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1. 21 Adams Avenue - Institutional (INST) Zone - Ward 2

An application has been submitted requesting permission to
allow Office Use at 21 Adams Avenue.

The existing building is in the Institutional (INST) Zone where
Office Use is Discretionary. The proposed business is a non-
profit community-based organization that employs
approximately 33 employees and will occupy a floor area of
approximately 723 square meters. Hours of operation will be
Monday to Friday 8 a.m. - 5 p.m. with on-site parking.

No submissions received



2. 48 Kenmount Road - Commercial Regional (CR) Zone - Ward 4 15

A Discretionary Use application has been submitted by Cineplex
Entertaining LP. requesting permission to operate a Lounge at
48 Kenmount Road.

The Lounge will take place in the existing cinema area and will
operate as per the regularly scheduled movie times (starting
11:30 a.m. on weekdays, 10:30 a.m. on weekends ending 15
minutes after the last posted movie of the day). The sale and
consumption of alcohol will strictly follow all Provincial laws and
regulations.

2 submissions received 

3. 63 O’Leary Avenue - Commercial Industrial (CI) Zone - Ward 4

A Discretionary Use application has been submitted by Rogers
Communication Inc. requesting to construct a
telecommunications tower located at 63 O’Leary Avenue.

In accordance with the obligations under the Radio
Communication Act and Industry Canada’s Tower Siting
Procedure CPC-2-0-03, the City of St. John’s hereby notifies
property owners in the vicinity of 63 O’Leary Avenue of Rogers
intention to construct a telecommunications tower system
consisting of:

• A 40-meter self-supporting telecommunication tower (including
antennas and a lightning rod.
• A tower base measuring 6 meters on either side.
• An equipment shelter located at the base of the proposed
tower surrounded by a security fence with a locked gate access
point.
• Installation of 6 LTE (4G) antennas measuring approximately
2.09 m x 50 cm x 20.6 cm and 18 radio units measuring
approximately 35 cm x 42 cm x 20 cm as close as possible to
the top of the proposed tower.

No submissions received.
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been submitted to the City requesting permission to add an
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extension will first involve the removal of 8m2 of floor area, then
an addition of 17.8m2 will be added for an overall extension of
9.9m2. The proposed dwelling would then have a total floor area
of 110.8m2.

1 submission received.
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Minutes of Regular Meeting - City Council 

Council Chamber, 4th Floor, City Hall 

 

December 16, 2019, 4:30 p.m. 

 

Present: Mayor Danny Breen 

Deputy Mayor Sheilagh O'Leary 

Councillor Maggie Burton 

Councillor Dave Lane 

Councillor Sandy Hickman 

Councillor Debbie Hanlon 

Councillor Deanne Stapleton 

Councillor Hope Jamieson 

Councillor Jamie Korab 

Councillor Ian Froude 

Councillor Wally Collins 

   

Staff: Kevin Breen, City Manager 

Derek Coffey, Deputy City Manager of Finance & 

Administration 

Tanya Haywood, Deputy City Manager of Community 

Services 

Lynnann Winsor, Deputy City Manager of Public Works 

Cheryl Mullett, City Solicitor 

Susan Bonnell, Manager - Communications & Office Services 

Elaine Henley, City Clerk 

Ken O'Brien, Chief Municipal Planner 

   

 

Land Acknowledgement 

The following statement was read into the record: 

“We respectfully acknowledge the Province of Newfoundland & Labrador, of 

which the City of St. John’s is the capital City, as the ancestral homelands of the 

Beothuk. Today, these lands are home to a diverse population of indigenous and 

other peoples. We would also like to acknowledge with respect the diverse 
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histories and cultures of the Mi’kmaq, Innu, Inuit, and Southern Inuit of this 

Province.” 

 

1. CALL TO ORDER 

2. PROCLAMATIONS/PRESENTATIONS 

2.1 Global Covenant of Mayors for Climate & Energy 

3. APPROVAL OF THE AGENDA 

3.1 Adoption of Agenda 

SJMC-R-2019-12-16/569 

Moved By Councillor Collins 

Seconded By Councillor Stapleton 

That the Agenda be adopted as presented. 

For (11): Mayor Breen, Deputy Mayor O'Leary, Councillor Burton, Councillor Lane, 

Councillor Hickman, Councillor Hanlon, Councillor Stapleton, Councillor Jamieson, 

Councillor Korab, Councillor Froude, and Councillor Collins 

MOTION CARRIED (11 to 0) 

 

4. ADOPTION OF THE MINUTES 

4.1 Adoption of the Minutes of December 9, 2019 

SJMC-R-2019-12-16/570 

Moved By Councillor Hanlon 

Seconded By Councillor Jamieson 

That the minutes of December 9, 2019 be adopted as presented. 

For (11): Mayor Breen, Deputy Mayor O'Leary, Councillor Burton, Councillor Lane, 

Councillor Hickman, Councillor Hanlon, Councillor Stapleton, Councillor Jamieson, 

Councillor Korab, Councillor Froude, and Councillor Collins 

MOTION CARRIED (11 to 0) 

 

5. BUSINESS ARISING FROM THE MINUTES 

6. NOTICES PUBLISHED 

6.1 2540 Trans-Canada Hwy - Open Space Reserve (OR) Zone - Ward 5 
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Application 

A Discretionary Use application has been submitted by Newfoundland 

Power Inc. requesting to use 2540 Trans-Canada Highway for a Public 

Utility distribution line. 

Description 

The distribution line will be used to accommodate load growth for the 

Galway development. 

No submissions. 

SJMC-R-2019-12-16/571 

Moved By Councillor Collins 

Seconded By Councillor Lane 

That Council approve the application subject to all applicable City 

requirements. 

For (11): Mayor Breen, Deputy Mayor O'Leary, Councillor Burton, Councillor Lane, 

Councillor Hickman, Councillor Hanlon, Councillor Stapleton, Councillor Jamieson, 

Councillor Korab, Councillor Froude, and Councillor Collins 

MOTION CARRIED (11 to 0) 

 

6.2 40 Incinerator Rd. - Rural/Mineral Workings (R/MW) Zones - Ward 5 

Application 

A Discretionary Use application has been submitted to the City of St. 

John's by Eastlink seeking approval to install an antenna and add a new 

5m2 equipment shelter at the base of an existing tower at 40 Incinerator 

Road. 

Description 

In accordance with the City of St. John’s Siting Protocol for Wireless 

Facilities, the City of St. John's hereby notifies property owners in the 

vicinity of 40 Incinerator Road of Eastlink’s intention to install an antenna 

system consisting of: 

Three (3) A704516R0 antennas and three (3) Remote Radio Units. All 

sectors will be installed on the existing tower and installed at an elevation 

of 54.2m. 

A 2.032m x 2.438m prefabricated equipment shelter to be installed on 

North side of building. 

No submissions. 
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SJMC-R-2019-12-16/572 

Moved By Councillor Collins 

Seconded By Councillor Jamieson 

That Council approve the application subject to all applicable City 

requirements. 

For (11): Mayor Breen, Deputy Mayor O'Leary, Councillor Burton, Councillor Lane, 

Councillor Hickman, Councillor Hanlon, Councillor Stapleton, Councillor Jamieson, 

Councillor Korab, Councillor Froude, and Councillor Collins 

MOTION CARRIED (11 to 0) 

 

7. COMMITTEE REPORTS 

8. DEVELOPMENT PERMITS LIST  (FOR INFORMATION ONLY)  

8.1 Development Permits List for the period December 5 - 11, 2019 

Council considered for information the above noted. 

9. BUILDING PERMITS LIST 

9.1 Building Permits List for the period December 5 - 11, 2019 

SJMC-R-2019-12-16/573 

Moved By Councillor Jamieson 

Seconded By Councillor Stapleton 

That Council approve the Building Permits List for the period December 5-

11, 2019. 

For (11): Mayor Breen, Deputy Mayor O'Leary, Councillor Burton, Councillor Lane, 

Councillor Hickman, Councillor Hanlon, Councillor Stapleton, Councillor Jamieson, 

Councillor Korab, Councillor Froude, and Councillor Collins 

MOTION CARRIED (11 to 0) 

 

10. REQUISITIONS, PAYROLLS AND ACCOUNTS 

10.1 Weekly Payment Vouchers for the Week Ending December 11, 2019 

SJMC-R-2019-12-16/574 

Moved By Councillor Hickman 

Seconded By Councillor Hanlon 
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That Council approve the Weekly Payment Vouchers for the week ending 

December 11, 2019 in the amount of $9,684,517.86. 

For (11): Mayor Breen, Deputy Mayor O'Leary, Councillor Burton, Councillor Lane, 

Councillor Hickman, Councillor Hanlon, Councillor Stapleton, Councillor Jamieson, 

Councillor Korab, Councillor Froude, and Councillor Collins 

MOTION CARRIED (11 to 0) 

 

11. TENDERS/RFPS 

11.1 Departmental Approval Request - RFP #2019128 re: Engineering 

Consulting Services for the Assessment of a New Regional Water 

Source 

SJMC-R-2019-12-16/575 

Moved By Councillor Froude 

Seconded By Councillor Lane 

That Council award this RFP to CBCL Limited in the amount of 

$400,016.00 (HST Included) based on an evaluation of the proposals by 

the City's evaluation team as per the Public Procurement Act.  

For (11): Mayor Breen, Deputy Mayor O'Leary, Councillor Burton, Councillor Lane, 

Councillor Hickman, Councillor Hanlon, Councillor Stapleton, Councillor Jamieson, 

Councillor Korab, Councillor Froude, and Councillor Collins 

MOTION CARRIED (11 to 0) 

 

11.2 Bid Approval Note - #2019031 Supply & Delivery of Two (2) Rescue 

Trucks 

SJMC-R-2019-12-16/576 

Moved By Councillor Froude 

Seconded By Deputy Mayor O'Leary 

That Council award this open call to the lowest and only bidder meeting 

specification, Metalfab LTD. in the amount of $413,576.80 (HST included) 

as per the Public Procurement Act. 

For (11): Mayor Breen, Deputy Mayor O'Leary, Councillor Burton, Councillor Lane, 

Councillor Hickman, Councillor Hanlon, Councillor Stapleton, Councillor Jamieson, 

Councillor Korab, Councillor Froude, and Councillor Collins 
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MOTION CARRIED (11 to 0) 

 

11.3 Bid Approval Note - #2019247 Supply, Install, Maintain and Remove 

Annuals 

SJMC-R-2019-12-16/577 

Moved By Councillor Froude 

Seconded By Councillor Collins 

That Council award this open call to the lowest bidder that meets 

specifications, Stanley Flowers Ltd., as per the Public Procurement Act, 

for $39,205.80 per year (HST incl.) 

For (11): Mayor Breen, Deputy Mayor O'Leary, Councillor Burton, Councillor Lane, 

Councillor Hickman, Councillor Hanlon, Councillor Stapleton, Councillor Jamieson, 

Councillor Korab, Councillor Froude, and Councillor Collins 

MOTION CARRIED (11 to 0) 

 

12. NOTICES OF MOTION, RESOLUTIONS QUESTIONS AND PETITIONS 

13. OTHER BUSINESS 

13.1 Decision Note dated December 12, 2019 re: Appointment – Board of 

Directors St. John’s Transportation Commission 

SJMC-R-2019-12-16/578 

Moved By Councillor Froude 

Seconded By Councillor Collins 

That Council approve the appointment of Kirsten Morry and Paul Walsh to 

the Board of Directors of the St. John’s Transportation Commission for an 

additional two-year term beginning January 15, 2020. 

For (11): Mayor Breen, Deputy Mayor O'Leary, Councillor Burton, Councillor Lane, 

Councillor Hickman, Councillor Hanlon, Councillor Stapleton, Councillor Jamieson, 

Councillor Korab, Councillor Froude, and Councillor Collins 

MOTION CARRIED (11 to 0) 

 

14. ADJOURNMENT 

There being no further business, the meeting adjourned at 5:00 pm. 
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_________________________ 

MAYOR 

 

_________________________ 

CITY CLERK 
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NOTICES PUBLISHED 

 
Applications which have been advertised in accordance with the requirements of Section 5.5 of the St. John's Development Regulations 
and which are to be considered for approval by Council at the Regular Meeting of Council on January 6, 2020. 

Ref 
# 

Property Location/ 
Zone Designation 

 And Ward 
Application Details Submissions 

Received 

Planning and 
Development Division 

Notes 
 

1 
 

21 Adams Avenue  
Institutional  
(INST) Zone 

 
Ward 2 

 
Application 
An application has been submitted requesting permission to 
allow Office Use at 21 Adams Avenue. 
 
Description 
The existing building is in the Institutional (INST) Zone where 
Office Use is Discretionary. The proposed business is a non-
profit community-based organization that employs 
approximately 33 employees and will occupy a floor area of 
approximately 723 square meters. Hours of operation will be 
Monday to Friday 8 a.m. - 5 p.m. with on-site parking. 

 
No 

Submission 
Received 

 
It is recommended to 

approve the 
application subject to 

all applicable City 
requirements 

 
2 

 
48 Kenmount Road 

 
Commercial Regional 

(CR) Zone 
 

Ward 4 

 
Application 
A Discretionary Use application has been submitted by 
Cineplex Entertaining LP. requesting permission to operate a 
Lounge at 48 Kenmount Road. 
 
Description 
The Lounge will take place in the existing cinema area and 
will operate as per the regularly scheduled movie times 
(starting 11:30 a.m. on weekdays, 10:30 a.m. on weekends 
ending 15 minutes after the last posted movie of the day). 
The sale and consumption of alcohol will strictly follow all 
Provincial laws and regulations. 
 

 
2 

Submissions 
Received 

 
It is recommended to 

approve the 
application subject to 

all applicable City 
requirements 
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Page 2 

 
 

The Office of the City Clerk and the Department of Planning, Engineering and Regulatory Services, in joint effort, have sent written 
notification of the applications to property owners and occupants of buildings located within a minimum 150-metre radius of the application 
sites.  Applications have also been advertised in The Telegram newspaper on at least one occasion and applications are also posted on the 
City's website.  Where written representations on an application have been received by the City Clerk’s Department, these representations 
have been included in the agenda for the Regular Meeting of Council. 

   
G:\Planning and Development\Planning\Notices Published\2020\01 -January 6 2020.docx 

 
3 

 
63 O’Leary Avenue 

 
Commercial Industrial 

(CI) Zone 
 

Ward 4 

 
Application 
A Discretionary Use application has been submitted by 
Rogers Communication Inc. requesting to construct a 
telecommunications tower located at 63 O’Leary Avenue. 
 
Description 
In accordance with the obligations under the Radio 
Communication Act and Industry Canada’s Tower Siting 
Procedure CPC-2-0-03, the City of St. John’s hereby notifies 
property owners in the vicinity of 63 O’Leary Avenue of 
Rogers intention to construct a telecommunications tower 
system consisting of: 

 
• A 40-meter self-supporting telecommunication tower 

(including antennas and a lightning rod. 
• A tower base measuring 6 meters on either side. 
• An equipment shelter located at the base of the proposed 

tower surrounded by a security fence with a locked gate 
access point. 

• Installation of 6 LTE (4G) antennas measuring 
approximately 2.09 m x 50 cm x 20.6 cm and 18 radio 
units measuring approximately 35 cm x 42 cm x 20 cm as 
close as possible to the top of the proposed tower. 

 

 
No 

Submission 
Received 

 
It is recommended to 

approve the 
application subject to 

all applicable City 
requirements 

 

Jason Sinyard, P. Eng, MBA 
Deputy City Manager, Planning, Engineering and Regulatory Services 
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Elaine Henley

From: Elaine Henley
Sent: Monday, December 30, 2019 11:49 AM
To: ; CityClerk; Planning; CouncilGroup
Cc: Andrea Roberts; Ann-Marie Cashin; Ashley Murray; Dave Wadden; Gerard Doran; Jason Sinyard; 

Karen Chafe; Ken O'Brien; Lindsay Lyghtle Brushett
Subject: RE: application by Cineplex requesting permission to operate a Lounge at 48 Kenmount Road.

Good Morning : 
 
We thank you for your feedback and advise that your concerns will be referred to Council, along with 
all other submissions, for consideration prior to reaching its final decision on this application. 
 
 
 
Elaine Henley 

 
Elaine Henley 
City Clerk 
t. 576-8202 
c. 691-0451 
 

From:    
Sent: Thursday, December 12, 2019 2:51 PM 
To: CityClerk <cityclerk@stjohns.ca>; Planning <planning@stjohns.ca>; CouncilGroup <councilgroup@stjohns.ca> 
Subject: application by Cineplex requesting permission to operate a Lounge at 48 Kenmount Road. 
 

Good Thursday Afternoon. 

 

 I am putting in my 
complain about the  Cineplex Entertaining Theatre. 

 

This should be a common sense one the answer should already be NO. This 
should not be even up on the St John's Site asking the public of St John's 
Newfoundland and Labrador for our opinions on this matter. The Cineplex 
Entertaining  theatre in the Avalon Mall St John's Newfoundland and Labrador 
wants the city Councillors of St John's to approve to have a license to allow 
alcohol Beverages to be brought in the Cineplex Entertaining Theatre while 
watching a movie. 
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This can go many ways very bad ways: 

1) Just say for example that a young women who is a teenager  under the age of 
17 behind her parents knowledge went out with a college or university man they 
end up at the Empire theatre and he buys alcohol for both of them. The  Cineplex 
Entertaining Theatre does not know that they are together or does the Cineplex 
Entertaining Theatre know he buying alcohol for the both of them. Any stangers 
that will prey on children or teenagers this will be a great tool for them to harm or 
put something in the drinks. or give them a drink without them knowing it alcohol. 

This will turn out very badly and it should not be the  Cineplex Entertaining 
Theatre responsibility to after this incident has happen. It should be the City 
councillors responsibility (they are the ones who approved of this. The City of St 
John's Councillors should be the ones charged with giving a underage minor 
alcohol beverages these are the people that should be charged: Mayor Danny 
Breen, Deputy Mayor Sheilagh O'Leary, Councillor Deanne Stapleton,Councillor 
Hope Jamieson, Councillor Jamie Korab, Councillor Ian Froude, Councillor Wally 
Collins, Councillor Maggie Burton, Councillor Dave Lane, Councillor Sandy 
Hickman, Councillor Debbie Hanlon. 

2) There are people who are in AA (Alcoholics Anonymous) and in Celebrate 
recovery who really wants to get  recovered and get their life in better shape. 
Now that this Cineplex Entertaining Theatre wants to turn this family 
entertainment into a Alcohol place where there are kids and minors and people 
that likes to enjoy the movie with having to worry about his now can't eve go 
without supervision cause of the alcohol that this will brought into the Cineplex 
Entertaining Theatre of the Avalon Mall. The People that are in Recovery now 
can't seem to go anywhere anymore to enjoy something.The City Councillors will 
destory everything in power that does not suit them at all cost. Don't matter 
where it is and what kind of things happen there. This is the nothing but the 
truth.  

 of St John's Newfoundland and Labrador. 

 

 
  
Disclaimer: This email may contain confidential and/or privileged information intended only for the individual(s) 
addressed in the message. If you are not the intended recipient, any other distribution, copying, or disclosure is strictly 
prohibited. If you have received this email in error, please notify me immediately by return email and delete the original 
message. 
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Any correspondence with employees, agents, or elected officials of the City of St. John’s may be subject to disclosure 
under the provisions of the Access to Information and Protection of Privacy Act, 2015, S.N.L. 2015, c.A‐1.2.  
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Elaine Henley

From: CityClerk
Sent: Friday, December 6, 2019 12:18 PM
To: ; CityClerk
Cc: Andrea Roberts; Ann-Marie Cashin; Ashley Murray; Dave Wadden; Gerard Doran; Jason Sinyard; 

Karen Chafe; Ken O'Brien; Lindsay Lyghtle Brushett; Planning
Subject: RE:  Application - 48 Kenmount Road (Cineplex)

Good Morning : 
 
Prior to registering your email as a submission and providing it to Council for consideration, I have 
copied Planning, Engineering and Regulatory Services for a response to the questions posed. 
 
Once a response is received, you can advise whether you want your concerns noted. 
 
 
Elaine Henley 

 
Elaine Henley 
City Clerk 
t. 576-8202 
c. 691-0451 
 

From:    
Sent: Friday, December 6, 2019 9:26 AM 
To: CityClerk <cityclerk@stjohns.ca> 
Subject: Re: Application ‐ 48 Kenmount Road (Cineplex) 
 
Where in the “cinema area” will the lounge be? The area where people buy movie popcorn? There is already alcohol 
sold in the Rec Room. If the “cinema area” is the seating area near where people buy popcorn I don’t think this is 
necessary. It’s nice to keep some public spaces alcohol free for families and also for people who struggle with alcohol 
addiction. If someone wants a drink, the Rec Room is a more appropriate space.  
 
