 
term “may” is to be read as permissive. In situations where Council as a body is defining 
its internal processes or procedures they would fall under this section.  

 
 f. Approved:  For City Council policies, this shall include the resolution number and date on 

which final approval was given by City Council. Should appear at the top of the policy.  
 

g. Revised:  This section provides a tracking system of the dates on which revisions to the 
policy were approved. For City Council policies, there would be a reference to the 
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resolution number(s) and date(s) of approval of any revision(s).Should appear at the top of 
the policy.  
 

h. Department – Is for Administrative purposes and provided for information only. It is 
subject to change at the City Manager’s discretion. Should appear at the top of the policy. 

  
i. Legal References:  Legal references shall refer to any statutes or other legal authorities 

relevant to the policy.  Legal references shall appear at the end of the policy. 
 
 j. Cross References:  Cross references shall refer to any relevant bylaws, collective 

agreements, City Council policies, that may be referenced in the implementation of the 
policy.  These shall be placed at the end of the policy. 

 
 k. Page Numbers:  Page numbers shall appear in the bottom right of each page and be 

identified in the format of,  “Page 1 of 2, Page 2 of 2.” In order to clearly separate 
administrative procedures from policy, a new series of numbering shall begin on the first 
page of the administrative procedures and shall follow the pattern of, “Page 1 of 2, Page 2 
of 2.” 

  
4. The development and review of policies shall allow for the participation of affected groups or 

individuals that the City Council or City Manager considers appropriate to the policy decision 
being contemplated.  In the event of an emergent or other situation where it is in the best 
interests of the City to do so, the City Council or City Manager may take immediate action on 
a policy matter, or act in an ad hoc manner as appropriate in the absence of any specific 
policy that precisely addresses the situation at hand.  

 
5. The City Council delegates responsibility for effective policy implementation and evaluation to 

the City Manager. 
 
6. City Council policies shall be available on the City of St. Albert web site for information and 

public viewing.  
 
 
Legal References  
 
Municipal Government Act, Parts 5 and Part 6 
 
Cross References  
 
Bylaw 13/2002, City Manager Bylaw 
City Council Policy C-CAO-01, City Manager Delegations 
 

 

SIGNATURE DATE 

 



 City of St. Albert 
CITY COUNCIL POLICY C-CC-1 

Page 1 of 3 
            

 
Purpose 
 
To establish a consistent approach, through an established format, pre-determined codification 
system, and clearly articulated definitions, for City Council Policy and Administrative Policy 
development in the City of St. Albert.   
 
Policy 
 
This City Council policy shall establish a consistent approach to, and a philosophical framework for, 
the development of City Council Policy and Administrative Policies. 
 
Responsibilities 
 
City Council policies shall address issues within the realm of governance, such as, but not restricted 
to, legal liability, financial accountability, and the public image of the City of St. Albert and its City 
Council. City Council Policies may define specific methods, procedures, or parameters to be followed 
when exercising authority that has been delegated to Administration. 
 
The City Manager, in accordance with Council direction and within the direction and intent of the 
Municipal Government Act, City Manager Bylaw and Governance policies, shall determine which 
policy issues should be brought to City Council for approval as City Council policies, those that should 
be shared with City Council for information, and those that shall remain strictly within the purview of 
administration to develop, approve, implement, and monitor.  
 
The City Manager or designate shall review policies periodically to ensure that they continue to be 
relevant, current and support the achievement of desired results. Policies shall be reviewed once 
every 10 years or as required in accordance with any or a combination of the following: 
 
 a. Legislation changes or court decisions become known or as needs and issues are identified; 
 b. Budget considerations;  
 c. In conjunction with newly elected City Councils;  
 d. As part of Service Reviews; or 
 e. With a change in philosophy as identified by trends or changes in City Council’s environment. 
  
 
Standards 
 
1. Policies shall be consistent with relevant federal and provincial government legislation and related 

regulations, as well as the City Council’s Vision, Mission and Values statements, bylaws and 
policies. 

 C-CC-1 
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City Council and Administrative Policy 
Development  

AUTHORITY:            
City Council 

APPROVED REVISED 

RES. NO.: C-128-2005 RES. NO. (Number) 

DATE: March 21, 2005 DATE (Date) 
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2. City Council Policies and Administrative Policies shall be developed and implemented according 

to this policy. 
 
3. Policies shall be developed using a common format comprising: 
 

a. Purpose:  The purpose explains the underlying issue or need that resulted in the formulation 
of the policy.  The purpose statement shall be in the form of an infinitive; that is, the first word 
shall be, “To”. 
 

b. Policy Statement: The policy statement is a philosophically based statement, which is goal 
oriented and establishes directions or parameters for future action. The policy statement shall 
set out expectations specifically and clearly so that they can be enforced legally. The policy 
statement may include what shall and shall not be allowed in the achievement of the 
expectations. Policy statements may include incentives for compliance or consequences for 
failure to comply with the policy as long as the incentives or consequences are consistent with 
any obligations established in contracts or collective agreements with the City.  
 

 c. Definitions: Definitions may be inserted after the policy statement whenever terms in the 
policy statement require further explanation for clarity or the setting of boundaries regarding 
what is included or excluded. 

 
 d. Responsibilities:  This section shall determine which entities within the City of St. Albert are 

responsible for the development, approval, implementation, training, monitoring and 
evaluation of the effectiveness of the policy. This may include the delegation of responsibilities 
to the City Manager, or designates, or to City Council committees. 