 

On Dec 6, 2019, at 9:16 AM, St. John's e‐Updates <eupdates@stjohns.ca> wrote: 

  

City of St. John's Media Relations has issued the following: 
========================================== 
Public Notice 

Tue, 2019/12/17 ‐ 9:30am 

Application ‐ 48 Kenmount Road (Cineplex) 
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Application 
A Discretionary Use application has been submitted by Cineplex Entertaining L.P. requesting permission to operate a 
Lounge at 48 Kenmount Road. 
  
Description 
The Lounge will take place in the existing cinema area and will operate as per the regularly scheduled movie times; 
starting 11:30 a.m. on weekdays, 10:30 a.m. on weekends ending 15 minutes after the last posted movie of the day. The 
sale and consumption of alcohol will strictly follow all provincial laws and regulations. 
  
Comment By 
9:30 a.m. Tuesday, December 17, 2019 
  
Comments 
Provide your comments to the Office of the City Clerk including your name and address to: cityclerk@stjohns.ca or P.O. 
Box 908, St. John’s, NL, A1C 5M2. 
  
Comments received become a matter of public record and are included in the Council agenda for the date a decision on 
the application will be made. Any identifying information (including your name) will be removed prior to your comment 
being released publicly. 
  
Collection of personal information is authorized under the Access to Information and Protection of Privacy Act, 2015 and 
is needed to consider your comments on this application. Questions about the collection and use of your information 
may be directed to the City Clerk at 709‐576‐8229 or cityclerk@stjohns.ca. 
  
Council Decision Date 
Monday, January 6, 2020 
  
Additional Information 
Notices are sent to property owners within 150 metres of the application site. For more information call 709‐576‐6192 
or email planning@stjohns.ca. 

Location Map 
  

 

DISCLAIMER 
To protect your privacy the City of St. John's has strict controls in place. Your e‐mail address will only be used to 
subscribe to this e‐mail update and for no other purpose.  
Information contained in City of St. John's e‐Updates is provided as a public service and solely for the user's information. 
Information is provided without warranty or guarantee of any kind, express or implied. The City of St. John's cannot 
guarantee that all information is current or accurate. Users should verify information before acting on it. The City of St. 
John's will not be liable for any loss or damages of any nature, either direct or indirect, arising from the use of 
information provided in this e‐Update.  
 
If you have any questions about City of St. John's e‐Updates contact accessstjohns@stjohns.ca.  

To unsubscribe from any City of St. John's mailing list, click the following link:  
http://www.stjohns.ca/eupdatesunsubscribe 
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NOTICES PUBLISHED 

 
Applications which have been advertised in accordance with the requirements of Section 5.5 of the St. John's Development Regulations 
and which are to be considered for approval by Council at the Regular Meeting of Council on January 13, 2020. 

The Office of the City Clerk and the Department of Planning, Engineering and Regulatory Services, in joint effort, have sent written 
notification of the applications to property owners and occupants of buildings located within a minimum 150-metre radius of the application 
sites.  Applications have also been advertised in The Telegram newspaper on at least one occasion and applications are also posted on the 
City's website.  Where written representations on an application have been received by the City Clerk’s Department, these representations 
have been included in the agenda for the Regular Meeting of Council. 

   
G:\Planning and Development\Planning\Notices Published\2020\02 -January 13 2020.docx 
 

Ref 
# 

Property Location/ 
Zone Designation 

 And Ward 
Application Details Submissions 

Received 

Planning and 
Development Division 

Notes 
 

1 
 

61 Radio Range Road 
Commercial 

Neighbourhood  
(CN) Zone 

 
Ward 1 

 
Application 
An application for an Extension to a Non-Conforming Use has 
been submitted to the City requesting permission to add an 
extension to the dwelling at 61 Radio Range Road. 
 
Description 
The existing dwelling has a total floor area of 100.9 m2. The 
extension will first involve the removal of 8m2 of floor area, then 
an addition of 17.8m2 will be added for an overall extension of 
9.9m2. The proposed dwelling would then have a total floor 
area of 110.8m2. 
 

 
1 

Submission 
Received 
(attached) 

 
It is recommended to 

approve the 
application subject to 

all applicable City 
requirements 

 

Jason Sinyard, P. Eng, MBA 
Deputy City Manager, Planning, Engineering and Regulatory Services 
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Elaine Henley

From: Lindsy Frampton <LFrampton@stjohnsairport.com>
Sent: Thursday, January 2, 2020 4:50 PM
To: CityClerk
Cc: Scott Mercer
Subject: Re: 61 Radio Range Road

Hi, 
 
There is no impact to the St. John’s Airport Authority for the extension to the dwelling on 61 Radio Range Road. 
 
Thanks, 

Lindsy Frampton 
Technical Support Specialist 
St. John's International Airport 
Phone: (709) 758-8512  
Cell: (709) 689-3474 
E-Mail: lframpton@stjohnsairport.com 

 

Do you really have to print this message? Let's think of the environment. 
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DECISION/DIRECTION NOTE 

Title: Request for Parking Relief and to Set the Parking for Proposed 
Service Shop 
10-12 Pippy Place 
INT1900122 

Date Prepared: January 7, 2020 

Report To: His Worship the Mayor and Members of Council 

Councillor & Role: Councillor Maggie Burton, Planning and Development Lead 

Ward: 4 

Decision/Direction Required: 
To set the parking requirement for a new Service Shop occupancy in the existing building at 
10-12 Pippy Place, as well as request parking relief. 

Discussion - Background and Current Status: 
An application was submitted to add a shoe repair business to the existing building on this 
commercial property. As the parking requirement for a Service Shop is unspecified in the 
Development Regulations, it is to be set by Council as per Section 9.1.1. 

There are 36 parking spaces provided on site for the building. 

Required parking and actual proposed utilization: 

Level Use Required Parkinq Proposed Utilization 
1st Floor Manufacturing 22 based on floor 14 based on 

area employees 
1st Floor, Suite Proposed Shoe Repair unspecified 5 proposed based on 
101 requirement in the '2 employees + 

Regulations (5 public. Previous 
recommended) occupancy was retail 

(Paperie & Advanced 
Office Equipment) 

1st Floor Suite Office - The Kidney 3 based on floor area 2 based on 2 
102 Foundation employees 
2nd Floor Suites Vacant, previous use was 9 required based on 0 - vacant 
201 & 201 Office floor area, if occupied 

by office use in the 
future 

3rd Floor Suite Office - EC Boone 9 required based on 9 based on floor area 
301 floor area 

ST. J~HN'S 
City of St. John's PO Box 908 St. John's, NL Canada AiC 5M2 www.stjohns.ca 
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Decision/Direction Note 
10-12 Pippy Place 

• Total spaces required for current occupancies: 

Page 2 

34 (22 manufacturing + 3 Office + 9 EC Boone) + 5 spaces for new occupancy = 39 
spaces 

• Total spaces required for current occupancies + office spaces filled for 2nd floor: 
39 + 9 = 48 spaces 

• Proposed actual space utilization: 14 (manufacturing) + 5 (shoe repair) + 2 (Kidney 
Foundation)+ 9 (EC Boone Office)= 30 spaces 

Based on the floor area of the current occupancies, a total of 39 spaces are required. As there 
are only 36 spaces on site, parking relief for 3 spaces is also required . 

The applicant has advised that the proposed shoe repair business will employ 2 people, with 
clients dropping off and picking up, max 10 minutes inside. Based on the actual parking 
requirements for the current building occupancies and given that the proposed shoe repair use 
is less intense than the previous retail use in suite 101, parking is adequate on the site at this 
time. Please note that future occupancies for the vacant suites on the 2nd floor will also have to 
be submitted for review for parking relief. 

Council may relieve an applicant of all or part of the parking required under Section 9.1.1, 
provided that the applicant is able to show that because of the particular characteristics of the 
development that the actual parking requirements within the foreseeable future are expected to 
be lower than those required by the City standard. 

Key Considerations/Implications: 

1. BudgeUFinancial Implications: Not applicable. 

2. Partners or Other Stakeholders: Not applicable. 

3. ·Alignment with Strategic Direction/Adopted Plans: Not applicable. 

4. Legal or Policy Implications: 
Section 9 of the St. John's Development Regulations. 

5. Privacy Implications: Not applicable. 

6. Engagement and Communications Considerations: Not applicable. 

7. Human Resource Implications: Not applicable. 

8. Procurement Implications: Not applicable. 

9. Information Technology Implications: Not applicable. 
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Decision/Direction Note 
10-12 Pippy Place 

10. Other Implications: Not applicable. 

Recommendation: 

Page 3 

It is recommended that Council approve the parking relief for the 3 required spaces and set the 
parking requirement for the shoe repair business at 5 spaces. Future occupancies of the 
vacant suites must also submit for review and request of parking rel ief. 

Prepared by/Signature: 

Andrea Robe~Ee

1
~t 1 er 

Signature: -~++-'~4-JW~+-i.........,,uv~--~-~--------------

Approved by/Signature: 
Jason Sinyard, P. Eng., MBA, Deputy City Manager 
Planning, Engineering & Regulatory Services 

MR/dim 

Attachments: Location Map 
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Report of Committee of the Whole - City Council 
Council Chambers, 4th Floor, City Hall 
December 11, 2019, 9:00 a.m. 
 

Present: Mayor Danny Breen 

Deputy Mayor Sheilagh O'Leary 

Councillor Maggie Burton 

Councillor Dave Lane 

Councillor Sandy Hickman 

Councillor Debbie Hanlon 

Councillor Deanne Stapleton 

Councillor Hope Jamieson 

Councillor Jamie Korab 

Councillor Ian Froude 

Councillor Wally Collins 

  

Staff: Kevin Breen, City Manager 

Derek Coffey, Deputy City Manager of Finance & Administration 

Tanya Haywood, Deputy City Manager of Community Services 

Lynnann Winsor, Deputy City Manager of Public Works 

Cheryl Mullett, City Solicitor 

Susan Bonnell, Manager - Communications & Office Services 

Elaine Henley, City Clerk 

Ken O'Brien, Chief Municipal Planner 

Maureen Harvey, Legislative Assistant 

  

Others Brian Head, Manager of Parks & Open Space 

 Edmundo Fausto, Sustainability Coordinator 

 Jennifer Langmead, Supervisor Tourism & Culture 

 Trina Caines, Policy Analyst 

 Garret Donaher, Manager of Transportation 

_____________________________________________________________________ 

 Finance & Administration - Councillor Dave Lane 

a. Decision Note dated December 3, 2019 re: Cash Handling and Petty 

Cash Policy 
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Committee of the Whole - December 11, 2019 2 

  

Recommendation 

Moved By Councillor Lane 

Seconded By Deputy Mayor O'Leary 

That Council approve the Cash Handling and Petty Cash Policy and 

rescind the current related policy (04-11-02 Acceptable Forms of 

Payment). 

For (11): Mayor Breen, Deputy Mayor O'Leary, Councillor Burton, 

Councillor Lane, Councillor Hickman, Councillor Hanlon, Councillor 

Stapleton, Councillor Jamieson, Councillor Korab, Councillor Froude, and 

Councillor Collins 

 

MOTION CARRIED (11 to 0) 

 

b. Decision Note dated December 3, 2019 re: Sponsorship Policy 

The Committee debated the proposed Sponsorship Policy. 

  

Recommendation 

Moved By Councillor Froude 

Seconded By Councillor Burton 

That Council refer the proposed sponsorship policy back to staff for the 

following prior to being brought back to Council for a decision: 

1. a broad risk analysis, 

2. the scope of work to be conducted by consultant 

3. information on sponsorships that have occurred during in the past 2-3 

years 

  

For (4): Deputy Mayor O'Leary, Councillor Burton, Councillor Jamieson, 

and Councillor Froude 

Against (6): Mayor Breen, Councillor Lane, Councillor Hickman, Councillor 

Hanlon, Councillor Stapleton, and Councillor Korab 
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Committee of the Whole - December 11, 2019 3 

  

MOTION LOST (4 to 6) 

 

Recommendation 

Moved By Councillor Korab 

Seconded By Councillor Hanlon 

That the policy be amended to include a Council member added to the 

Sponsorship Evaluation Committee 

For (10): Mayor Breen, Deputy Mayor O'Leary, Councillor Burton, 

Councillor Lane, Councillor Hickman, Councillor Hanlon, Councillor 

Stapleton, Councillor Jamieson, Councillor Korab, and Councillor Froude 

 

MOTION CARRIED (10 to 0) 

 

Recommendation 

That the Council approve the Sponsorship Policy and rescind the current 

related policy (05-01-14 Promotion of Charitable Causes and Commercial 

Products/Services on City Property). including the amendment to have a 

Council member sit on the Sponsorship Evaluation Committee.   

For (8): Mayor Breen, Deputy Mayor O'Leary, Councillor Lane, Councillor 

Hickman, Councillor Hanlon, Councillor Stapleton, Councillor Jamieson, 

and Councillor Korab 

Against (2): Councillor Burton, and Councillor Froude 

 

MOTION CARRIED (8 to 2) 

 

c. Decision Note dated December 4, 2019 re: Procurement Policy 

Recommendation 

Moved By Councillor Lane 

Seconded By Councillor Jamieson 

That Council approve the Procurement Policy and rescind the current 

related policy (04-06-01 Purchasing Policies and Procedures Manual). 
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Committee of the Whole - December 11, 2019 4 

  

For (10): Mayor Breen, Deputy Mayor O'Leary, Councillor Burton, 

Councillor Lane, Councillor Hickman, Councillor Hanlon, Councillor 

Stapleton, Councillor Jamieson, Councillor Korab, and Councillor Froude 

 

MOTION CARRIED (10 to 0) 

 

d.  Decision Note dated December 4, 2019 re: Fraud Policy 

Recommendation 

Moved By Councillor Lane 

Seconded By Councillor Burton 

That Council approve the Fraud Policy as attached. 

For (10): Mayor Breen, Deputy Mayor O'Leary, Councillor Burton, 

Councillor Lane, Councillor Hickman, Councillor Hanlon, Councillor 

Stapleton, Councillor Jamieson, Councillor Korab, and Councillor Froude 

 

MOTION CARRIED (10 to 0) 

 

e.  Decision Note dated December 4, 2019 re: Respectful Workplace 

Policy 

Recommendation 

Moved By Councillor Burton 

Seconded By Councillor Jamieson 

That the policy be amended to add a provision of the following 

a. inclusion of gas lighting behavior.  

b. inclusion of a provision that training be provided to Council members    

c.  Section 3.2 C) replace “expectant or nursing mothers” with “expectant 

or nursing parents” 

d. Section 3.3 d) replace “affirmed gender” with “gender identity” 

For (10): Mayor Breen, Deputy Mayor O'Leary, Councillor Burton, 

Councillor Lane, Councillor Hickman, Councillor Hanlon, Councillor 

Stapleton, Councillor Jamieson, Councillor Korab, and Councillor Froude 
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Committee of the Whole - December 11, 2019 5 

  

MOTION CARRIED (10 to 0) 

 

Recommendation 

Moved By Councillor Lane 

Seconded By Councillor Stapleton 

That Council approve the Respectful Workplace Policy including 

suggested amendments as noted above. 

For (10): Mayor Breen, Deputy Mayor O'Leary, Councillor Burton, 

Councillor Lane, Councillor Hickman, Councillor Hanlon, Councillor 

Stapleton, Councillor Jamieson, Councillor Korab, and Councillor Froude 

 

MOTION CARRIED (10 to 0) 

 

 Public Works & Sustainability - Councillor Ian Froude 

a. Decision Note dated December, 2019 re: Bowring Park Bridge 

Replacement Alternative 

Recommendation 

Moved By Councillor Froude 

Seconded By Councillor Hanlon 

That the following be undertaken: 

 The decommissioned Whale’s Back Bridge be removed. 

 The Whale’s Back Bridge be replaced with two (2) observation decks. 

 The observation deck project, at a cost of $43,000 be referred to the 

2020 Capital Works program, for consideration by Council. 

For (9): Mayor Breen, Deputy Mayor O'Leary, Councillor Burton, 

Councillor Hickman, Councillor Hanlon, Councillor Stapleton, Councillor 

Jamieson, Councillor Korab, and Councillor Froude 

 

MOTION CARRIED (9 to 0) 

 

 Governance & Strategic Priorities - Mayor Danny Breen 
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Committee of the Whole - December 11, 2019 6 

  

a. Information Note dated December 4, 2019 re: Youth Engagement 

Strategy and Youth Engagement Action Team (YEAT) Update 

The Committee reviewed the Information Note which reported that the 

YEAT will continue to meet early in 2020, outline its action plan to 

complete its work and bring forward a report with recommendations to 

Council in early 2020. 

 Planning & Development - Councillor Maggie Burton 

a. Decision Note dated December 3, 2019 re: Application to Amend 

Land Use within the Planned Mixed Development 1 (PMD1) Zone for 

development of Townhouses/Semi-Detached Dwellings in the Galway 

Residential Area; REZ 1800020; 725 Southlands Boulevard 

Recommendation 

Moved By Councillor Burton 

Seconded By Councillor Korab 

That Council consider the proposed change in land use from Single Unit 

Dwellings to Townhouses and Semi-Detached Dwellings along Donegal 

Run within the Planned Mixed Development 1 (PMD-1) Zone. It is further 

agreed that the application be advertised for public review and comment. 

Following advertisement, the proposed amendment would be referred to a 

Regular Meeting of Council for consideration of adoption. 

For (9): Mayor Breen, Deputy Mayor O'Leary, Councillor Burton, 

Councillor Hickman, Councillor Hanlon, Councillor Stapleton, Councillor 

Jamieson, Councillor Korab, and Councillor Froude 

 

MOTION CARRIED (9 to 0) 

 

 

 

_________________________ 

Mayor 
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City of St. John’s  PO Box 908  St. John’s, NL  Canada  A1C 5M2  www.stjohns.ca 

 
 
Title:    Cash Handling and Petty Cash Policy  
 
Date Prepared:  December 3, 2019  
 
Report To: Committee of the Whole  
 
Councillor and Role: Councillor Dave Lane - Finance and Administration 
 
Ward: N/A 
  

 
Decision/Direction Required: Approval of a Cash Handling and Petty Cash Policy and 
rescission of a current related policy. 
 
Discussion – Background and Current Status:  
The City receives cash (including currency, coin, cheques, money orders, bank drafts, and/or 
credit card/debit card transactions) for the payment of taxes and services from a variety of City 
locations. Previously, some individual departments and/or divisions had developed their own 
cash handling procedures, but there was no City-wide policy direction. The Audit Committee 
approved (Meeting Minutes) the recommendation to develop a City-wide Cash Handling and 
Petty Cash Policy.  
 
This policy incorporates best practices, provides greater consistency throughout the City, and 
accommodates operational requirements. There is currently an outdated related policy (04-11-
02 Acceptable Forms of Payment) that will be rescinded if the Cash Handling and Petty Cash 
Policy is approved.  
 
In addition to the draft policy, accompanying procedures are attached for information only and 
have been approved by the Senior Executive Committee. 
 
Key Considerations/Implications: 
 

1. Budget/Financial Implications: While this policy involves cash, there is no net financial 
or budget impact expected. 

 
2. Partners or Other Stakeholders: This policy will affect individuals and organizations 

making cash payments to the City. The most significant change is restriction of US cash 
to only accepting US cheques for the payment of taxes and not accepting US cash for 
any other payments (due to the administrative burden associated with the exchange 
rate). This is likely to have little impact as there are other payment options available 
(e.g., credit/debit). 
 

DECISION/DIRECTION NOTE 
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Decision/Direction Note  Page 2 
Cash Handling and Petty Cash Policy 

 

3. Alignment with Strategic Directions/Adopted Plans: This policy aligns with the 
“Sustainable City” strategic direction and is included as an initiative in the related goal 
(Goal S1 – Be financially responsible and accountable).  
 

4. Legal or Policy Implications: The Office of the City Solicitor has reviewed and approved 
the policy. 
 

5. Privacy Implications: The policy requires that any personal information be managed in 
accordance with the City’s Privacy Management Policy.  

 
6. Engagement and Communications Considerations: Key internal stakeholders were 

consulted throughout the policy development process and modifications were made to 
address various issues.  
 

7. Human Resource Implications: The Financial Services Division will work with 
stakeholder departments to ensure their staff have sufficient information to effectively 
implement the policy.    
 

8. Procurement Implications: The policy takes into consideration technology currently in 
use. Any future cash handling technology procurement will need to take this policy into 
consideration. 
 

9. Information Technology Implications: See Procurement Implications above.  
 

10. Other Implications: N/A. 
 
Recommendation: It is recommended that the Council approve the Cash Handling and Petty 
Cash Policy and rescind the current related policy (04-11-02 Acceptable Forms of Payment). 
 
Prepared by/Date:  Trina Caines, Policy Analyst / December 3, 2019 
Reviewed by/Date: Shelley Traverse, Manager, Financial Services / December 3, 2019 
Approved by/Date: Derek Coffey, DCM, Finance and Administration; 

Elaine Henley, City Clerk, CPC Co-Chair; Roshni Antony, Manager - HR 
Advisory Services, CPC Co-Chair /December 3, 2019 

 
Attachments: 
Cash Handling and Petty Cash Policy (draft) 
Cash Handling and Petty Cash Procedures (for information only) 
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DRAFT – For Discussion Only 
City of St. John’s Corporate and Operational Policy Manual 

 

Policy Title: Cash Handling and 
Petty Cash Policy 

Policy #: 04-12-01 (to be assigned) 

Last Revision Date: N/A Policy Section: Finance and 
Accounting > Financial Management 

Policy Sponsor: Deputy City Manager, Finance and Administration 
 
 
1. Policy Statement 
 
This policy provides Employees involved in Cash handling, including Petty 
Cash, with direction to ensure proper controls over (i) the acceptance, 
custody, and safeguarding of Cash; and (ii) the establishment and 
administration of Petty Cash funds. 
 
 
2. Definitions 
 
“Cash” means coin, currency, cheques, money orders, bank drafts, and/or 
credit card/debit card transactions.   
 
“Cash Site” means a City location that handles Cash. Petty Cash 
Custodians are excluded from the definition of a Cash Site. 
 
“Cashier” means any Employee who performs the function of receiving, 
transmitting, safeguarding, and/or depositing Cash. 
 
“Department Head” means any Employee reporting directly to the City 
Manager and/or Council. 
 
“Employee” means any person employed by the City of St. John’s as a 
permanent, term, part-time, casual, contract, seasonal, temporary, or student 
worker. 
 
“Petty Cash” means a small amount of currency to cover payments of low 
value, low risk, and infrequent purchases. 
 
“Petty Cash Custodian” means an Employee appointed to operate, 
safeguard, and make disbursements from an individual Petty Cash fund. 
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“Segregation of Duties” means an internal control to mitigate risk, where 
no single Employee handles a transaction from beginning to end.  
 
 
3.  Policy Requirements  
 
Cash and Petty Cash shall be managed in accordance with this policy and 
the Cash Handling and Petty Cash Procedures.   
 
3.1  Cash Security  
 
3.1.1 Segregation of Duties 

a) Appropriate Segregation of Duties shall exist at all times in the Cash 
handling and Petty Cash functions. No individual Employee shall have 
responsibilities for the entire Cash management process. At a 
minimum, the Employee responsible for cash acceptance and deposit 
preparation shall not be involved with the review and approval of the 
deposit.  

b) Divisional managers may require additional segregation of duties, as 
they deem appropriate.   

 
3.1.2 Safeguarding and Transportation 

a) Cash shall be safeguarded at all times, as detailed in the Cash 

Handling and Petty Cash Procedures.  
b) Access to secure areas or safes shall be limited to as few people as is 

necessary.  
c) Prior to purchasing any new safes or vaults, managers shall consult 

the Manager, Corporate Risk and Recovery.  
d) Employees shall not transport Cash (including cheques) via internal 

mail.   
e) Armoured courier services shall be used to transport Cash to the bank. 
f) Where possible, security cameras shall be in place to monitor all safes. 

 
3.1.3 Certificate of Conduct 
Employees having responsibility for the acceptance, custody, and/or 
safeguarding of Cash, excluding Petty Cash, shall provide the Department of 
Human Resources (HR) with a Certificate of Conduct: 

a) upon start of employment and every five years; and/or  
b) when transitioning to a position with these responsibilities (and where 

there is no current Certificate on file). 
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3.2  Forms of Payment 
 
Cashiers shall only accept the forms of payment for various revenue sources 
as detailed in Annex A of the Cash Handling and Petty Cash Procedures. 
 
3.3 Reconciliations and Deposits 
 

a) Reconciliations of Cash deposits to the accounting records at Cash 
Sites shall be made daily. 

b) Records shall be kept on all Cash counts and deposits. 
c) Employees shall comply with the requirements in Cash Reconciliations 

and Deposits section of the Cash Handling and Petty Cash 
Procedures.  

 
3.4  Petty Cash Fund 
 
3.4.1 Petty Cash Use 

a) Employees shall comply with the Cash Handling and Petty Cash 
Procedures for establishing, replenishing, or closing a Petty Cash 
fund; disbursing Petty Cash funds, changing the Petty Cash fund 
amount; and/or obtaining approval for a new or changed Petty Cash 
Custodian. 

b) Employees shall ensure there is appropriate Segregation of Duties, as 
detailed in Section 3.1.1(a). 

c) Petty Cash Custodians shall be the only Employees with access to 
their Petty Cash funds. 

d) Petty Cash transactions shall only be used for purchases to the 
maximum amount specified in the Cash Handling and Petty Cash 
Procedures. 

e) The Petty Cash fund shall not be used to circumvent the City’s 
Procurement Policy and/or procedures, or record keeping 
requirements and shall only be used when other disbursement 
methods are impractical or cannot be used.  

f) Petty Cash funds that have been inactive, with no activity during a 
fiscal year, may be closed. 

g) The DCM, Finance and Administration or designate may evaluate the 
continued need for a Petty Cash fund and such fund may be closed in 
their sole discretion. 
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3.4.2 Petty Cash Eligible Expenditures 
a) Employees shall consult their manager prior to expending any funds if 

they are unsure a purchase is eligible for petty cash reimbursement.  
b) Division managers may choose to implement restrictions on eligible 

expenditures as they deem appropriate.   
 
3.5  Loss (Including Theft)  
 

a) Overages or shortages above the threshold detailed in the Cash 
Handling and Petty Cash Procedures shall be brought to the 
attention of Cashier’s/Petty Cash Custodian’s manager.  

b) Overages or shortages above the threshold detailed in the Cash 
Handling and Petty Cash Procedures shall be brought to the 
attention of the Manager, Financial Services by the Cashier’s/Petty 
Cash Custodian’s manager.  

c) For any suspected theft of Cash, Employees and managers shall 
follow the requirements of the Fraud Policy. 

 

3.6  Oversight  
 

a) Employees responsible for Cash handling and/or Petty Cash shall sign 
an acknowledgement form indicating their agreement to comply with 
the Cash Handling and Petty Cash Policy and Procedures. 

b) The DCM, Finance and Administration; City Internal Auditor; and/or 
designate(s) may conduct reviews, audits, or checks at any time 
without notice to ensure compliance with this policy and related 
procedures. 

 
 

4. Application 
 
This policy applies to (i) all Cash Sites, (ii) Petty Cash Funds, and (iii) all 
Employees involved with Cash handling or Petty Cash Funds; with the 
exception of the St. John’s Transportation Commission.  
 

 
5. Responsibilities 
 
5.1  Cashiers and Petty Cash Custodians are responsible for: 
 

a) complying with this policy and related procedures;  

43



  

                                            5 
 

b) reporting any suspected misappropriation of cash; and 
c) maintaining records for audit. 

 
5.2  Managers supervising Cashiers or Petty Cash Custodians are 
 responsible for: 
 

a) communicating this policy and related procedures to all Cashiers and 
Petty Cash Custodians under their supervision;  

b) establishing an effective internal control system that maintains 
appropriate Segregation of Duties; 

c) ensuring any additional standard operating procedures used by their 
divisions comply with this policy and associated procedures; 

d) advising HR of changes in cash handling responsibilities; 
e) reviewing and approving receipts and reconciliations;  
f) investigating unusual variations in cash; and 
g) taking appropriate action for any potential contravention of the policy or 

related procedures, including notifying the Department of Finance and 
Administration, when appropriate. 

 

5.3 Department Heads are responsible for:  
 

a) ensuring that this policy and related procedures are communicated to 
all applicable Employees in their departments; and 

b) ensuring their departments comply with this policy and associated 
procedures. 

 
5.4 The Department of Finance and Administration is responsible for: 
 

a) setting maximum amounts for Petty Cash Funds; 
b) performing timely bank account reconciliations and investigating any 

discrepancies between internal records and the bank’s records; 
c) monitoring deposits to ensure Cash is being deposited and conducting 

intermittent random checks; 
d) managing armoured car services; and  
e) authorizing any exceptions to the policy requirements. 

 
5.5. The Department of Human Resources is responsible for: 
 

a) ensuring that Certificates of Conduct are provided by employees to HR 
when required.  
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5.6 The Office of the City Internal Auditor is responsible for: 
 

a) conducting compliance reviews, audits, or checks as they deem 
appropriate; 

b) applying the requirements of the Fraud Policy for any suspected theft 
of Cash. 

 
 
6. References 
 
04-12-01-01 Cash Handling and Petty Cash Procedures 
 
 
7. Approval 
 

• Policy Sponsor:  DCM, Finance and Administration 
• Policy Writer:    Policy Analyst 
• Date of Approval from  

o Corporate Policy Committee: October 23, 2019 
o Senior Executive Committee: 
o Committee of the Whole: 

• Date of Approval from Council:  
 
 

8. Monitoring and Contravention 
 
The Department of Finance and Administration shall monitor the application 
of this policy. 
 
Any contravention of the policy shall be brought to the attention of the DCM, 
Finance and Administration; Department of Human Resources; the Office of 
the City Solicitor; the Office of the Internal Auditor; and/or the City Manager 
for further investigation and potential follow up disciplinary or legal action, up 
to and including dismissal. 
 
 
9. Review Date 
 
Initial Review: three years; Subsequent Reviews: five years  
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DRAFT – For Discussion Only 
City of St. John’s Corporate and Operational Policy Manual 

 
Procedure Title: Cash Handling and Petty Cash Procedures 

Authorizing Policy: Cash Handling and Petty Cash Policy 

Procedure #: 04-12-01-01 (to be assigned) 

Last Revision Date: N/A Procedure Sponsor: Manager, 
Financial Services 

 

 
 
1. Procedure Statement 
 
This document provides Employees involved in Cash handling, including 
Petty Cash, with direction to ensure proper controls over (i) the acceptance, 
custody, and safeguarding of Cash; and (ii) the establishment and 
administration of Petty Cash funds; and provides procedural guidelines to 
Employees involved in Cash handling or Petty Cash to support compliance 
with the policy.   
 
 
2. Definitions 
 
“Cash” means coin, currency, cheques, money orders, bank drafts, and/or 
credit/debit card transactions.   
 
“Cash Site” means a City location that handles Cash. Petty Cash 
Custodians are excluded from the definition of a Cash Site. 
 
“Cashier” means any Employee who performs the function of receiving, 
transmitting, safeguarding, and/or depositing Cash. 
 
“Department Head” means any Employee reporting directly to the City 
Manager and/or Council. 
 

Note: This document incorporates both the policy and the procedures. 
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“Employee” means any person employed by the City of St. John’s as a 
permanent, term, part-time, casual, contract, seasonal, temporary, or student 
worker. 
 
“Petty Cash” means a small amount of currency to cover payments of low 
value, low risk, and infrequent purchases. 
 
“Petty Cash Custodian” means an Employee appointed to operate, 
safeguard and make disbursements from an individual Petty Cash fund. 
 
“Point of Service Terminal” shall include cash registers, cash drawers, 
point of sale/service terminals, and/or computers used for cash transactions.  
 
“Segregation of Duties” means an internal control to mitigate risk, where 
no single Employee handles a transaction from beginning to end.  
 
  
3.  Requirements  
 
3.1  Oversight  
 

a) Cash and Petty Cash shall be managed in accordance with the Cash 
Handling and Petty Cash Policy and the Cash Handling and Petty 
Cash Procedures.   

b) Employees responsible for Cash handling and/or Petty Cash shall sign 
an acknowledgement form indicating their agreement to comply with 
the Cash Handling and Petty Cash Policy and Procedures. 

c) Employees shall ensure any personal information associated with 
Cash handling or Petty Cash is managed in accordance with the 
Privacy Policy.  

d) The DCM, Finance and Administration; City Internal Auditor; and/or 
designate(s) may conduct reviews, audits, or checks at any time 
without notice to ensure compliance with this policy and related 
procedures. 

 
3.1.1 Segregation of Duties 

a) Appropriate Segregation of Duties shall exist at all times in the Cash 
handling and Petty Cash functions. No individual Employee shall have 
responsibilities for the entire Cash management process. At a 
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minimum, the Employee responsible for Cash acceptance and deposit 
preparation shall not be involved with the review and approval of the 
deposit.  

b) Divisional managers may require additional segregation of duties, as 
they deem appropriate.   

 
3.1.2 Certificate of Conduct 
Employees having responsibility for the acceptance, custody, and/or 
safeguarding of Cash, excluding Petty Cash, shall provide the Department of 
Human Resources (HR) with a Certificate of Conduct: 

a) upon start of employment and every five years; and/or  
b) when transitioning to a position with these responsibilities (and where 

there is no current Certificate on file). 
 
3.2  Cash Security  
 
3.2.1 Safeguarding and Transportation 

a) Cash shall be safeguarded at all times, as detailed in these 
procedures. 

b) All Cash shall be stored in a secure area (preferably a safe or vault) 
when not in use.  

c) Safes shall not be unlocked and unattended for any period of time. 
d) Access to secure areas or safes shall be limited to as few people as is 

necessary.  
e) The combination to each safe shall be changed at least annually 

and/or each time any Employee with the combination ceases 
employment and/or no longer requires access to the safe. The division 
manager shall maintain a current list of Employees who have safe 
combinations. 

f) For safes with keys only (no combination): For locations using a key to 
access a safe, the division manager shall ensure that when an 
Employee ceases employment and/or no longer requires access to the 
safe, their key is returned to the manager. At least annually, the 
division manager shall confirm all appropriate staff are in possession of 
their keys. The division manager shall maintain a current list of 
Employees who have safe keys.” 

g) Prior to purchasing any new safes or vaults, managers shall consult 
the Manager, Corporate Risk and Recovery.  
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h) Two Employees shall be present when opening the safe or 
transporting Cash from one location to another.  

i) Employees shall not transport Cash (including cheques) via internal 
mail.   

j) Armoured courier services shall be used to transport Cash to the bank. 
k) Employees shall ensure that Cash is not unattended at any time when 

transferring and/or transporting Cash to the bank, between Employees, 
or between locations.  

l) Where possible, security cameras shall be in place to monitor all safes. 
 
3.2.2 Point of Service Terminals 

a) All Cash received shall be recorded through a Point of Service (POS) 
Terminal. If no POS Terminal is available, prenumbered and sequential 
receipts, issued by the Department of Finance and Administration, 
shall be used. 

b) Each Cashier shall have a separate Cash drawer and float. If the Cash 
drawer is accessed using a key, the key shall be in the Cashier’s 
possession at all times during their shift.  

c) Each Cashier shall have a unique user name and/or secure password 
for access to their POS Terminals. This information shall not be shared 
or used by anyone else.  

d) Cashiers shall be responsible for all transactions on their assigned 
POS Terminals during their assigned shifts. Cashiers shall ensure their 
Cash drawers and POS Terminals are secure if they leave them 
unattended.  

e) A receipt shall be provided for each in-person transaction, and 
otherwise, when requested.  

 
3.3  Cash Floats and Cash Counting 
 

a) All Cash floats shall be counted in a secure area at the beginning and 
end of each shift with the count documented and witnessed. At the 
beginning of the shift, if the count is under or over the assigned float 
amount, this shall be noted on the Cash Float section of the Cashier 
Daily Receipts (CDR) Summary Form. The Form shall be signed and 
dated by two Employees whenever used. 

b) Cashiers shall leave the assigned float amount at the end of the shift, 
regardless of any shortage/overage at the beginning of their shift. The 
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Cash Float section of the CDR Summary Form shall be used to 
confirm Cash count activities at the end of each shift.   

c) Each Form shall contain the following information:   
1. names of Employees completing the count; 
2. date and time the count is completed; 
3. Cash breakdown of the deposit (coins, currency, cheques, 

credit/debit card, etc.); 
4. discrepancies (e.g., any shortage/overage at the beginning/end 

of shift); and 
5. signatures of each Employee who completed the count. 

d) When possession of Cash is transferred from one Employee to 
another, the Employee taking possession of the Cash shall count the 
Cash before accepting it and sign the CDR Summary Form. This would 
include, but is not limited to, Cash floats being transferred during shift 
changes or breaks.  

 
3.4 Processing Payments 

 
3.4.1 Forms of Payment 
Cashiers shall only accept the forms of payment for various revenue sources 
as detailed in Annex A of the Cash Handling and Petty Cash Procedures. 
 
3.4.2 Cheques, Money Orders, and Bank Drafts 
Upon receipt of cheques, money orders, or bank drafts, the Cashier shall: 

a) ensure the cheque is made payable directly to the City of St. John’s, 
(with the exception of cheques issued to a customer by federal or 
provincial governments). If the name on the cheque does not match 
the name on the City account, the Cashier shall request identification 
to confirm that the person presenting is the person listed on the 
cheque. 

b) ensure the date and amount are correct and that the cheque has been 
signed by the customer; and  

c) provide “Cash back” services for federal or provincial government 
cheques, if applicable and sufficient funds are available;  

d) immediately stamp the document with a cheque deposit stamp (e.g., 
“For Deposit Only to the account of the City of St. John’s”). 
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3.4.3 Foreign Currency 
a) Cheques in US funds may be accepted at face value for payment of 

taxes. An exchange adjustment shall be applied following bank 
processing. 

b) US coin may be accepted at par with Canadian coin and processed as 
Canadian coin.  

c) Cashiers shall not accept any other foreign Cash (including US 
currency) for any other type of payment. 

 
3.4.4 Credit Cards and Debit Cards 
When accepting credit cards or debit cards for payment, Cashiers shall: 

a) process the transaction through a POS Terminal and confirm that the 
transaction was approved; 

b) for in-person transactions, provide the customer with a copy of the 
receipt generated by the POS Terminal (if applicable), otherwise 
provide a receipt upon request; and 

c) if a duplicate receipt is provided, place it in a safe place, for daily 
reconciliation of revenue. 

 
3.4.5 Transactions - Voids, Refunds, and/or Deletes  

a) Cashiers may complete voids only for debit card and/or credit 
transactions that are completed on the same day the transaction 
occurred. The manager/supervisor shall review details (voids, deletes, 
etc.) at the end of the shift or the beginning of the next shift.  

b) All refunds shall be completed via cheque requisition.  
 
3.5  Reconciliations and Deposits 
 

a) Reconciliations of Cash deposits to the accounting records at Cash 
Sites shall be made daily. 

b) Records shall be kept on all Cash counts and deposits. 
c) At the end of each shift, Cashiers shall generate a Cashier’s Edit/Batch 

Report (e.g., Govern, ActiveNet, etc.).  
d) If applicable, Cashiers shall generate a report from their POS Terminal 

and shall ensure that the values are accurately reflected in the 
Cashier’s Edit/Batch Report. 

e) If applicable, Cashiers shall deposit cheques using CheckPro. 
f) Cash shall be counted in a secure area.  
g) Cashiers shall detail the Cash totals on the CDR Summary Form.  
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h) Cashiers shall then complete the bank deposit slip and check to 
confirm accuracy of totals with the CDR Summary Form.  

i) If there is a discrepancy of more than ± $2.00 between the totals of the 
CDR Summary Form and Cashier’s Edit/Batch Report, Cashiers shall 
review to determine the source of the error. Cashiers shall document 
any difference and shall provide an explanation (if greater than ± 
$2.00) on the Variance Line on the CDR Summary Form.  

j) The Cashier shall sign and date the CDR Summary Form. 
k) The Cashier, witnessed by the manager/supervisor, shall deposit all 

documentation and all Cash (including all cheques, if applicable) into 
the appropriate secure location (e.g., safe or vault).  

l) The Cashier’s manager/supervisor shall verify the CDR Summary 
Form and then sign and date the form, confirming that they have 
counted the Cash and that the information is accurate and complete. 
The manager/supervisor shall ensure accuracy of the bank deposit 
slip, initial the slip and prepare all deposits for pickup by the armoured 
courier service, as per the contracted schedule.  

 
3.6  Petty Cash Management  
 
3.6.1 Petty Cash Oversight 

a) Employees shall ensure there is appropriate Segregation of Duties, as 
detailed in Section 3.1.1(a). 

b) Petty Cash Custodians shall be the only Employees with access to 
their Petty Cash funds. 

c) Petty Cash Funds shall be kept separate from all other monies and 
shall only be used to reimburse approved Petty Cash expenses.  

d) Petty Cash Funds shall be stored in a locked Cash box at all times. If 
Petty Cash Custodians do not have access to a safe, Petty Cash shall 
be stored in a secure area in a locked drawer when not in use, 
otherwise it shall be stored in the safe.  

e) The Petty Cash fund shall not be used to circumvent the City’s 
Procurement Policy and/or procedures, or record keeping 
requirements and shall only be used when other disbursement 
methods are impractical or cannot be used.  

f) For any planned leave periods, the Petty Cash Custodian shall ensure 
that the Petty Cash fund is transferred to an alternate custodian. 

g) Petty Cash funds that have been inactive, with no activity during a 
fiscal year, may be closed. 
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h) The DCM, Finance and Administration or designate may evaluate the 
continued need for a Petty Cash fund and such fund may be closed in 
their sole discretion. 