   
 e. Service Standards/Standards/Expectations: Further define the framework and/or establish 

parameters within which the policy is to be implemented. They are clear concise statements 
that define in more precise terms what is required relative to the policy direction.  May include 
statements that are mandatory in nature; that is, the term, “shall”. In interpreting policies and 
standards, the terms, “shall” is to be read as mandatory and the term “may” is to be read as 
permissive. In situations where Council as a body is defining its internal processes or 
procedures they would fall under this section. 

 
 f. Administrative Procedures:  The City Manager or designate is responsible for developing 

the specific implementation steps required to operationalize a policy.  Administrative 
procedures shall not be subject to City Council approval but shall be available to the City 
Council for information at the time of policy approval and thereafter whenever relevant issues 
arise.  The City Council expects that administrative procedures will be developed by obtaining 
the necessary technical advice, affected stakeholder input, and legal opinions. 

 
 g. Approved:  For City Council policies, this shall include the resolution number and date on 

which final approval was given by City Council. Should appear at the top of the policy.  
 

h. Revised:  This section provides a tracking system of the dates on which revisions to the 
policy were approved. For City Council policies, there would be a reference to the resolution 
number(s) and date(s) of approval of any revision(s). Should appear at the top of the policy.  
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i. Department – Is for Administrative purposes and provided for information only. It is subject to 
change at the City Manager’s discretion. Should appear at the top of the policy.    

  
 i. Legal References:  Legal references shall refer to any statutes or other legal authorities 

relevant to the policy.  Legal references shall appear at the end of the policy. 
 
 j. Cross References:  Cross references shall refer to any relevant bylaws, collective 

agreements, City Council policies, that may be referenced in the implementation of the policy.  
These shall be placed at the end of the policy. 

 
 k. Page Numbers:  Page numbers shall appear in the bottom right of each page and be 

identified in the format of,  “Page 1 of 2, Page 2 of 2.” In order to clearly separate 
administrative procedures from policy, a new series of numbering shall begin on the first page 
of the administrative procedures and shall follow the pattern of, “Page 1 of 2, Page 2 of 2.” 

 
5. The development and review of policies shall allow for the participation of affected groups or 

individuals that the City Council or City Manager considers appropriate to the policy decision 
being contemplated.  In the event of an emergent or other situation where it is in the best interests 
of the City to do so, the City Council or City Manager may take immediate action on a policy 
matter, or act in an ad hoc manner as appropriate in the absence of any specific policy that 
precisely addresses the situation at hand.  

 
6. The City Council delegates responsibility for effective policy implementation and evaluation to the 

City Manager.  
 
7. City Council policies shall be available on the City of St. Albert web site for information and public 

viewing.  
 
 
 
 

 
 
 

                                                 
Legal References: Municipal Government Act, Parts 5 and Part 6 
Cross References: Bylaw 13/2002, City Manager Bylaw, City Council Policy C-CAO-01, City 
Manager Delegations 
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CITY OF ST. ALBERT 
 CITY COUNCIL POLICY  
 
 
NUMBER TITLE 

1111-1111 
(Arial, 14 pt, 
bold) 

Policy Title (Arial, 14 pt, bold) 

DEPARTMENT APPROVAL DATE REVISION DATE 

Department Name (Arial 12 pt) January 1, 2015 January 1, 2015 
 
This format to be used for a high level policy document that requires Council’s 
approval. 
 
If there are procedures for the Council policy, complete the template - 
“Administrative Procedures”.  Provided as an attachment to the policy.  
   
Font - Arial 12. 
Single spacing except for double spacing before and after headings and between 
paragraphs. 
 
Italics used for legislation only; e.g. Municipal Government Act. 
 
Main headings should be in the following order, bolded and not underlined: 
 
Purpose – underlying issue or need that resulted in the formulation of the policy.  
Shall be in the form of an infinitive; this is, the first word shall be “To” 
 
Policy Statement – what is wanted by whom, from whom and how much – 
philosophically based statement 
 
Definitions – place in alphabetical order; as such, there is no requirement for 
numbering 
 
Responsibilities – Who is to do what? Is it City Council, City Manager or a 
Council Committee? This section should also include a membership breakdown if 
the policy is for creating a committee of Council.  
 
Service Standards/ Expectations – Define the framework, establish the 
standards, clear concise statements that define in more precise terms what is 
required.  May include mandatory terms “shall” or “will” (“shall” or “will” are to be 
read as mandatory and “may” is to be read as permissive). Allows Council to 
outline service standards and targets. 

 



  Attachment 3 

Page 2 of 3 | City Council Policy | Insert Policy Number     

 
Legal References – This section should make reference to any applicable federal 
or provincial legislation, Industry Standards, or other legal authorities relevant to 
this directive. 
 
Cross References – Any internal Bylaw, Council Policy, collective agreement that 
may be referenced in the implementation of this directive.  
 
Attachments – Please list all attachments below in the order that they are attached.  
 
Numbering sequence to be used: 
1. 
 
2. 
 a. 
 b. 
  i. 
  ii. 
  ii. 
 
Generally, double spacing between points if they are complete sentences; 
otherwise, only single spacing between points. 
 
Policy number to be obtained from Legislative Services. 
 
Legislative Services should review policy well in advance of the Council meeting. 
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