 
3.6.2 Establishment, Funding, and Transfer 

a) To establish a Petty Cash fund, Department Heads shall request the 
fund from the DCM, Finance and Administration or designate.  

b) Each Petty Cash fund shall have a Petty Cash Custodian approved by 
the Department Head and the DCM, Finance and Administration or 
designate.  

c) The “Required Information for All Actions” section shall be completed 
on the Petty Cash Action (PCA) Form for all New Petty Cash 
Custodians and changes to Petty Cash Custodians.  

d) The appropriate box shall be checked on the PCA Form for opening a 
fund or changing the Petty Cash Custodian and the information in the 
checked section shall be completed.  

e) The designated Petty Cash Custodian of the new fund or the changed 
Petty Cash Custodian of an existing fund shall sign and date the “New 
Custodian Certification” at the bottom of the PCA Form. 

f) A Petty Cash fund shall be reconciled before changing Custodians, as 
detailed in Section 3.5.3. 

g) To fund the account, the requestor shall prepare a cheque requisition 
to request a cheque.  

 
3.6.3 Petty Cash Eligible Expenditures and Disbursement 
 

a) The maximum individual Petty Cash transaction shall be $50 (including 
taxes).  

b) Employees shall consult their manager prior to expending any funds if 
they are unsure a purchase is eligible for Petty Cash reimbursement.  

c) Division managers may choose to implement restrictions on eligible 
expenditures as they deem appropriate.   

d) Employees shall complete a Petty Cash Voucher form for any 
purchase using Petty Cash and have it approved by their 
manager/supervisor (who shall have signing authority under the 
Procurement Policy).  

e) The Petty Cash Custodian shall: 
i. pay Petty Cash to an Employee presenting an approved Petty Cash 

Voucher and the associated invoice or expense receipt; 
ii. keep the receipt and mark it “Paid”; and  
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iii. record the amount and description of expense and the person 
receiving the Cash in a log of expenses on a Petty Cash 
Reconciliation and Request for Replenishment (PCRRR) Form. 

f) As expenditures are made, the Petty Cash Custodian shall place the 
receipts in a Cash box or locked drawer. The receipts and the Cash on 
hand shall always equal the total amount of the Petty Cash fund for 
control purposes.  

g) In cases where Cash is advanced to an Employee prior to the 
purchase of an item, the Petty Cash Custodian shall ensure a Petty 
Cash Voucher, signed by the Employee’s manager, is enclosed in the 
Petty Cash Fund to account for the Cash advanced until the Employee 
provides an invoice/receipt.  

 
3.6.4 Petty Cash Reconciliation and Replenishment  

a) Petty Cash Custodians shall reconcile their log of expenses to their 
Petty Cash Fund at least quarterly. 

b) Petty Cash Custodians shall not self-approve replenishments or other 
changes to their Petty Cash fund.  

c) To replenish the fund, the Petty Cash Custodian shall reconcile it, with 
the total of all the receipts plus the remaining Cash being equivalent to 
the full fund amount. 

d) The Petty Cash Custodian shall: 
i. complete the PCRRR Form with the budget numbers for the 

expenses paid from the Petty Cash fund; 
ii. sign and date the Form; and  
iii. attach all receipts to the form.  

e) The total of the PCRRR Form shall not exceed the full balance of the 
fund. 

f) The Petty Cash Custodian shall prepare a cheque requisition, signed 
by an appropriate signing authority, and attach the completed and 
signed PCRRR Form, which shall serve as the invoice when the 
cheque is requested. It shall then be submitted to Financial Services. 

 
3.6.5 Changes to the Petty Cash Fund Amount 

a) For increases or decreases to the Petty Cash fund amount, the 
requestor must complete and get required signatures on a Petty Cash 
Action (PCA) Form. Any increases to Petty Cash funds shall be 
approved by the DCM, Finance and Administration.  
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b) The requestor shall check the box for “Change Amount of a Petty Cash 
Fund” and check the appropriate box to indicate whether the change is 
an increase or decrease.  

c) To increase the Petty Cash Fund amount, the requestor shall: 
i. complete the rest of the section on the PCA Form;  
ii. prepare a cheque requisition for the fund increase; and 
iii. attach the cheque requisition to the completed and signed PCA 

Form to serve as the invoice when payment request is submitted to 
Financial Services. 

d) To close or decrease the amount of a Petty Cash fund, the requestor 
shall: 
i. complete the steps in Section 3.5.3 (Petty Cash Reconciliation and 

Replenishment) to ensure the Cash remaining is equal to the full 
fund balance; and 

ii. notify Financial Services and arrange to have the excess funds 
deposited. 

 
3.7  Cash Loss  
 

a) For overages or shortages above $2, the Cashier shall notify the 
Cashier’s/Petty Cash Custodian’s manager.  

b) For overages or shortages above $100, the Cashier’s/Petty Cash 
Custodian’s manager shall notify the Manager, Financial Services.  

c) For any suspected theft of Cash, Employees and managers shall 
follow the requirements of the Fraud Policy. 

 
 

4. Application 
 
The policy and procedures apply to (i) all Cash Sites, (ii) Petty Cash Funds, 
and (iii) all Employees involved with Cash handling or Petty Cash Funds; 
with the exception of the St. John’s Transportation Commission.  
 
 

5. Responsibilities 
 
5.1   Cashiers and Petty Cash Custodians are responsible for: 
 

a) complying with the policy and procedures;  
b) reporting any suspected misappropriation of Cash; and 
c) maintaining records for audit. 
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5.2   Managers supervising Cashiers or Petty Cash Custodians are  
  responsible for: 
 

a) communicating the policy and procedures to all Cashiers and Petty 
Cash Custodians under their supervision.  

b) establishing an effective internal control system that maintains 
appropriate Segregation of Duties; 

c) ensuring any additional standard operating procedures used by their 
divisions comply with this policy and associated procedures; 

d) advising HR of changes in cash handling responsibilities; 
e) reviewing and approving receipts and reconciliations;  
f) investigating unusual variations in revenue; and 
g) taking appropriate action for any potential contravention of the policy or 

procedures, including notifying the Department of Finance and 
Administration, when appropriate. 

 
5.3  The Department of Finance and Administration is responsible for: 
 

a) setting maximum amounts for Petty Cash Funds; 
b) performing timely bank account reconciliations and investigating any 

discrepancies between internal records and the bank’s records; 
c) monitoring deposits to ensure Cash is being deposited and conducting 

intermittent random checks; 
d) providing funds to Petty Cash Custodians; 
e) managing armoured car services; and  
f) authorizing any exceptions to the policy requirements. 

 
5.4  Department Heads are responsible for:  
 

a) ensuring that this policy and related procedures are communicated to 
all applicable Employees in their departments; and 

b) ensuring their departments comply with this policy and associated 
procedures. 

 
5.5.  The Department of Human Resources is responsible for: 

a) ensuring that Certificates of Conduct are provided by Employees to HR 
when required.  
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5.6 The Office of the City Internal Auditor is responsible for: 
 

a) conducting compliance reviews, audits, or checks as they deem 
appropriate; 

b) applying the requirements of the Fraud Policy for any suspected theft 
of Cash. 

 
 
6. References 
 
04-12-01 Cash Handling and Petty Cash Policy 
 
 
7. Approval 
 
• Procedure Sponsor:   Manager of Financial Services 
• Procedure Writer:   Policy Analyst 
• Date of Approval from:  

o Corporate Policy Committee: October 23, 2019 
o Senior Executive Committee: 

 
 
8. Monitoring and Contravention 
 
The Department of Finance and Administration shall monitor the application 
of the policy and procedures. 
 
Any contravention of the policy or procedures may be brought to the 
attention of the Deputy City Manager, Finance and Administration; the 
Department of Human Resources; the Office of the City Solicitor; and/or the 
City Manager for further investigation and potential follow up disciplinary or 
legal action, up to and including dismissal. 
 
 
9. Review Date 
 
Initial Review: one year. 
Subsequent Reviews: During policy review (initially three years, then every 
five years).   
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Annex A 
 

Acceptable Payment Types by Revenue Source and/or City Location 
 
City Hall – Tax-Related Revenue 
 
Accepted 
1. Canadian Paper Currency and/or Coin 
2. Personal Cheques 
3. Business Cheques 
4. Debit Card 
5. Money Orders 
6. Bank Draft/ Certified Cheque 
7. US Cheques 
8. US Coin (at par with Canadian Coin) 
9. Third Party Cheques from the Federal/Provincial Government  
 
Not Accepted  
1. Credit Card 
2. All Other Third-Party Cheques  
3. All Other Foreign Cash (including US paper currency) 
 
 
City Hall (all other revenue sources) and the following Community 
Services locations: 

• H.G.R. Mews Community Centre 

• Paul Reynolds Community Centre 

• Railway Coastal Museum 
 
Accepted 
1. Canadian Paper Currency and/or Coin 
2. Personal Cheques 
3. Business Cheques 
4. Debit Card 
5. Credit Card 
6. Money Orders 
7. Bank Draft/ Certified Cheque 
8. Third Party Cheques from the Federal/Provincial Government  
9. US Coin (at par with Canadian Coin) 
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Not Accepted  
1. All Other Third-Party Cheques  
2. US Cheques 
3. All Other Foreign Cash (including US paper currency) 
 
 
 
Community Services - Humane Services (Higgins Line) 
 
Accepted 
1. Canadian Paper Currency and/or Coin 
2. Debit Card 
3. Credit Card 
4. Money Orders 
5. US Coin (at par with Canadian Coin) 
 
Not Accepted  
1. Personal Cheques 
2. Business Cheques 
3. All Third-Party Cheques 
4. Bank Draft/Certified Cheque 
5. US Cheques 
6. All Other Foreign Cash (including US paper currency) 

 
 
Other Community Centre Locations: 

• Kenmount Terrace Community Centre 

• Kilbride Lions Community Centre 

• Shea Heights Community Centre 

• Southlands Community Centre 
 
Accepted 
1. Canadian Paper Currency and/or Coin 
2. US Coin (at par with Canadian Coin) 
3. Personal Cheques 
4. Business Cheques 
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Not Accepted  
1. All other forms of payment 

Note: Other forms of payment for these facilities may be paid at the 
H.G.R. Mews Community Centre or the Paul Reynolds Community 
Centre. 

 
 
Other City Locations 
 
Bowring Park (Snow Shoe Rentals) 
 
Accepted 
1. Debit Card  
2. Credit Card 
 
Not Accepted  
1. All other forms of payment 
 
 
Pippy Park (Northbank Lodge) (Snow Shoe Rentals) 
 
Accepted 
1. Canadian Paper Currency and/or Coin 
2. US Coin (at par with Canadian Coin) 
3. Debit Card 
4. Credit Card 
 
Not Accepted  
1. All other forms of payment 
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City of St. John’s  PO Box 908  St. John’s, NL  Canada  A1C 5M2  www.stjohns.ca 

 
 
Title:    Procurement Policy  
 
Date Prepared:  December 4, 2019  
 
Report To: Committee of the Whole  
 
Councillor and Role: Councillor Dave Lane - Finance and Administration 
 
Ward: N/A 
  

 
Decision/Direction Required: Approval of a Procurement Policy and rescission of a current 
related policy. 
 
Discussion – Background and Current Status:  
 
As a public body, the City is bound by the requirements of the provincial Public Procurement 
Act, its associated regulations and policies, various trade treaties, and legal requirements. In 
addition to these requirements, there are many internal processes required to support 
procurement administration.  
 
This policy aligns with the requirements as stated above, incorporates best practices, and 
provides greater consistency throughout the City for procurement activity. There is currently an 
outdated related policy (04-06-01 Purchasing Policies and Procedures Manual) that will be 
rescinded if the Procurement Policy is approved.  
 
Key Considerations/Implications: 
 

1. Budget/Financial Implications: While this policy involves procurement spending, there is 
no net financial or budget impact expected. 

 
2. Partners or Other Stakeholders: This policy will affect individuals throughout the 

organization who have responsibility for approving procurement and undertaking 
procurement activities. It will also affect members of the vendor community that 
participate in procurement activity with the City. 
 

3. Alignment with Strategic Directions/Adopted Plans: This policy aligns with the “An 
Effective City” strategic direction and is included as an initiative in the related goal (E1 - 
Work with our employees to improve organizational performance through effective 
processes and policies).  
 

4. Legal or Policy Implications: The City must comply with various legal requirements as 
detailed above. The Office of the City Solicitor has reviewed and approved the policy. 

DECISION/DIRECTION NOTE 
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5. Privacy Implications: Any personal information will be managed in accordance with the 

City’s Privacy Management Policy and the provincial Access to Information and 
Protection of Privacy Act, 2015. 

 
6. Engagement and Communications Considerations: Internal stakeholders were 

consulted during policy development process and modifications have been made to 
address various issues. Ongoing communications to staff involved in the procurement 
process will be provided through management training and engagement sessions.  
 

7. Human Resource Implications: The Supply Chain Division will work with stakeholder 
departments to ensure their staff have sufficient information to effectively implement the 
policy. 
 

8. Procurement Implications: The policy will affect all current and future procurement of 

commodities by the City. 

 

9. Information Technology Implications: N/A.  
 

10. Other Implications: N/A. 
 
Recommendation: It is recommended that the Council approve the Procurement Policy and 
rescind the current related policy (04-06-01 Purchasing Policies and Procedures Manual). 
 
Prepared by/Date:  Trina Caines, Policy Analyst / December 4, 2019 
Reviewed by/Date: Rick Squires, Manager, Supply Chain / December 4, 2019 
Approved by/Date: Derek Coffey, DCM, Finance and Administration 

Elaine Henley, City Clerk, CPC Co-Chair; Roshni Antony, Manager - HR 
Advisory Services, CPC Co-Chair / December 4, 2019 

 
Attachments: 
Procurement Policy (draft) 
Procurement Procedures (for information only) 
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DRAFT – For Discussion Only 
City of St. John’s Corporate and Operational Policy Manual 

 

Policy Title: Procurement 
Policy 

Policy #: 04-06-01 (Replaces current 
“Purchasing Policies and Procedures 
Manual”) 

Last Revision Date: N/A 
Policy Section: Finance and Accounting > 
Procurement 

Policy Sponsor: Deputy City Manager, Finance and Administration  

 
 
1. Policy Statement 
 
Through this policy, the City of St. John’s is committed to the Procurement 
principles of: 
 

i. Ensuring that the City’s requirements for Commodities provide Best 
Value to the City; 

ii. Ensuring Suppliers have reasonable notice and opportunity to respond 
to any Calls for Bids; 

iii. Being accountable for Procurement decisions;  
iv. Maintaining the City’s standards for integrity and ethics in business 

dealings; and 
v. Adhering to all applicable legislation and trade agreements. 

 
This policy provides direction to Employees for the requirements of various 
Procurement processes.  
 
 
2. Definitions 
 
“Best Value” shall have the same meaning as Section 2(b) of the Public 
Procurement Act, that is “includes the best balance of cost, quality, 
performance and support, as achieved through a transparent, efficient and 
competitive procurement process using clear and fair evaluation and 
selection criteria.” 
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“Bid” shall have the same meaning as Section 2(c) of the Public 
Procurement Act, that is “an offer from a supplier, submitted in response to a 
call for bids, to supply Commodities.” 
 
“Category Management” means the business practice of procuring common 
goods and services at an organizational level to eliminate redundancies, 
increase efficiency, and deliver more value and savings. 
 
“Commodities” shall have the same meaning as Section 2(d) of the Public 
Procurement Act, that is “goods, services, public works and lease of space.” 
 
“Conflict of Interest” means: 

(i) the person has a pecuniary interest directly or indirectly in the 
matter; 

(ii) a relative of the person has a pecuniary interest directly or indirectly 
in the matter; or 

(iii) the person is an officer, employee, or agent of an incorporated or 
unincorporated company, or other association of persons, that has a 
pecuniary interest in the matter, 

and that interest is distinct from an interest held in common with other 
citizens. 
 
“Department Head” means any Employee reporting directly to the City 
Manager and/or Council. 
 
“Employee” means any person employed by the City of St. John’s as a 
permanent, term, part-time, casual, contract, seasonal, temporary, or student 
worker. 
 
“Framework” shall have the same meaning as Section 2(g) of the Public 
Procurement Act, that is “the sum of this Act and its regulations, and the 
policies that govern Procurement of commodities.” 
 
“Goods” shall have the same meaning as Section 2(h) of the Public 
Procurement Act, that is “goods, chattels, material, personal property, 
movable property and other physical objects of every kind, including items 
required to be manufactured or on which a labour or skill is required to be 
expended before, upon or after delivery to a public body.” 
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“Open Call for Bids” shall have the same meaning as Section 2(n) of the 
Public Procurement Act, that is “a publicly-advertised invitation to suppliers 
to submit a bid.” 
 
“Perceived Conflict of Interest” means a person has a non-pecuniary 
interest, or it could reasonably appear to others that they have a Conflict of 
Interest, in a decision that is being discussed in their presence and that 
interest is distinct from an interest held in common with other citizens. 
 
“Procurement” shall have the same meaning as Section 2(o) of the Public 
Procurement Act, that is “the acquisition of commodities or professional 
services by public bodies by any means, including by purchase, rental or 
lease.” 
 
“Procurement Strategy” means the general terms related to how a good, 
service, or construction will be procured. 
 
“Services” shall have the same meaning as Section 2(t) of the Public 
Procurement Act, that is:   

“(i)    all services incidental to the supply of goods including the   
 provision of transportation of all kinds,   
(ii)    printing and reproduction services,   
(iii)   accounting, land surveying and voice telephone services,   
(iv)   engineering services,   
(v)    architectural services,   
(vi)    banking services not captured by subparagraph (p)(ii) of the 
 Public Procurement Act,   
(vii)   insurance services,   
(viii)  services that require the giving of an opinion, creativity, the 
 preparation of a design, or technical expertise except   
 those services defined in paragraph (p) of the Public 
 Procurement Act, and   
(ix)   all other services not considered to be professional services.” 

 
“Supplier” shall have the same meaning as Section 2(u) of the Public 
Procurement Act, that is “an individual, partnership, corporation, joint venture 
or other form of business organization engaged in the lawful supply of 
commodities.” 
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3.  Policy Requirements  
 
3.1  Strategic Role of Supply Chain  
  
The Supply Chain Division shall lead Procurement activities on behalf of all 
departments, with final decision-making power at the discretion of the 
Deputy City Manager (DCM), Finance and Administration, as the delegated 
head of Procurement for the City in accordance with Section 29 of the Public 
Procurement Regulations under the Public Procurement Act.  All Open Calls 
for Bids for Commodities shall be administered by Supply Chain.   
 
More specifically, Supply Chain shall have the authority to: 

a) determine operational aspects of the Procurement Strategy; 
b) create and maintain a Category Management approach for priority 

spending areas; and 
c) create and maintain various Procurement approaches and processes. 

 
3.2 Strategic Sourcing and Procurement Strategy 
 

a) Strategic sourcing proactively focuses on providing value over the long 
term within the context of the overarching organization goals and 
objectives. The sourcing strategy shall determine when, how, and what 
Commodities shall be procured.  

b) Departments shall engage Supply Chain at an early stage of 
requirements definition in order to develop the appropriate 
Procurement Strategy, as detailed in the Procurement Procedures. 

c) If circumstances or events result in a significant change in the 
Procurement Strategy, a revised Procurement Strategy shall be 
implemented before completion of the Procurement. 

 
3.3 Procurement  
 
Supply Chain shall have the authority to decide and direct whether a contract 
or standing offer is more appropriate for Procurement of a particular 
Commodity.  
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3.3.1  Contracts 
a) Contracts for Commodities shall be used to meet unique, well-defined 

Procurement requirements for single or multiple departments with a 
defined scope as detailed in the Procurement Procedures.  

 
3.3.2 Standing Offers 

a) Standing offers shall be established by Supply Chain in cooperation 
with departments through the Open Call for Bids process.  

b) When available, the use of existing standing offers shall be mandatory 
for all departments, regardless of the intended Procurement value. 
Employees shall comply with the procedures for use of standing offers 
outlined in the Procurement Procedures. 

 
3.4 Competitive Procurement Processes   
 
3.4.1 Procurement Led by Departments 

a) Departments may procure Commodities valued below the thresholds 
detailed in the Procurement Procedures.  

b) If an existing standing offer is available, departments shall use this 
method to satisfy their requirement irrespective of the intended 
Procurement value. 

 
3.4.2 Procurement Led by Supply Chain 

a) Departments shall contact Supply Chain for all Procurement 
requirements that meet or exceed the thresholds detailed in the 
Procurement Procedures.  

b) Departments shall follow the Procurement Procedures detailing the 
required actions for this process. See Section 3.6 for possible 
exemptions to these requirements.  

 
3.5  Low Value Purchase Orders (LVPO) and Cheque Requisitions 
 

a) Departments shall follow the requirements of the Procurement 
Procedures when using LVPOs and/or cheque requisitions. 

b) Employees with LVPOs under their control shall be responsible and 
accountable for their security and use (personally and financially). 
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3.6 Exemptions  
 
In exceptional, specialized, or urgent cases, an exemption process (contract 
award without an Open Call for Bids) may be used that complies with the 
Framework and as detailed in the Procurement Procedures.  
 
3.7  Bid Requirements 
 

a) Departments shall obtain the appropriate organizational authority to   
commence the Procurement process prior to soliciting proposals or 
awarding contracts. 

b) Requirements shall be defined in a manner that allows competition and 
ensures Best Value.  

c) Bid documents shall be prepared as detailed in the Procurement 
Procedures.   

d) All Open Calls for Bids for Commodities administered by Supply Chain 
shall use one of the types of competitive Procurement detailed in the 
Procurement Procedures.   

e) Departments and/or Supply Chain shall ensure that all evaluation 
criteria requirements detailed in the Procurement Procedures are 
met.  

 
3.8  Conflict of Interest 
 

a) All Employees participating in the Procurement process shall identify 
any potential or Perceived Conflict of Interest that may prevent them 
from performing the duties of the City.  

b) Both Suppliers and Employees shall disclose, to the Bid document 
contacts, any potential or Perceived Conflict of Interest issues prior to 
the Bid closing date and time. 

 
3.9 Bid Solicitation  
 

a) Supply Chain and/or departments shall ensure they follow the 
Procurement Procedures related to Bid solicitation, including 
processes for advertising and communications (including responding to 
questions received). 

68



  

                                            7 
 

b) Supply Chain may modify the terms of the Bid document at any time 
prior to closing, at its sole discretion, unless otherwise stated in the Bid 
document, as detailed in the Procurement Procedures. 

 
3.10 Cancelling and/or Reissuing a Bid Document 
 

a) Any Bid document issued by Supply Chain shall not imply any 
obligation to accept any Bids.   

b) Supply Chain may cancel and/or reissue a Bid document as detailed in 
the Procurement Procedures.  

 
3.11  Bid Evaluation 
 

a) Before starting the technical and financial evaluation of proposals, 
Supply Chain shall ensure that all the information required at closing is 
available and ready to be transmitted to the evaluation committee. 
Supply Chain shall determine whether the Bids received are complete 
as specified in the Bid document.  

b) Supply Chain shall ensure the Procurement Procedures related to 
Bid evaluation are followed. 

 
3.12 Award of Contract or Standing Offer 
  
Contract award shall be done on the basis of the information set forth in the 
Bid document and as directed in the Procurement Procedures.  
 
3.13 Supplier Debriefing 
 

a) If requested by bidders, Supply Chain shall offer Supplier debriefing 
information within legislated requirements. The debriefing shall comply 
with the process detailed in the Procurement Procedures.   

 
3.14  Contract Management 
 

a) Supply Chain shall be involved during the pre-contractual (planning) 
phase of the contract management process as detailed in the 
Procurement Procedures. 

b) Supply Chain shall have the authority to approve and sign 
Procurement documents on behalf of departments.  
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c) Supply Chain shall have primary responsibility for the contracting 
phase (bidding and awarding of contract), with Supply Chain and 
departments sharing responsibilities as detailed in the Procurement 
Procedures.  

d) The financial limits of signing authorities delegated to particular 
individuals or positions shall be as directed by the DCM, Finance and 
Administration as detailed in the Procurement Procedures.  

e) Department Heads shall be responsible for recommending individual 
signing authority changes if they differ from the Signing Authority 
Schedule noted in the Procurement Procedures. Any changes shall 
be approved at the discretion of the DCM, Finance and Administration. 

f) Supply Chain shall be responsible for the termination or renewal of all 
contracts at or above the thresholds detailed in the Procurement 
Procedures.  

 
3.15  Disposal of Assets 
 
All materials, equipment (with the exception of Fleet equipment) and 
supplies identified by Departments as being of no further use shall be 
reported to the Manager, Supply Chain, who shall dispose of the assets as 
detailed in the Procurement Procedures. 
 
3.16 Compliance Requirements 
 

a) Recording: Departments shall ensure that all Procurement 
transactions are authorized, properly recorded in the appropriate 
financial management system, and supported by the appropriate 
documentation.  

b) Audit: All Procurement activities may be subject to audit by the 
Department of Finance and Administration, the Office of the City 
Internal Auditor, and/or the Government of Newfoundland and 
Labrador.   

c) Procurement Compliance Testing: Procurement activities may be 
subject to compliance testing by Supply Chain.   

d) Reporting: The DCM, Finance and Administration, as they deem 
necessary, shall report instances of non-compliance to the Senior 
Executive Committee. For any non-compliance suspected to involve 
fraud, the DCM, Finance and Administration shall advise the Office of 
the City Internal Auditor, who shall act in accordance with the 
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requirements of the Fraud Policy. Where non-compliance involves 
actions of an Employee, the DCM shall advise the Department of 
Human Resources and/or the Office of the City Solicitor. 

 
 
4. Application 
 
The policy applies to all departments for all Procurement activities requiring 
an Open Call for Bids. For all other Procurement activities, the policy applies 
to all City departments with the exception of the St. John’s Transportation 
Commission (Metrobus).   
 
 
5. Responsibilities 
 
5.1  The DCM, Finance and Administration is responsible for: 
 

a) the overall implementation of the policy and procedures; 
b) ensuring management oversight processes and controls exist to 

ensure Procurement complies with the requirements of the Framework 
 
5.2 The Manager, Supply Chain is responsible for: 
 

a) ensuring that the City’s requirements for Commodities are met through 
an open, fair, and transparent process that maximizes competition and 
value for money; 

b) consistently applying strategic Procurement practices;  
c) supporting departments with their Procurement requirements, as 

required; and 
d) monitoring compliance with the policy and procedures. 

 
5.3 Department Heads are responsible for: 
 

a) all Procurement activity of their departments; and 
b) ensuring their Employees comply with the policy and procedures. 
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5.4 Managers with Procurement responsibility are responsible for:  
 

a) identifying, defining, and estimating the cost of their Procurement 
needs; 

b) ensuring standing offers are used, if applicable;  
c) ensuring Commodities are obtained from Central Stores, if applicable; 
d) involving Supply Chain in the Procurement process, where applicable; 

and 
e) ensuring appropriate approvals are obtained prior to proceeding with 

Procurement. 
 
5.5  Employees are responsible for:  
 

a) complying with this policy and associated procedures; and 
b) ensuring that any Procurement processes they are involved with are 

fair, open, and transparent.  
 
 
6. References 
 

• Government of Newfoundland and Labrador Public Procurement 
Framework (Act/Regulations/Policy)  

• Canadian Free Trade Agreement 

• Canada-European Union Comprehensive Economic and Trade 
Agreement (CETA) 

• Access to Information and Protection of Privacy Act, 2015 

• Code of Ethics Bylaw  

• Conflict of Interest Bylaw 

• 04-06-01-01 Procurement Procedures  

• 11-01-02 Environmentally Responsible Procurement Policy 
 
 
7. Approval 
 

• Policy Sponsor: Deputy City Manager, Finance and Administration 

• Policy Writer:  Manager, Supply Chain; Policy Analyst 

• Date of Approval from  
o Corporate Policy Committee:  October 23, 2019 
o Senior Executive Committee: 
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o Committee of the Whole: 

• Date of Approval from Council:  
 
 
8. Monitoring and Contravention 
 
The Supply Chain Division shall monitor the application of the policy. 
 
Any contravention of this policy and/or associated procedures shall be 
reported to the Department of Finance and Administration, Department of 
Human Resources, the Office of the City Solicitor, and/or the City Manager 
for further investigation and appropriate action, which may include, but is not 
limited to legal action and/or discipline, up to and including dismissal. 
 
 
9. Review Date 
 
Initial Review: three years; Subsequent Reviews: five years 
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 DRAFT – For Discussion Only 
City of St. John’s Corporate and Operational Policy Manual 

 

Procedure Title: Procurement Procedures 

Authorizing Policy: Procurement Policy 

Procedure #: 04-06-01-01 

Last Revision Date: N/A 
Procedure Sponsor: Deputy City 
Manager, Finance and Administration 

 

 
 
1. Procedure Statement 
 
The City of St. John’s is committed to the Procurement principles of: 

i. Ensuring that the City’s requirements for Commodities provide Best 
Value to the City; 

ii. Ensuring Suppliers have reasonable notice and opportunity to respond 
to any Calls for Bids; 

iii. Being accountable for Procurement decisions;  
iv. Maintaining the City’s standards for integrity and ethics in business 

dealings; and 
v. Adhering to all applicable legislation and trade agreements; 

 
The purpose of this document is to provide direction to Employees involved 
in Procurement processes. 
 
 
2. Definitions 
 
“Best Value” shall have the same meaning as Section 2(b) of the Public 
Procurement Act, that is “includes the best balance of cost, quality, 
performance and support, as achieved through a transparent, efficient and 
competitive procurement process using clear and fair evaluation and 
selection criteria.” 
 

Note: This document incorporates both the policy and the procedures. 
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“Bid” shall have the same meaning as Section 2(c) of the Public 
Procurement Act, that is “an offer from a supplier, submitted in response to a 
call for bids, to supply Commodities.” 
 
“Category Management” means the business practice of procuring common 
goods and services at an organizational level to eliminate redundancies, 
increase efficiency, and deliver more value and savings. 
 
“Commodities” shall have the same meaning as Section 2(d) of the Public 
Procurement Act, that is “goods, services, public works and lease of space.” 
 
“Conflict of Interest” means: 

(i) the person has a pecuniary interest directly or indirectly in the 
matter; 

(ii) a relative of the person has a pecuniary interest directly or indirectly 
in the matter; or 

(iii) the person is an officer, employee or agent of an incorporated or 
unincorporated company, or other association of persons, that has a 
pecuniary interest in the matter, 

and that interest is distinct from an interest held in common with other 
citizens. 
 
“Contractor” shall have the same meaning as Section 2(e) of the Public 
Procurement Act, that is “a supplier that has been awarded a contract by a 
public body.” 
 
“Department Head” means any Employee reporting directly to the City 
Manager and/or Council. 
 
“Employee” means any person employed by the City of St. John’s as a 
permanent, term, part-time, casual, contract, seasonal, temporary, or student 
worker. 
 
“Framework” shall have the same meaning as Section 2(d) of the Public 
Procurement Act, that is “the sum of this Act and its regulations, and the 
policies that govern procurement of commodities.” 
 
“Goods” shall have the same meaning as Section 2(h) of the Public 
Procurement Act, that is “goods, chattels, material, personal property, 
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movable property and other physical objects of every kind, including items 
required to be manufactured or on which a labour or skill is required to be 
expended before, upon or after delivery to a public body.” 
 
“Limited Call for Bids” shall have the same meaning as Section 2(e) of the 
Public Procurement Regulations under the Public Procurement Act, that is, 
“an invitation to specific suppliers to submit a bid.” 
 
“Open Call for Bids” shall have the same meaning as Section 2(n) of the 
Public Procurement Act, that is “a publicly-advertised invitation to suppliers 
to submit a bid.” 
 
“Perceived Conflict of Interest” means a person has a non-pecuniary 
interest, or it could reasonably appear to others that they have a Conflict of 
Interest, in a decision that is being discussed in their presence and that 
interest is distinct from an interest held in common with other citizens. 
 
“Pre-qualified Supplier” shall have the same meaning as Section 2(g) of 
the Public Procurement Regulations under the Public Procurement Act, that 
is “a supplier who has (i) met the public body qualification requirements in 
response to a request for qualifications, and (ii) been approved for 
participation in a proposed procurement by the public body.” 
 
“Procurement” shall have the same meaning as Section 2(o) of the Public 
Procurement Act, that is “the acquisition of commodities or professional 
services by public bodies by any means, including by purchase, rental or 
lease.” 
 
“Procurement Strategy” means the general terms related to how a good, 
service, or construction will be procured. 
 
“Services” shall have the same meaning as Section 2(t) of the Public 
Procurement Act, that is:   

“(i)   all services incidental to the supply of goods including the   
 provision of transportation of all kinds,   
(ii)   printing and reproduction services,   
(iii)  accounting, land surveying and voice telephone services,   
(iv)  engineering services,   
(v)   architectural services,   

76



  

                                            4 
 

(vi)   banking services not captured by subparagraph (p)(ii) of the 
Public Procurement Act,   
(vii)  insurance services,   
(viii) services that require the giving of an opinion, creativity, the 
 preparation of a design, or technical expertise except   
 those services defined in paragraph (p) of the Public 
Procurement Act, and   
(ix)  all other services not considered to be professional services.” 

 
“Supplier” shall have the same meaning as Section 2(n) of the Public 
Procurement Act, that is “an individual, partnership, corporation, joint venture 
or other form of business organization engaged in the lawful supply of 
commodities.” 
 
 
3.  Procedure Requirements  
 
3.1  Strategic Role of Supply Chain  
The Supply Chain Division shall lead Procurement activities on behalf of all 
departments, with final decision-making power at the discretion of the DCM, 
Finance and Administration, as the delegated head of Procurement for the 
City in accordance with Section 29 of the Public Procurement Regulations 
under the Public Procurement Act.  All Open Calls for Bids for Commodities 
shall be administered by Supply Chain.   
 
More specifically, Supply Chain shall have the authority to: 

a) determine operational aspects of the Procurement Strategy; 
b) create and maintain a Category Management approach for priority 

spending areas; and 
c) create and maintain various Procurement approaches and processes. 

 
 

3.2  Conflict of Interest and Compliance Requirements 
 

a) All Employees participating in the Procurement process shall identify 
any potential or Perceived Conflict of Interest that may prevent them 
from performing the duties of the City.  

b) Recording: Departments shall ensure that all Procurement transactions 
are authorized, properly recorded in the appropriate financial 
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management system, and supported by the appropriate 
documentation.  

c) Audit: All Procurement activities may be subject to audit by the 
Department of Finance and Administration, the Office of the City 
Internal Auditor, and/or the Government of Newfoundland and 
Labrador.   

d) Procurement Compliance Testing: Procurement activities may be 
subject to compliance testing by Supply Chain.   

e) Reporting: The DCM, Finance and Administration, as they deem 
necessary, shall report instances of non-compliance to the Senior 
Executive Committee. For any non-compliance suspected to involve 
fraud, the DCM, Finance and Administration shall advise the Office of 
the City Internal Auditor, who shall act in accordance with the 
requirements of the Fraud Policy. Where non-compliance involves 
actions of an Employee, the DCM shall advise the Department of 
Human Resources and/or the Office of the City Solicitor. 

 
3.3 Strategic Sourcing and Procurement Strategy  
 

a) Strategic sourcing proactively focuses on providing value over the long 
term within the context of the overarching organization goals and 
objectives. The sourcing strategy shall determine when, how, and what 
shall be procured.  

b) Departments shall engage Supply Chain at an early stage of 
requirements definition in order to develop the appropriate 
Procurement Strategy, as detailed in the Procurement Procedures. 

c) If circumstances or events result in a significant change in the 
Procurement Strategy, a revised Procurement Strategy shall be 
implemented before completion of the Procurement. 

d) Supply Chain shall have the authority to decide and direct whether a 
contract or standing offer is more appropriate for Procurement of a 
particular commodity.  

e) Supply Chain shall ensure that the Procurement Strategy satisfies 
operational requirements and complies with legal requirements, while 
achieving Best Value and advancing City objectives. 

f) Factors that departmental and Supply Chain Employees may consider 
when developing the Procurement Strategy may include, but are not 
limited to:  
i. Procurement method (contracts versus standing offers); 
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ii. Procurement process (steps of an individual Procurement method); 
iii. total estimated cost, including, but not limited to, all options and life-

cycle costs (including, but not limited to, maintenance, consumable 
supplies, and storage costs, as applicable); 

iv. estimated value of the opportunity (including value from savings, 
operating efficiencies, improved quality, etc.); 

v. contract period; 
vi. delivery requirements; 
vii. Procurement schedule; 
viii. evaluation procedures and method of selection; 
ix. environmental factors; 
x. sustainability criteria; 
xi. commercial products versus customized solutions; 
xii. risk factors; 
xiii. other City objectives; 
xiv. compatibility with existing solutions; 
xv. opportunity to consolidate requirements; and/or 
xvi. disposal of the Commodity. 

 
3.4  Contracts 
 

a) Contracts for Commodities shall be used to meet unique, well-defined 
Procurement requirements for single or multiple departments with a 
defined scope as detailed below.  

b) Contracts shall be used when standing offers are not applicable. 
c) Contracts between the City and the Contractor may be expressed in 

the form of an actual written contract (with the agreed to terms and 
conditions) and/or a purchase order (PO). 

d) Depending on the value of the Procurement, contracts may be 
established through an Open Call for Bids or a Limited Call for Bids. 
 

3.5 Standing Offers 
 

a) Standing offers shall be established by Supply Chain in cooperation 
with departments through the Open Call for Bids process.  

b) When available, the use of standing offers shall be mandatory for all 
departments, regardless of the intended Procurement value. 
Employees shall comply with the procedures for use of standing offers 
outlined below. 
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c) Single or multiple standing offers may be established depending on the 
requirements. Multiple standing offers for the same type of Commodity 
may be established when there is a risk that a single Supplier cannot 
meet the demand in full. 

d) Standing offers may be used when:  
i. requirements for Commodities are recurring and predictable over an 

extended period of time (e.g., six months, one year, etc.); 
ii. Procurement requirements are standard and clearly defined at the 

time of establishment of the standing offer; and 
iii. it is possible to fix pricing for the Commodities for the duration of the 

standing offer. 
e) Standing offers shall not be limited to use by a single department. 
f) Standing offers shall be reviewed by Supply Chain regularly to ensure 

they continue to be relevant and appropriate for departments’ needs. 
g) In some exceptional cases, departments may procure Commodities 

outside the established standing offer usage: 
i. when the Commodity available through a standing offer does not 

meet justifiable operational requirements, including specifications 
and/or delivery dates; 

ii. when the value of the requirement exceeds the scope of the 
standing offer; and/or 

iii. when an existing contract has been previously put in place, which 
guarantees the work to another Supplier. 

h) If the scenario as identified in item (g) above develops or a 
department’s requirement for Commodities is not satisfied by the 
specifications available on the standing offer, approval from Supply 
Chain shall be obtained before any Procurement is undertaken. 

i) All existing standing offers shall be available from Supply Chain via the 
MyCity intranet. 

j) For any Open Calls for Bids resulting in the award of a standing offer, 
the Bid document shall provide instructions on the use, purpose, and 
limitations of the proposed standing offer and include the following 
information, as a minimum: 
i. A clear definition of the requirement and the period for making 

purchase order “call-ups” (that is, the exercising of the standing 
order to fulfill Procurement requirements); 

ii. Preparation instructions; 
iii. Conditions applicable to the standing offer; 

80



  

                                            8 
 

iv. Resulting contract clauses applicable to subsequent  
“call-up”; 

v. Information on the number of standing offers intended to be 
authorized for use; 

vi. Clear “call-up” procedures(s) including the method of allocating the 
work among multiple award standing offers. 

k) The standing offer contract shall define the general terms and 
conditions of the relationship between the parties, but shall not create 
contractual commitment from either party to a defined volume of 
business. 

l) The standing offer shall have information on unit price of each item as 
well as all applicable pricing terms of the agreement to be honored by 
both parties in the “call-up”. Such terms may include, but are not 
limited to, discounts and rebates, delivery charges, applicable 
surcharges, installation services, and warranty. 

m) Whenever a department plans to procure a Commodity, the 
department shall first check the availability and the applicability of an 
existing Procurement method (that is, standing offer or contract). A list 
of standing offers and contracts are available from Supply Chain.  

n) If a standing offer is available to procure the required Commodities, the 
department shall use it to “call-up” orders, not to exceed the total value 
of the standing offer.  

o) For single award standing offers, a purchase order or award letter 
referencing the standing offer details shall be created and sent to the 
Supplier selected for that specific need. The Procurement shall respect 
the pre-negotiated price and conditions. 

p) For multiple award standing offers, purchase orders or award letters 
referencing the standing offer details shall be created and sent to the 
selected Suppliers. Right of first refusal shall be given to the Supplier 
with the lowest price while meeting the terms, conditions, and 
specifications of the call for Bids.  Subsequent Suppliers shall be 
contacted in order of ranking until the request is fulfilled. 

 
3.6  Procurement Process by Cost Threshold 
 
3.6.1 Department-Led Procurement 

a) If an existing standing offer is available, departments shall use this 
method to satisfy their requirement irrespective of the intended 
Procurement value. 
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b) Departments may procure Commodities valued below the thresholds 
detailed in Section 5 of the Public Procurement Regulations under the 
Public Procurement Act (as of October 2019, excluding taxes: Goods - 
$10,000; Services - $50,000; or Public Work, Engineering, and/or 
Architectural Services and/or Lease of Space - $100,000). 

c) Departments may request assistance from Supply Chain at any time. 
d) When the estimated cost is expected to be over $1,000, departments 

shall: 
i. identify a Supplier; 
ii. obtain a quote (informal); 
iii. make reasonable effort to validate that the price is competitive; 
iv. enter a requisition for the order in the City’s financial system 

(“WorkPlace”) or consider using a low value purchase order (LVPO) 
for purchases of $1,000 or less. Please note that cheque 
requisitions may be used in certain circumstances as detailed in 
Section 3.7.5. 

e) When the estimated cost is over $1,000 and under $2,500, employees 
shall: 
i. identify three suitable Suppliers;  
ii. obtain three quotes (may be via catalogue, phone, internet), or in 

some cases, determine a fair and reasonable price as detailed in 
the Framework (referenced in Section 6.1.3 of the Public 
Procurement Policy, available from the Public Procurement Agency 
via www.ppa.gov.nl.ca)  

iii. select the Supplier that yields Best Value; 
iv. enter a requisition for the order into “Workplace” and enter the 

quotes in the notes section. 
f) When the estimated cost is expected to be valued at or above $2,500 

and under the appropriate threshold for the Commodity noted in 
Section 3.6.1(b), departments shall: 
i. identify three suitable Suppliers; 
ii. obtain three written quotes from Suppliers, or in some cases, 

determine a fair and reasonable price as detailed in the Framework 
(referenced in Section 6.1.3 of the Public Procurement Policy); 
When obtaining pricing and the estimated cost is $10,000 or above, 
the Limited Call Template shall be used; 

iii. select the supplier that provides Best Value, ensuring that the 
evaluation complies with any Bid document requirements; 

iv. obtain contract documents or request them from Supply Chain; 
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v. enter a requisition for the order into “WorkPlace” and attach the 
quotes and any other documentation to the requisition. 

 

 
3.6.2 Supply Chain-Led Procurement 

a) Departments shall contact Supply Chain for all Procurement that meet 
or exceed the thresholds detailed in Section 3.6.1(b).  

b) Departments shall follow the required actions for this process detailed 
below. See Section 3.8 for possible exemptions to these requirements.  

c) In order to procure Commodities valued at or above the Public 
Procurement Act thresholds, departments shall: 
i. define the requirement at a high level; 
ii. check the availability of a standing offer that satisfies the need; 
iii. if a standing offer is available, follow the process steps outlined in 

Section 3.5; 
iv. if no standing offer is available, engage Supply Chain in defining 

detailed requirements (e.g., quantity, specifications, estimated 
value, etc.); 

v. proceed to an Open Call for Bids in cooperation with Supply Chain; 
and 

vi. in cases where the Procurement is valued at or above $100,000, 
Council approval shall be required and the entire Procurement value 
shall be calculated to determine this threshold, including any 
possible contract extensions. 

 
3.7  Using LVPOs and Cheque Requisitions  
 

a) Employees shall follow the requirements detailed below when using 
LVPOs and/or cheque requisitions.  

b) Employees with LVPOs under their control shall be responsible and 
accountable for their security and use (personally and financially). 

 
3.7.1 LVPO Restrictions and Limits  
Commodities shall not be procured using an LVPO when: 

a) Commodities have a total value above $1,000 before tax; 
b) Commodities are held in Central Stores; 
c) Commodities are covered by Standing Offer; or 
d) the delivery of Commodities is not immediate. 
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In such cases where an LVPO shall not be used, departments shall obtain a 
high value purchase order through the electronic requisition process. 
 
3.7.2 Placing LVPO with Suppliers 

a) Where possible, electronic requisitions for purchase orders shall be 
used rather than LVPOs.  

b) Employees shall not split requirements into multiple smaller volume 
purchases to avoid following any Procurement process linked to higher 
thresholds. 

c) To issue an LVPO, Employees shall complete all sections of the LVPO 
form (with the possible exception of pricing information, which may be 
completed at the Supplier location), including providing details of the 
Commodities to be purchased, their intended use, and any specific 
requirements or instructions to the Supplier. Pricing information may be 
completed at time and location of purchase. 

d) Employees shall ensure the appropriate GL/Budget coding (the cost 
center that the invoice will be paid from) is provided.  

e) “Approval to Purchase” and “Approval to Pay” fields shall be signed by 
different Employees, both with signing authority. The Employee signing 
the “Approval to Pay” shall be the direct or indirect supervisor of the 
Employee who signs to authorize the purchase. Signatures from 
Employees in “acting” management positions may be accepted as long 
as other requirements are met.  Approvers shall not approve payment 
for Employees who do not report to them. 

f) Employees shall show a valid City identification card to Suppliers when 
using an LVPO. 

 
3.7.3 Obtaining LVPO Forms 

a) Departments may authorize Employees with signing authority to be 
responsible for management of the department’s LVPOs. 

b) Authorized Employees may obtain LVPO forms from Supply Chain. 
c) LVPOs shall be issued in bundles of 20 or 50 with a maximum of 50 

being issued to an authorized Employee at a time. 
d) LVPOs shall not be issued to an authorized Employee without a copy 

of the LVPO log of the last LVPO bundle issued to the Employee. 
 
3.7.4 LVPO Control 

a) Departments shall inform Supply Chain of the names and positions of 
the Employees responsible for LVPOs and maintaining the LVPO logs. 
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b) LVPO logs shall be provided with each bundle of LVPOs.  Each field 
shall be completed. If a LVPO is cancelled, then the word “cancelled” 
shall be written across the appropriate row of the form and the word 
“void” shall be written boldly across the face of the LVPO.  At that time, 
the Supplier’s copy and the Procurement copy shall be sent to Supply 
Chain.  

c) If an LVPO is lost, Employees shall record it on the log with an 
explanation of the events and shall report it to the Supply Chain 
Manager, who shall report to the Deputy City Manager (DCM), Finance 
and Administration 

d) Supply Chain shall not send blank LVPOs through the mail (including 
internal mail). An authorized Employee in each department may pick 
up and sign for LVPOs at the Supply Chain office. 

e) LVPOs shall be stored in a secure area that shall only be accessed by 
the Employee to whom they were issued. 

 
3.7.5 Cheque Requisitions 

a) In certain circumstances (such as government/regulatory 
requirements, legal fees and expenses, grants, refunds, certain types 
of utility payments, and when a Supplier does not accept purchase 
orders, as detailed in Section 3.7.6), cheque requisitions may be used. 
All Procurement Policy and Procedures requirements remain in force.  

b) Prior to issuing a cheque requisition, the department shall determine 
whether the Supplier will accept a purchase order. Where a Supplier 
accepts purchase orders, a purchase order shall be used. 

c) If a cheque requisition is required, the cheque shall be issued to the 
Supplier, where possible. Employee payment for Commodities and 
subsequent reimbursement via cheque requisition shall be used as a 
payment method of last resort. 

d) The appropriate budget manager (the person who has authority for the 
budget program to which the Commodities will be charged) and a 
second signatory authorized for the dollar value of the purchase shall 
sign the cheque requisition. The appropriate budget manager shall 
ensure that the rationale for the purchase is detailed on the cheque 
requisition form.  

e) Where Employees are to be reimbursed via cheque requisition, they 
shall not be a signatory. Employees shall consult their managers prior 
to purchase. If an Employee pays for Commodities without appropriate 
approval, the Employee may not be reimbursed for the cost.  
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f) Employees shall consult Supply Chain Division (for Procurement-
related questions) and/or Financial Services Division (for cheque 
requisition process-related questions) if they are unsure whether a 
cheque requisition may be used. 

 

3.7.6 Cheque Requisition-Eligible Commodities/Payments 

The following shall be eligible for payment via cheque requisition: 

a) Government/Regulatory requirements, such as: 
i. Licencing Fees (e.g. fees/renewals for vehicles, equipment, and/or 

personnel) 
ii. Government Inspection Fees 

b) Legal requirements, fees, or expenses, including, but not limited to: 
i. Appeal Board Fees 
ii. Appraisal Fees 
iii. Corporate Searches 
iv. Examining Board Fees 
v. Insurance Claims Expenses  
vi. Insurance Settlements 
vii. Legal Fees   
viii. Negotiating Expenses 
ix. Real Estate Property Purchases 
x. Title Searching Fees 
xi. Trustee Fees 

c) City Grants (provided to individuals and/or organizations through City 
funding programs) 

d) Refunds (including refunds of applicable deposits paid to the City) 
e) Utility Payments (where exempted by Section 6 of the Public 

Procurement Regulations under the Public Procurement Act)  
f) Commodities from a Supplier that does not accept purchase orders 

and for which there is no other appropriate payment method. 
 
3.8  Exemptions 
 

a) In exceptional, specialized, or urgent cases, an exemption process 
(contract award without an Open Call for Bids) may be used that 
complies with the Framework and as detailed below. As permitted by 
Section 6 of the Public Procurement Regulations, an exemption 
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process may be applied in certain circumstances (see the link above 
for a complete list or view legislation via www.assembly.nl.ca), 
including, among others, when: 

i. an emergency or a situation of urgency exists;  
ii. there is only one source reasonably available; or  
iii. a list of Pre-Qualified Suppliers has been established using a 

request for qualifications. 
b) Any exemption shall be approved by the DCM, Finance and 

Administration prior to any Procurement. 
c) This process shall only be used for the purposes intended and shall 

not be used to avoid competition or to discriminate against specific 
Suppliers. 

d)  In cases where the estimated Procurement is valued at or above 
Procurement thresholds, Supply Chain shall be consulted to ensure 
compliance. Otherwise, no prior approval is needed from Supply Chain 
for a department to apply an exemption.  

e) Where the procurement exceeds $100,000, Council approval shall be 
required. 

f) A Contract Award Without Open Call Form shall be completed every 
time such a process is used, signed by requester and the DCM, 
Finance and Administration.   

g) All Contract Award Without Open Call Forms shall be sent to Supply 
Chain for safe keeping and reporting.   

 
3.9  Bid Requirements 
 
3.9.1 Requirements Definition 

a) Departments shall obtain the appropriate organizational authority to   
commence the Procurement process prior to soliciting proposals or 
awarding contracts. 

b) Requirements shall be defined in a manner that allows competition and 
ensures Best Value.  

c) When planning Procurement requirements, departments shall review 
alternatives to acquiring new Commodities, such as considering 
repairs to existing assets or transfer of surplus items. 

d) Departments shall consult Supply Chain to ensure that the wording of 
the Bid document defines requirements in terms of operational and 
performance requirements, rather than using brand names or 
proprietary technical specifications. 
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e) Requirements shall not be split in multiple smaller volume purchases to 
avoid following any Procurement requirements linked to higher 
thresholds. 

f) Specifications may be based on a known acceptable product, but 
equivalent products may be accepted unless there is a valid technical 
reason for a “no substitution” specification.   
i. If a “no substitution” request is made, the valid technical reason 

shall be provided in writing to Supply Chain, where it shall be placed 
on file. The requesting department shall be prepared to defend this 
position with Suppliers who provide competing Commodities. 

ii. The requirement shall be well defined such that Bids may be 
evaluated and compared on the basis of price and where the award 
may be determined on the basis of lowest-priced Bid that meets the 
requirements.  

g) For Calls for Bids resulting in the award of a standing offer, the Bid 
document shall give instructions on the use, purpose, and limitations of 
the proposed standing offer and include the following information, at a 
minimum: 
i. a clear definition of the requirement and the period for making 

purchase orders “call-ups”; 
ii. preparation instructions; 
iii. conditions applicable to the standing offer; 
iv. resulting contract clauses applicable to ensuing “call-up”; 
v. information on the number of standing offers intended to be 

authorized for use; and 
vi. clear “call-up” procedures, including the method of allocating the 

work among multiple award standing offers (when applicable, for 
award of multiple standing offers).  

 
3.9.2 Preparation of Bid Documents 

a) Bid documents shall be prepared as detailed below. 
b) All Open Calls for Bids for Commodities administered by Supply Chain 

shall use one of the types of competitive Procurement detailed in 
Sections 3.9.3 through 3.9.7.                                   

c) Bid documents shall clearly outline the process to be used for 
soliciting, opening, and evaluating Bids, and awarding of resulting 
agreements.  

d) Bid documents shall reflect the approved Procurement Strategy. 
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e) Consideration shall be given to certain types of criteria that may not be 
met at the time of bidding, but that shall be met by the Supplier at the 
time of award (“pre-condition of award” versus “mandatory submission 
requirement”).  

f) All evaluation criteria shall be clearly specified in the Bid document. 
Bids shall not be evaluated or awarded on undisclosed criteria.  

g) Both Suppliers and Employees shall disclose, to the Bid document 
contacts, any potential or Perceived Conflict of Interest issues prior to 
the Bid closing date and time. 

 
3.9.3 Invitation to Tender (ITT) 

h) This format may be used for a formal open competitive process for the 
Procurement of Commodities where there is a need for irrevocable 
Bids, typically supported by Bid security, and price is the primary 
consideration.  

i) This format shall include well-defined specifications, requirements, and 
contract terms and conditions, as post-Bid negotiations are typically 
not permitted.  
 

3.9.4 Request for Quotations (RFQ) 
a) Invitational Request for Quotation:  

This format may be used in a simplified process for the Procurement of 
standard Commodities where the value of the contract does not trigger 
obligations under the thresholds for open competition and a limited 
number of Suppliers are invited to submit quotes to better ensure value-
for-money. Because of its abbreviated nature, an Invitational RFQ may 
not contain all of the terms and conditions that are typically used to 
form a contract. 

b) Open Request for Quotation: 
i. Low Bid Version - This format may be used for a simplified open 

competitive process for the Procurement of standard Commodities 
on the basis of lowest price and standardized contract terms that 
will not require negotiation. 

ii. High Score Version - This format may be used for a simplified open 
competitive process for the Procurement of standard Commodities 
on the basis of straightforward high-score evaluation criteria and 
standardized contract terms that will not require negotiation. 
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3.9.5 Request for Proposals (RFP) 
Any type of RFP shall be evaluated to determine the bidders’ 
capabilities, and may include, but not limited to evaluation criteria such 
as basic corporate information, financial information, technical 
capability, service and delivery capability, specific product information, 
and/or price. 

a) No-Negotiation RFP:  
This format may be used for a formal open competitive process where 
there is a need for irrevocable Bids and factors other than price may be 
evaluated. This format shall include well-defined specifications, 
requirements, and contract terms and conditions, as post-Bid 
negotiations are typically not permitted. 

b) Consecutive Negotiation RFP: 
This format may be used for a more flexible open competition 
Procurement process where proposals will be ranked on price and 
non-price factors. The top ranked proponent shall be invited to 
negotiate the final contract. If those negotiations fail, departments may 
proceed to negotiate with the next-ranked proponent. 

c) Concurrent Negotiation RFP:  
This format may be used for a more flexible open competition 
Procurement process where proposals will be ranked on price and non-
price factors. Multiple short-listed proponents will be invited to negotiate 
and then submit a best and final offer for further evaluation and final 
ranking, contract negotiation, and award. 
 

3.9.6 Request for Supplier Qualifications  
a) Prequalification Version - This format may be used to prequalify 

Suppliers in the first stage of a two-stage open competitive process. 
Bidders who meet the requirements of the RFSQ shall be eligible to 
participate in the second stage and shall be invited to participate in a 
subsequent Procurement process. 

b) Roster Framework Version - This format may be used to prequalify 
Suppliers who will be invited to compete in multiple second stage 
Procurement processes for the same type of Commodities. Those 
Suppliers that qualify in the first stage of the process shall be invited to 
enter into a master standing offer agreement that shall govern any 
future work assignments awarded to them. 
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3.9.7 Request for Information (RFI)  
This format may be used in a structured market research and 
information gathering process for the purpose of obtaining information 
from potential suppliers regarding the types of Commodities available 
to meet the institution’s needs. This format is not intended to result 
directly in the Procurement of Commodities, but rather to inform a 
future competitive process.  
 
Specific pricing or cost information shall not normally be provided by 
the Suppliers in response to an RFI. 
 

3.10  Call for Bids Evaluation Criteria 
 

a) Departments and/or Supply Chain shall ensure that all evaluation 
criteria requirements are met. 

b) A pricing and evaluation strategy shall be developed before an Open 
Call for Bids document is publicly released.  

c) The Bid document shall clearly describe the relative weighting and 
importance of each evaluation criterion.  

 
3.10.1 Mandatory Criteria 

a) Mandatory criteria shall represent truly essential criteria. Departments 
shall minimize the number of mandatory criteria, where possible, in 
order to increase the probability of receiving responsive Bids. 

b) Mandatory requirements are typically defined by the departments, who 
shall consult with Supply Chain at an early stage to ensure the correct 
criteria are set as mandatory. 

c) Mandatory criteria shall be clearly specified in the Bid document and 
may include, but are not limited to: 
i. licensing requirements; 
ii. minimum performance characteristics; 
iii. requirements for delivery dates or condition; 
iv. essential minimum qualifications or experience of proposed 

personnel; and/or 
v. budget limitations. 

 
3.10.2 Rated Criteria 

a) Rated criteria shall be used to assess the relative merits of each 
proposal.  
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b) The maximum and minimum point value for each rated criterion 
(pricing shall only have a maximum point value) shall be specified in 
the Bid document.  

c) Only proposals that meet the mandatory criteria shall be subject to 
point rating for rated criteria.  

d) When a minimum point rating is used, proposals shall achieve:  
i. a minimum number of points overall; and/or  
ii. a minimum number of points for certain individual criteria.  

e) Bid documents shall clearly identify any minimum thresholds and 
clearly indicate that such minimums are mandatory.  

f) Bid documents shall have a clear and transparent price evaluation plan 
and pricing shall always be part of the rated criteria.  

 
3.11  Bid Solicitation  
 

a) Supply Chain and/or departments shall ensure they follow the 
procedures detailed below related to Bid solicitation, including 
processes for advertising and communications (including responding to 
questions received). 

b) Departments shall consider the level of complexity of the Procurement 
and the extent of subcontracting anticipated when setting a closing 
date for Bids. Departments shall allow sufficient time for a Supplier to 
obtain the solicitation; to obtain any additional material, if applicable; 
and to prepare and submit a response. The closing date shall be set by 
Supply Chain following consultation with the department.  

c) In general cases, a Bid period shall not be less than 10 business days 
and a Request for Proposals not less than 20 business days from the 
date the requirement is posted publicly.  In some cases this may be 
determined by legislation or through a trade agreement. 

d) Supply Chain shall post the notice of all Open Calls for Bids on the City 
Bids web portal.  

 
3.11.1 Questions during the Solicitation Period  

a) During the solicitation period, questions from Suppliers shall be 
submitted in writing to the contacts identified in the Bid document 
before the question deadline date indicated in the document, when 
applicable.  

b) All questions regarding interpretation of the Bid document during the 
solicitation period shall be submitted to Supply Chain. 

92



  

                                            20 
 

c) Supply Chain and departments shall avoid one-on-one contact or 
meetings with Suppliers during the Bid solicitation period and shall 
ensure all communications are in writing. 

d) Supply Chain may directly answer the Supplier for simple questions 
where the answer does not affect other Suppliers and/or how they will 
respond to the solicitation.  

e) Supply Chain shall record and distribute all questions and answers that 
may have an impact on bidder submissions to all bidders, as addenda. 

f) Employees shall have no communications with bidders (including the 
release of award information during the Bid process), for the period of 
time from the Bid closing date up to and including the date of contract 
award (“Evaluation Period”).  

g) Supply Chain shall release unofficial result information at the public 
opening, and award information through the City’s bidding system 
website to inform the public of Bid status.   

h) The City shall not disclose any information related to any potential 
outcome of the evaluation of a Bid or any information related to any 
content of the submissions during the Evaluation Period. 

i) During the Evaluation Period, Employees may only initiate 
communication with bidders for the purpose of obtaining information or 
clarification necessary to ensure a proper and accurate evaluation of 
Bids. 

 
3.11.2 Changes to Solicitation  

a) Supply Chain may modify the terms of the Bid document at any time 

prior to closing, at its sole discretion, unless otherwise stated in the Bid 

document, as detailed below. 

b) Supply Chain shall make information publicly available regarding any 
changes made to the Bid document, including any change in the 
closing date or time. Bidders shall be responsible for ensuring that they 
are aware of and have complied with any and all addenda. 

c) Any significant change added or deleted to clarify, modify, or support 
the information in the original Bid document or previously issued 
addenda before the closing date shall require an addendum to the 
document.  

d) When changes occur, to ensure sufficient Bid preparation time for 
bidders, the closing date may be extended. This decision shall be the 
responsibility of Supply Chain, who shall discuss potential changes 
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with the department before making the final decision. A change in the 
closing time or date shall not be considered an addendum. 

 
3.12 Cancelling and/or Reissuing a Call for Bids 
 

a) Any Bid document issued by Supply Chain shall not imply any 
obligation to accept any Bids.   

b) Supply Chain may cancel and/or reissue a Bid document as detailed 
below.  

c) Supply Chain may cancel (in whole or in part) any Call for Bids if: 
i. the Bid prices received exceed the funds allocated for the 

Procurement;  
ii. a substantial change in the requirements has occurred after the Bid 

document is issued; and/or 
iii. for reasons outlined in the Bid document.  

d) Supply Chain may reissue a Bid document, where:  
i. a previous Bid document has been cancelled for the reasons listed 

above;  
ii. all Bids are non-responsive;  
iii. no Bids were received from Suppliers; and/or 
iv. for any reason outlined in the Bid document. 

 
3.13  Bid Evaluation 
 

a) Supply Chain shall ensure the Procurement Procedures related to Bid 
evaluation are followed. 

b) Before starting the technical and financial evaluation of proposals, 
Supply Chain shall ensure that all the information required at closing is 
available and ready to be transmitted to the evaluation committee. 
Supply Chain shall determine whether the Bids received are complete 
as specified in the Bid document.  

c) Information that Supply Chain may consider in order to confirm the Bid 
is complete, may include, but is not limited to: 
i. inclusion of proof of required certifications; 
ii. proper identification of the bidder (particularly important in the case 

of joint ventures); 
iii. acceptance of the terms and conditions of the Bid document and a 

potentially resulting contract; and 
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iv. submission of all supporting documents required by the Bid 
document to determine technical responsiveness. 

d) Evaluation of Bids shall be in accordance with the procedures 
stipulated in the Bid document. Bids shall be checked for 
responsiveness to the contractual, technical, and financial 
requirements of the document.  

e) For any Bid process where evaluation is not solely based on price 
(High Score), the department shall establish an evaluation committee, 
who shall follow a logical, systematic evaluation procedure to 
determine Best Value. 

f) At the City’s sole discretion, the evaluation committee may invite third 
parties (e.g., subject matter experts) to assist in evaluating Bids. When 
third parties participate in the evaluation, or in the Bid document 
preparation, Supply Chain and/or departments shall ensure that a non-
disclosure agreement and a Conflict of Interest agreement are signed 
by the third parties before such involvement. 

g) Bids that fail to meet a mandatory requirement or any other mandatory 
evaluation criteria (technical, financial, or other) shall be declared non-
responsive. The reasons for declaring a Bid non-responsive shall be 
clearly documented in the Procurement file. 

h) Bids shall be evaluated in accordance with the evaluation criteria 
established in the Bid document.  

i) Pricing information shall not be viewed and/or evaluated until all other 
portions of the evaluation have taken place.   

j) Whenever possible, the same evaluation team members shall evaluate 
all proposals.  

k) Documents pertaining to the evaluation of Bids shall be retained. 
Evaluators shall provide the original or a copy of all evaluation notes 
and communications to Supply Chain for the Procurement file. 
Evaluators’ working notes or worksheets shall not be destroyed, even 
when the information contained is recorded in other evaluation 
documents. 

 
3.14  Award of Contract or Standing Offer 

 
a) Contract award shall be done on the basis of the criteria set forth in the 

Bid document and as directed below. 
b) Multi-year contracts may be permitted when the stability of the longer 

time frame supports Best Value for the City. However, multi-year 

95



  

                                            23 
 

contracts shall not be established through ongoing amendments and 
extensions of standard term contracts, unless the extensions had been 
planned and included as part of a competitive process. 

c) Supply Chain may conduct appropriate due diligence on prospective 
Contractors, including, but not limited to:  

i. conducting credit and/or background checks;  
ii. checking business references; and/or  
iii. identifying shareholders, directors, and officers of the company. 

d) Supply Chain shall consult the Office of the City Solicitor when 
considering any changes in a standard agreement. 

e) Supply Chain shall consult the Office of the City Solicitor when 
disqualifying a low bidder/proponent. 

f) Awards may take place at any time after Bid closing and completion of 
the evaluation and should take place within the irrevocability period, if 
applicable, stated on the Bid document.  

g) Supply Chain (or in cases below Procurement thresholds, the 
responsible department) shall notify the successful Contractor. 

 
3.15  Supplier Debriefing 
 

a) If requested by bidders, Supply Chain shall offer debriefing information 
within legislated requirements. The debriefing shall comply with the 
process detailed below.   

b) Debriefing information shall not compare a Supplier’s Bid to other Bids, 
shall not provide any information on other Bids, and shall not be 
treated as a complaint process. 

c) Debriefings may be done by letter, in person, or via teleconference. 
d) At a minimum, one member of the evaluation committee who is 

knowledgeable in all aspects of the Bid document and the Bid 
evaluation, along with assistance from Supply Chain and the 
department, shall develop the debriefing document and attend the 
debriefing. If the debriefing is in-person or via teleconference, it is 
recommended that at least two members of the evaluation committee 
attend. A representative from Supply Chain shall also attend. 

e) A record of the debriefing shall be placed in the Procurement file. 
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3.16  Contract Management  
 

a) Contract management is an essential element of the Procurement 
process that protects the interests of the City while ensuring that 
suppliers are being treated fairly. Contract management can be divided 
into four distinct phases: 
i. Pre-contractual (planning) 
ii. Contracting (bidding and awarding of contract) 
iii. Contract administration (after the contract is awarded) 
iv. Post-contractual (close out, warranty and audit) 

b) Supply Chain shall be involved during the pre-contractual (planning) 
phase of the contract management process as detailed below. 

c) Supply Chain shall have the authority to approve and sign 
Procurement documents on behalf of departments.  

d) Supply Chain shall have primary responsibility for the contracting 
phase (bidding and awarding of contract), with Supply Chain and 
departments sharing responsibilities for some elements, as detailed 
below.  

e) Contract management details shall be developed at the same time as 
the formulation of the Bid requirements. These details shall be included 
in the Bid document, to allow bidders to determine what is required of 
them, to plan the activities needed, and to reflect the price in their Bids.  

f) Supply Chain shall develop and maintain up-to-date documentation on 
every aspect of the contract, both to provide a record of actions taken 
and to protect the City interests under the contract. The files shall 
include, where applicable, but not be limited to, the following: 
i. requisition; 
ii. purchase order; 
iii. blank Bid document; 
iv. all completed Bid submissions; 
v. Bid opening attendees list; 
vi. Bid evaluation plan and resulting evaluation documents; 
vii. documentation of professional and specialist advice; 
viii. correspondence with departments; 
ix. contract documents (Contract/Insurance/OHS/WHSCC/COR/ 

Sureties/etc. if applicable); 
x. contract conditions; 
xi. contract addendums; 
xii. other correspondence (written and email); 
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xiii. records of phone discussions; and/or 
xiv. records of decisions (Council Directives/Legal/etc.) 

g) Approved contract templates and forms shall be used whenever 
possible. These are available from Supply Chain.  No changes to 
templates shall be made without written consent of the Manager of 
Supply Chain and/or the Office of the City Solicitor. 

h) Supply Chain shall maintain a centralized database of contracts. 
 
3.16.1 Contract Approval and Signing Authorities 

a) The financial limits of signing authorities delegated to particular 
individuals or positions shall be as directed by the DCM, Finance and 
Administration as detailed below.  

b) The following Signing Authority Schedule shall define Procurement 
thresholds for Employees who have responsibility for the Procurement 
of Commodities: 
i. Forepersons:  $1,000 or less 
ii. Supervisors: $5,000 or less  
iii. Managers: $10,000 or less 
iv. Directors: $20,000 or less 
v. DCMs:  $60,000 or less 
vi. City Manager: $100,000 or less 
vii. Council:  Above $100,000 

c) Department Heads shall be responsible for recommending individual 

signing authority changes if they differ from the Signing Authority 

Schedule noted in (a). Any changes shall be approved at the discretion 

of the DCM, Finance and Administration. 

d) Supply Chain’s authority to approve and sign Procurement documents 
on behalf of departments shall be for the execution of documents and 
shall not be a financial/dollar approval. This shall include:  
i. addenda; 
ii. extension agreements; and/or 
iii. award letters. 

e) Further, these delegations shall only be used: 
i. to attain the objectives of departments when providing common 

Supply Chain functions; 
ii. commensurate with the level of responsibility assigned to the 

position; 
iii. when required to undertake the duties of that position and achieve 

the objectives of this policy. 
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3.16.2 Contract Termination/Renewal 

a) Supply Chain shall be responsible for the termination or renewal of all 
contracts at or above the thresholds detailed in Section 3.6.1((b). 

b) When terminating a contract Supply Chain shall ensure that all of the 
necessary conditions are met, including: 

i. verifying that the product or work has been completed satisfactorily; 
ii. ensuring that the Supplier has been notified; and 
iii. ensuring that Procurement files are properly documented. 

c) When renewing a contract, Supply Chain shall ensure that all of the 
necessary conditions are met, including: 

i. verifying that the original contract has a renewal clause and that any 
associated conditions are satisfied; 

ii. verifying that the department is satisfied with the Commodity supplied 
and wishes to renew the contract; 

iii. ensuring that the Supplier has been notified; and 
iv. ensuring that Procurement files are properly documented.  

 
3.17  Disposal of Assets 
 

a) All materials, equipment (with the exception of Fleet equipment) and 
supplies identified by Departments as being of no further use shall be 
reported to the Manager, Supply Chain, who shall dispose of the 
assets as detailed below. 

b) If items identified by departments as of no further use cannot be 
utilized by other City departments, as determined by the Manager, 
Supply Chain, they shall be disposed of by one of the following 
methods: 

i. public auction; 
ii. Open Call for Bids; 
iii. trade-in; or 
iv. negotiation. 

c) Employees may only purchase surplus City-owned assets via public 
auction or an Open Call for Bids. 

 
 

4. Application 
 
The policy and procedures apply to all departments for all Procurement 
activities requiring an Open Call for Bids. For all other Procurement activities, 
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the policy and procedures apply to all City departments with the exception of 
the St. John’s Transportation Commission (Metrobus). 
 
 
5. Responsibilities 
 
5.1  The DCM, Finance and Administration is responsible for: 
 

a) the overall implementation the policy and procedures; 
b) ensuring management oversight processes and controls exist to 

ensure Procurement complies with the requirements of the Framework. 
c) reviewing and approving (at their discretion) exemptions to the Open 

Call for Bids process.  
 
5.2 The Manager, Supply Chain is responsible for: 
 

a) ensuring that the City’s requirements for Commodities are met through 
an open, fair, and transparent process that maximizes competition and 
value for money; 

b) consistently applying strategic Procurement practices;  
c) supporting departments with their Procurement requirements, as 

required; and 
d) monitoring compliance with the policy and procedures. 

 
5.3 Department Heads are responsible for: 
 

a) all Procurement activity of their departments; and 
b) ensuring their Employees comply with the policy and procedures. 

 
5.4 Managers with Procurement responsibility are responsible for:  

 
a) identifying, defining, and estimating the cost of their Procurement 

needs; 
b) ensuring standing offers are used, if applicable;  
c) ensuring Commodities are obtained from Central Stores, if applicable; 
d) involving Supply Chain in the Procurement process, where applicable; 
e) ensuring appropriate approvals are obtained prior to proceeding with 

Procurement. 
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5.5  Employees are responsible for:  
 

a) complying with the policy and procedures; and 
b) ensuring that any Procurement processes they are involved with are 

fair, open, and transparent.  
 
 
6. References 
 

• Government of Newfoundland and Labrador Public Procurement 
Framework (Act/Regulations/Policy)  

• Canadian Free Trade Agreement 

• Canada-European Union Comprehensive Economic and Trade 
Agreement (CETA) 

• Access to Information and Protection of Privacy Act, 2015 

• Code of Ethics Bylaw  

• Conflict of Interest Bylaw 

• 04-06-01 Procurement Policy  

• 11-01-02 Environmentally Responsible Procurement Policy 

• Contract Award Without Open Call Form 

• Limited Call Template 
 
 

7. Approval 
 

• Policy Sponsor:   DCM, Finance and Administration 

• Procedure Sponsor:  Manager, Supply Chain 

• Procedure Writer:   Policy Analyst / Manager, Supply Chain 

• Date of Approval from:  
o Corporate Policy Committee: October 23, 2019 
o Senior Executive Committee:   
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8. Monitoring and Contravention 
 
The Supply Chain Division shall monitor the application of the policy and 
procedures. 
 
Any contravention of the policy or procedures shall be reported to the 
Department of Finance and Administration, Department of Human 
Resources, the Office of the City Solicitor, and/or the City Manager for 
further investigation and appropriate action, which may include, but is not 
limited to legal action and/or discipline, up to and including dismissal. 
 
 
9. Review Date 
 
Policy Initial Review: three years 
Procedures Initial Review: one year, then with the policy after third year.  
Subsequent Reviews (both): five years 
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City of St. John’s  PO Box 908  St. John’s, NL  Canada  A1C 5M2  www.stjohns.ca 

 
 
Title:    Sponsorship Policy  
 
Date Prepared:  December 3, 2019  
 
Report To: Committee of the Whole  
 
Councillor and Role: Councillor Dave Lane - Finance and Administration 
 
Ward: N/A 
  

 
Decision/Direction Required: Approval of a Sponsorship Policy and rescission of a current 
related policy. 
 
Discussion – Background and Current Status:  
 
The City receives many requests from organizations for financial or in-kind support and has 
also received support from organizations to sponsor City events (e.g., Festival of Music and 
Lights). To date, the City has had an ad-hoc and decentralized approach, with some requests 
addressed under existing funding programs, existing Council direction (in the case of declining 
fundraising requests), or on a case-by-case basis (e.g., 2017 Tim Hortons Brier).  
 
Sponsorship involves a contractual arrangement between two parties where one party 
contributes cash and/or in-kind goods or services to the other party in return for commercial 
marketing potential (e.g., advertising, naming rights, etc.). The proposed Sponsorship Policy 
will apply to both the City receiving sponsorship money or in-kind goods/services from external 
organizations and the City providing sponsorship money or in-kind goods/services to external 
organizations.  
 
The policy will provide a framework that establishes sponsorship eligibility criteria, creates a 
consistent sponsorship assessment process, and provides City-wide oversight to sponsorship 
activities. It will be managed by a Sponsorship Committee co-chaired by the Deputy City 
Manager (DCM), Community Services and the City Clerk.  
 
For sponsorship of City assets, there is an initial list attached (Annex A) for Council’s 
consideration. The City plans to engage a consultant to update the asset inventory, as well as 
assess their potential sponsorship value. Following this, a revised list will be provided to 
Council for approval.  
 
The new policy clearly notes that the City will not provide sponsorship or donations to 
organizations or individuals, with the exception of potential sponsorship for events within the 
City of St. John’s with budgets greater than $100,000 (e.g., 2017 Tim Hortons Brier). Both 
private and not-for-profit organizations hosting events at these budget levels will be eligible for 

DECISION/DIRECTION NOTE 
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the City’s consideration under the policy. Other organizations and individuals may still be 
eligible for support from the City via other existing policies/grant programs (see links to 
relevant documents below); however, many individual and organizational requests for support 
will be ineligible under the new policy.  
 
There is currently an outdated related policy (05-01-14 Promotion of Charitable Causes and 
Commercial Products/Services on City Property) that will be repealed if the Sponsorship Policy 
is approved.  
 
Key Considerations/Implications: 
 

1. Budget/Financial Implications:  

• Sponsorship of City Assets will provide new non-tax revenue to the City.  

• Funding for the external consultant will be determined. 
 

2. Partners or Other Stakeholders:  

• The policy will affect organizations who wish to sponsor City assets.  

• It will also impact individuals and organizations seeking sponsorship or donations 
from the City. 

• For those who are not eligible under the Sponsorship Policy, other existing 
policies/grant programs may provide more appropriate avenues for funding. 

 
3. Alignment with Strategic Directions/Adopted Plans: This policy aligns with the 

“Sustainable City” strategic direction and is included as an initiative in the related goal 
(Goal S1 – Be financially responsible and accountable).  
 

4. Legal or Policy Implications: The Office of the City Solicitor has reviewed and approved 
the policy. 
 

5. Privacy Implications: City staff will ensure that any personal information is managed in 
accordance with the Privacy Management Policy.  

 
6. Engagement and Communications Considerations: The Sponsorship Committee co-

chairs (or their designate) will communicate the new policy processes to staff, including 
those who have been involved in previous sponsorships. 
 

7. Human Resource Implications: Not Applicable.   
 

8. Procurement Implications: Any type of sponsorship opportunity where discounted goods 
and/or services are provided will consider and comply with the Public Procurement Act, 
Regulations, and Policy. 
 

9. Information Technology Implications: Not Applicable. 
 

10. Other Implications: Not Applicable. 
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Recommendation: It is recommended that the Council approve the Sponsorship Policy and 
rescind the current related policy (05-01-14 Promotion of Charitable Causes and Commercial 
Products/Services on City Property). 
 
Prepared by/Date:  Trina Caines, Policy Analyst / December 3, 2019 
Reviewed by/Date: Jennifer Langmead, Supervisor, Tourism and Events / December 3,  
   2019 
Approved by/Date: Tanya Haywood, DCM, Community Services 

Elaine Henley, City Clerk, CPC Co-Chair; Roshni Antony, Manager - HR 
Advisory Services, CPC Co-Chair / December 3, 2019 

 
Attachments: 

• Annex A - Initial List of City Assets Proposed for Sponsorship Eligibility 

• 09-17-01 Sponsorship Policy 

• 09-17-01-01 Sponsorship Procedures (for information only) 
 
Other City policies/grant programs providing funding to individuals and organizations: 

o 04-04-01 Policy on Requests for Grants and Subsidies 
o 04-04-09 Policy on Grants to Artists and Arts Organizations 
o 04-09-03 Financial Support for Meeting and Conventions 
o 09-05-01 Support of the Arts Community 
o Heritage Grants 
o Housing Catalyst Fund 
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Annex A - Initial List of City Assets Proposed for Sponsorship Eligibility 
 
1. Naming Rights  

1. Ball Diamonds  
2. City-wide Initiatives  
3. Community Centres (full complex and/or individual areas/rooms) 
4. Dog Parks 
5. Outdoor Pools 
6. Skateboard Parks  
7. Soccer Fields  
8. Special Events  
9. Splash Pads 
10. Tennis Courts  

 
2. Sponsorship 
 
2.1 Special Events 

1. Canada Day 
2. ChillFest 
3. Festival of Music and Lights 
4. Music @ Series 
5. National Child Week  
6. New Year’s Eve 
7. Party in the Park  
8. Pumpkin Walk 
9. St. John's Days 
10. Youth Week  

 
2.2 City-wide Initiatives 

1. Fire Safety Education 
2. Neighbourhood Watch 
3. Pet Licensing 
4. Waste/Recycling 
5. Leaf Collection 
6. Neighbourhood Clean Up 

 
2.3 Other Facilities and/or Equipment 
 

1. Website (or part thereof) 
2. City Guide 
3. LCD Screens  
4. Park Benches  
5. Bicycle Racks  
6. Facility/Park Sign 
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DRAFT – For Discussion Only 
Revised in accordance with recommendations at the 
December 11, 2019 Committee of the Whole Meeting 
 

City of St. John’s Corporate and Operational Policy Manual 
 

Policy Title: Sponsorship 
Policy 

Policy #: 09-17-01 (not yet assigned) 
 

Last Revision Date: N/A 
Policy Section: Community Services> 
Sponsorship 

Policy Sponsor: Deputy City Manager, Community Services 

 
 
1. Policy Statement 
 
The purpose of this policy is to create a Sponsorship framework that allows 
the City of St. John’s to: 

a) maintain and/or enhance City programs, events, or services with 
revenue received from sponsorship, without additional cost to 
taxpayers;  

b) provide clear direction to Employees who have Sponsorship 
responsibilities;  

c) assess opportunities for requests for the City to enter into Sponsorship 
agreements;  

d) ensure fairness, transparency, and accountability; and 
e) ensure that activities and agreements covered by the policy do not 

negatively affect the City’s image, nor are contrary to its interests. 
 
 
2. Definitions 
 
“City Asset” means an item, object, thing, or real estate property owned by 
the City and includes, but is not limited to, City-owned buildings, parks and 
open spaces, vehicles, equipment, structures, or part thereof, events, 
services, programs, activities, and intellectual property. 
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“Committee Administrator” means the Employee appointed by the 
Sponsorship co-chairs with administrative and/or coordination 
responsibilities for the Sponsorship Committee. 
 
“Donation” means a cash or In-kind contribution (goods or services) for 
which no reciprocal commercial benefits are given or expected. May also be 
referred to as a ‘gift’. 
 
“Employee” means any person employed by the City of St. John’s as a 
permanent, term, part-time, casual, contract, seasonal, temporary, or student 
worker. 
 
“In-kind” means a Sponsorship received in the form of goods and/or 
services, rather than cash. 
 
“Naming Rights” means a type of Sponsorship in which a sponsor receives 
the exclusive right to name (or rename) a City Asset under specific terms 
outlined in an agreement.  
 
“Request for Sponsorship Proposal” means an open process where 
parties may express their interest in participating in Sponsorship 
opportunities. 
 
“Sponsorship” means a contractual arrangement between the City and a 
sponsor where one party contributes cash and/or In-kind goods or services 
to the other party in return for commercial marketing potential. 
 
“Sponsorship Committee” means an Employee committee to oversee 
policy implementation, co-chaired by the Deputy City Manager, Community 
Services and City Clerk, who may appoint members of the Committee and 
designates to act on the co-chairs’ behalf. 
 
 

3.  Policy Requirements  
 

3.1  General Principles 
 

The City may seek Sponsorship opportunities with external parties that align 
with the City’s vision and values. 
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Any Sponsorship:  

a) shall be compatible with the nature of the sponsored program, event, 
or City Asset and compatible with the target audience, both as 
determined by the City in its sole discretion; 

b) shall take into consideration City staffing and financial capacity 
implications, including any potential long-term impacts;  

c) shall not compromise the City’s ability to carry out its functions fully 
and impartially; 

d) shall not cause an Employee or Member of Council to receive any 
benefit, product, service, or money for personal gain or use; 

e) shall not relinquish to any sponsor the City’s right to manage and 
control a City Asset, unless authorized by the City; 

f) shall not detract from the character, integrity, aesthetic quality, or 
safety of a City Asset, or interfere with its enjoyment or use; 

g) shall not interfere with the terms and conditions of existing City 
Sponsorship agreements; and 

h) shall comply with the Canadian Code of Advertising Standards, 
where applicable, as determined by the City. 

 
3.2  Eligibility and Restrictions 
 
The City shall not enter into any type of Sponsorship agreement with 
external parties: 

a) that discriminate based on any prohibited grounds as defined by the 
Human Rights Act, 2010; 

b) that advertise tobacco/cannabis products or promote tobacco/ 
cannabis use; 

c) that advertise or promote the use of illegal substances or weapons; 
d) that promote religious or political messaging; 
e) with whom the City is in litigation, which in the opinion of the City, 

would materially affect entering into an agreement; 
f) that, in the City’s sole opinion, does not align with the City’s vision 

and/or values as expressed in its Strategic Plan and/or would reflect 
negatively on the City. 
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3.2.1 City Discretion 
The City reserves the right to: 

a) reject any unsolicited Sponsorships that have been offered to the City 
and to reject any Sponsorships that may have been solicited by the 
City; 

b) terminate an existing Sponsorship agreement should conditions arise 
that make it no longer in the interest of the City to continue the 
agreement; and/or 

c) refuse any proposal, including, but not limited to, those submitted by 
third parties whose activities, products, and/or services are perceived, 
at the sole discretion of the City, to be incompatible with the City’s 
goals, values, or strategic plan. 

 
3.3  Sponsorship Administration 
 

a) The Deputy City Manager (DCM), Community Services (or designate) 
and City Clerk (or designate) shall serve as co-chairs of the 
Sponsorship Committee (“the Committee”). 

b) A Member of Council may be a member of the Committee. 
c) The co-chairs may appoint Employees as members of the Committee, 

including a Committee Administrator.  
d) Employees shall not participate in the solicitation, negotiation, and/or 

administration of individual Sponsorships unless authorized by the 
Committee. 

 
3.3.1 Request for Sponsorship Proposals Process  

a) A Request for Sponsorship Proposals process shall be used when the 
City solicits Sponsorship involving a value greater than $10,000 for the 
term of the agreement.  

b) Potential sponsors shall bear all costs associated with the preparation 
and submission of any Sponsorship proposal, and the City shall, in no 
case, be responsible or liable for those costs. 

c) All proposals received become the property of the City. 
d) For unsolicited Sponsorship offers received from third parties, a 

Request for Sponsorship Proposals shall not be mandatory.  
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3.3.2 Sponsorship Evaluation and Exclusions 
a) The City may consider providing funding or in-kind contributions to 

organizations for events within the City of St. John’s that have budgets 
greater than $100,000, as detailed in the Sponsorship Procedures.  

b) The City shall not provide to an individual, organization, project, and/or 
event any Donations or Sponsorship (including in-kind contributions), 
other than in accordance with Section 3.3.2(a). 

c) Sponsorship proposals shall be evaluated by the Sponsorship 
Committee in accordance with the criteria detailed in the Sponsorship 
Procedures.  

d) Any sponsorships considered in (a) above shall: 
i. be from an organization that is a registered not-for-profit corporation 

or for-profit entity in good standing with the Provincial Registry of 
Companies or federally registered under the Corporations Act; 

ii. provide an element of the event open to the general public;  
iii. exclude conferences, conventions, and/or trade/consumer shows; 

and  
iv. have funding support from other levels of government and/or private 

funding sources. 
e) In addition to the exclusions listed in Section 3.2, and with the 

exception of potential sponsorship noted in (a) above, the City shall not 
enter into Sponsorship agreements where an individual, organization, 
project, and/or event is seeking Sponsorship or Donations (including 
in-kind contributions) from the City. 

 

3.4 Agreements  
 

All Sponsorship agreements: 
a) that are over $100,000 shall require final approval from Council; 
b) shall be in writing and shall be executed as required by the City;  
c) shall have a fixed term; and 
d) shall not result in any competitive advantage, benefit, or preferential 

treatment for the external party outside of the agreement. 
 

The determination of the value of any agreement shall be the aggregate of 
all monies and value of goods and/or services that might be given over the 
term of the agreement. 
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4. Application 
 

This policy applies to the following, unless specifically excluded in Section 
4.1: 

a) all relationships that involve Sponsorship rights between the City 
(including any designated third parties acting on the City’s behalf) and 
external parties; 

b) all Employees and/or agents involved in or responsible for 
Sponsorship; and 

c) City Assets when designated by Council as being included in the 
policy. 

 
4.1 Exclusions  
 

The policy does not apply to: 
a) City assets that are excluded by a contract or agreement with a Third 

Party; 
b) advertising that is not part of a Sponsorship Agreement; 
c) philanthropic contributions, gifts, or Donations to the City; 
d) any grants, subsidies, or contributions provided by the City under the 

authority of other City policies or programs; 
e) community engagement/support that aligns with the services of the St. 

John’s Regional Fire Department; 
f) any financial contributions (including, but not limited to, grants or 

program funding) received from other levels of government; 
g) street names; or 
h) Sponsorship agreements that pre-date this policy. 

 
 
5. Responsibilities 
 
5.1    City Council is responsible for:  
 

a) approving the identification of City Assets for Sponsorship 
opportunities; and 

b) approving any agreement that:  
i. relates to Naming Rights or renaming of a City building; 

and/or 
ii. is valued for an amount over $100,000. 
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5.2   The DCM, Community Services and City Clerk           
        (as the Sponsorship Committee co-chairs) are responsible for:  
 

a) managing the overall implementation of this policy;  
b) at their discretion, appointing designates to act on their behalf; and 
c) appointing members of the Sponsorship Committee.  

 
5.3   DCMs and City Manager are responsible for: 
 

a) ensuring that all City Assets (including programs, events, activities, 
etc.) in their departments are reviewed for their Sponsorship 
potential. 

b) supporting Sponsorship activities as required and ensuring that their 
Employees abide by the provisions of the policy. 

 
 
6. References 
 

• Canadian Code of Advertising Standards 

• 09-17-01-01 Sponsorship Procedures 
 
 
7. Approval 
 

• Policy Sponsor:    DCM, Community Services  

• Policy Writer:    Policy Analyst 

• Date of Approval from  
o Corporate Policy Committee:  May 8, 2019 
o Senior Executive Committee:  December 6, 2019 
o Committee of the Whole:  December 11, 2019 

• Date of Approval from Council:  
 
 
8. Monitoring and Contravention 
 
The Sponsorship Committee co-chairs and/or designate(s) shall monitor the 
application of this policy. 
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Any contravention of the policy may be brought to the attention of the 
appropriate DCM(s), the Sponsorship Committee and/or co-chairs, the 
Department of Human Resources, the Office of the City Solicitor, and/or the 
City Manager for further investigation and potential follow up disciplinary or 
legal action.  
 
 
9. Review Date 
 
Initial Review: three years, Subsequent Reviews: five years 
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DRAFT – For Discussion Only 
Revised in accordance with recommendations at the 
December 11, 2019 Committee of the Whole Meeting 

 
City of St. John’s Corporate and Operational Policy Manual 

 
Procedure Title: Sponsorship Procedures 

Authorizing Policy: Sponsorship Policy 

Procedure #: 09-17-01-01 (not yet assigned) 

Last Revision Date: N/A Procedure Sponsor: Deputy City Manager, 
Community Services  

 

 
 
 
1. Procedure Statement 
 
The purpose of the policy and procedures is to create a Sponsorship 
framework that allows the City of St. John’s to: 

a) maintain and/or enhance City programs, events, or services with 
revenue received from Sponsorship, without additional cost to 
taxpayers;  

b) provide clear direction to Employees who have Sponsorship 
responsibilities;  

c) assess opportunities for requests for the City to enter into Sponsorship 
agreements;  

d) ensure fairness, transparency, and accountability; and 
e) ensure that activities and agreements covered by the policy do not 

negatively affect the City’s image, nor are contrary to its interests. 
 
This document provides direction to Employees who have Sponsorship 
responsibilities, particularly related to the evaluation of proposals for 
Sponsorship and the development of Sponsorship agreements.  
 
 
  

Note: This document incorporates both the policy and the procedures. 
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2. Definitions 
 
“Authorized Employee” means an Employee that has been authorized to 
participate in the solicitation, negotiation, and/or administration of individual 
Sponsorships by the Sponsorship Committee. 
 
“City Asset” means an item, object, thing, or real estate property owned by 
the City and includes, but is not limited to, City-owned buildings, parks and 
open spaces, vehicles, equipment, structures, or part thereof, events, 
services, programs, activities, and intellectual property. 
 
“Committee Administrator” means the Employee appointed by the 
Sponsorship co-chairs with administrative and/or coordination 
responsibilities for the Sponsorship Committee. 
 
“Donation” means a cash or In-kind contribution (goods or services) for 
which no reciprocal commercial benefits are given or expected. May also be 
referred to as a ‘gift’. 
 
“Employee” means any person employed by the City of St. John’s as a 
permanent, term, part-time, casual, contract, seasonal, temporary, or student 
worker. 
 
“In-kind” means a Sponsorship received in the form of goods and/or 
services, rather than cash. 
 
“Naming Rights” means a type of Sponsorship in which a sponsor receives 
the exclusive right to name (or rename) a City Asset under specific terms 
outlined in an agreement.  
 
“Request for Sponsorship Proposal” means an open process where 
parties may express their interest in participating in Sponsorship 
opportunities. 
 
“Sponsorship” means a contractual arrangement between the City and a 
sponsor where one party contributes cash and/or In-kind goods or services 
to the other party in return for commercial marketing potential. 
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“Sponsorship Committee” means an Employee committee to oversee 
policy implementation, co-chaired by the Deputy City Manager, Community 
Services and City Clerk, who may appoint members of the Committee and 
designates to act on the co-chairs’ behalf. 
 
 
3.  Requirements  
 
3.1  General Principles 
 
The City may seek Sponsorship opportunities with external parties that align 
with the City’s vision and values. 
 
Any Sponsorship:  

a) shall be compatible with the nature of the sponsored program, event, 
or City Asset and compatible with the target audience, both as 
determined by the City in its sole discretion; 

b) shall take into consideration City staffing and financial capacity 
implications, including any potential long-term impacts;  

c) shall not compromise the City’s ability to carry out its functions fully 
and impartially; 

d) shall not cause an Employee or Member of Council to receive any 
benefit, product, service, or money for personal gain or use; 

e) shall not relinquish to any sponsor the City’s right to manage and 
control a City Asset, unless authorized by the City. 

f) shall not detract from the character, integrity, aesthetic quality, or 
safety of a City Asset, or interfere with its enjoyment or use; 

g) shall not interfere with the terms and conditions of existing City 
Sponsorship agreements; and 

h) shall comply with the Canadian Code of Advertising Standards, 
where applicable, as determined by the City. 

 
3.2  Eligibility and Restrictions 
 
The City shall not enter into any type of Sponsorship agreement with 
external parties: 

a) that discriminate based on any prohibited grounds as defined by the 
Human Rights Act, 2010; 

117

http://www.adstandards.com/en/standards/thecode.aspx


  

                                            4 
 

b) that advertise tobacco/cannabis products or promote tobacco/cannabis 
use; 

c) that advertise or promote the use of illegal substances or weapons; 
d) that promote religious or political messaging; 
e) with whom the City is in litigation, which in the opinion of the City, 

would materially affect entering into an agreement; 
f) that, in the City’s sole opinion, does not align with the City’s vision 

and/or values as expressed in its Strategic Plan and/or would reflect 
negatively on the City. 

 
3.2.1 City Discretion 
The City reserves the right to: 

a) reject any unsolicited Sponsorships that have been offered to the City 
and to reject any Sponsorships that may have been solicited by the 
City; 

b) terminate an existing Sponsorship agreement should conditions arise 
that make it no longer in the interest of the City to continue the 
agreement; and/or 

c) refuse any proposal, including, but not limited to, those submitted by 
third parties whose activities, products, and/or services are perceived, 
at the sole discretion of the City, to be incompatible with the City’s 
goals, values, or strategic plan. 

 
3.3  Sponsorship Administration 
 

a) The Deputy City Manager (DCM) of Community Services (or 
designate) and City Clerk (or designate) shall serve as co-chairs of the 
Sponsorship Committee. 

b) A Member of Council may be a member of the Committee. 
c) The co-chairs may appoint Employees as members of the Committee, 

including a Committee Administrator.  
d) Employees shall not participate in the solicitation, negotiation, and/or 

administration of individual Sponsorships unless authorized by the 
Committee. 

e) Authorized Employees shall notify the Committee Administrator of a 
potential Sponsorship opportunity as soon as they become aware of it 
and shall ensure they receive approval from the Committee before any 
negotiations occur.  
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f) For Sponsorship offers that exceed an Authorized Employee’s financial 
approval limits, as detailed below, the Committee Administrator shall 
refer the offers to the co-chairs and/or designate(s):  

i. Managers: $10,000 or less. 
ii. Directors: $20,000 or less. 
iii. DCMs: $60,000 or less. 
iv. City Manager: $100,000 or less. 

g) During the development of each Request for Sponsorship Proposals or 
review of unsolicited proposals, the Sponsorship Committee will 
determine the appropriate evaluation criteria for the specific 
Sponsorship opportunity.  

h) Proposals for City Sponsorship shall be evaluated by the Sponsorship 
Committee in accordance with the criteria detailed in Section 3.5.3. 

 
3.4  Request for Sponsorship Proposals Process  
 

a) A Request for Sponsorship Proposals process shall be used when the 
City solicits Sponsorship involving a value greater than $10,000 for the 
term of the agreement.  

b) Potential sponsors shall bear all costs associated with the preparation 
and submission of any Sponsorship proposal, and the City shall, in no 
case, be responsible or liable for those costs. 

c) All proposals received become the property of the City. 
d) For unsolicited Sponsorship offers received from third parties, a 

Request for Sponsorship Proposals shall not be mandatory.  
e) For Requests for Sponsorship Proposals that do not receive any 

responses, upon approval by the co-chairs, potential sponsors may be 
solicited by the City on an individual basis. The solicitation shall be in 
writing. The City shall not have any discussions with any external party 
related to Sponsorship without the approval of the co-chairs. 

 
3.5  City Sponsorship for Events 
 

a) The City may consider providing funding or in-kind contributions to 
organizations for events within the City of St. John’s that have budgets 
greater than $100,000, as detailed below.  

b) The City shall not provide to an individual, organization, project, and/or 
event any Donations or Sponsorship (including in-kind contributions), 
other than in accordance with Section 3.5(a). 

119



  

                                            6 
 

c) Any Sponsorships considered in (a) above shall: 
i. be from an organization that is a registered not-for-profit corporation 

or for-profit entity in good standing with the Provincial Registry of 
Companies or federally registered under the Corporations Act; 

ii. provide an element of the event open to the general public;  
iii. exclude conferences, conventions, and/or trade/consumer shows; 

and  
iv. have funding support from other levels of government and/or private 

funding sources. 
d) In addition to the exclusions listed in Section 3.2, and with the 

exception of potential Sponsorship noted in (a) above, the City shall 
not enter into Sponsorship agreements where an individual, 
organization, project, and/or event is seeking Sponsorship or 
Donations (including in-kind contributions) from the City. 

 
3.5.1 Event Budgets Between $100,000 and $500,000 
For events that have a minimum budget between $100,000 and $500,000, 
the City may consider providing Sponsorship for events that: 

a) have been in existence for at least one year; 
b) have completed an economic impact analysis model/tool (as approved 

by the Sponsorship Committee) as part of their Sponsorship proposal; 
and  

c) have included all required information in their Sponsorship proposal as 
directed by the Sponsorship Committee.  

 
3.5.2 Event Budgets Over $500,000 
For events that have a minimum budget of $500,000, the City may consider 
providing Sponsorship for events that: 

a) are regional, national, or international in scope; 
b) do not typically recur annually in the same location; 
c) are awarded to a host destination through a competitive bidding 

process, or have submitted an event Sponsorship proposal (including 
all required information as directed by the Sponsorship Committee) to 
the City by April 1 of the year preceding the event, or within the 
timeframe approved by the City; and 

d) have completed an economic impact analysis model/tool (as approved 
by the Sponsorship Committee) as part of their Sponsorship proposal; 
and  
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e) have included all required information in their Sponsorship proposal as 
directed by the Sponsorship Committee. 

 
Final approval shall be conditional upon the event receiving funding or 
having a commitment to receive funding from other levels of government 
and/or private funding sources. 
 
3.5.3 Evaluation Criteria for City Sponsorship of Organizational Events 
Evaluation criteria shall include: 

a) the type of event (i.e., regional/Atlantic, national, or international); 
b) degree of economic impact as detailed by a City-approved economic 

impact analysis model/tool; 
c) event media profile (e.g., web, radio, television, print, and/or social 

media); 
d) seasonal priority (e.g., off-season, shoulder season); 
e) other qualitative factors, including, but not limited to:  

i. leverage opportunities and capacity to deliver long-term benefits to 
the City; 

ii. organization’s capacity for administering the project and 
demonstrated ability to achieve timeframes and budgets outlined; 

iii. community support;  
iv. financial stewardship as demonstrated through financial statements 

and proposed event budget; and/or 
v. use of City facilities and/or City Assets. 

 
3.5.4 Review Process 

a) Upon receipt of a proposal for City Sponsorship, the Sponsorship co-
chairs or designate(s) shall distribute the proposal to all Sponsorship 
Committee members.   

b) Sponsorship Committee members shall review the proposals and shall 
develop a consensus-based scoring of the evaluation criteria.  

c) Based on this review, the Sponsorship Committee shall submit their 
recommendation for approval to the appropriate authority (e.g., DCM, 
City Manager, Council).  

 
3.6  Sponsorship Agreements 
 
All Sponsorship agreements: 

a) that are over $100,000 shall require final approval from Council; 
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b) shall be in writing and shall be executed as required by the City;  
c) shall have a fixed term; and 
d) shall not result in any competitive advantage, benefit, or preferential 

treatment for the external party outside of the agreement. 
 
The determination of the value of any agreement shall be the aggregate of 
all monies and value of goods and/or services that might be given over the 
term of the agreement. 
 
3.6.1 Required Agreement Information 
All Sponsorship agreements shall include: 

a) the details of the exchange of benefits, including both what the City will 
receive from the sponsor/external party, and what benefits are to be 
provided to the sponsor/external party; 

b) the obligations of both the sponsor/external party and the City; 
c) the term of the agreement; 
d) any payment amounts and schedule of payments; 
e) a cancellation provision, including conditions for cancellation and any 

remedies available to both parties upon cancellation; 
f) a statement acknowledging that the agreement may be subject to 

provisions of the Access to Information and Protection of Privacy Act, 
2015; 

g) a statement that all parties are aware of, and agree to comply with, the 
provisions of the Sponsorship Policy and any relevant associated 
procedures; and 

h) any other conditions that have to be met. 
 
A copy of the signed Sponsorship agreement shall be sent to the appropriate 
DCM for information. 
 
3.7  Agreement Amendments 
 

a) Authorized Employees shall notify the Committee Administrator of a 
potential agreement amendment as soon as they become aware of it 
and shall ensure they receive approval from the Sponsorship 
Committee before any negotiations occur. 

b) An Authorized Employee may negotiate amendments to Agreements 
and resulting additional payments provided that the total value of (i) the 
original Agreement, (ii) any previous amendments, and (iii) the value of 
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the additional proposed amendment, are within their respective 
financial authority as noted in Section 3.3(e). 

 
3.7.1 Authorization by Council Required 
Council authority to amend an agreement and the resulting additional 
payments shall be required where: 

a) the original award was approved by Council; 
b) the City Manager or DCM of Community Services deems it in the City’s 

best interest that Council approve the amendment of the agreement. 
 
3.7.2 Agreement Renewal Options 
Where an agreement contains an option for renewal, such option may be 
exercised, provided that the following apply: 

a) the sponsor/external party has complied with the agreement’s terms 
and conditions, in the sole opinion of the Sponsorship co-chairs and/or 
their designate(s); and 

b) the Sponsorship co-chairs and/or their designate(s) agree that the 
exercise of the option is in the best interest of the City. 

 
An Authorized Employee may negotiate an agreement renewal up to the 
value of their maximum negotiation authority noted in Section 3.3(e).  
 
 
4. Application 
 
The policy and procedures apply to the following, unless specifically 
excluded in Section 4.1: 

a) all relationships that involve Sponsorship rights between the City 
(including any designated third parties acting on the City’s behalf) and 
external parties; 

b) all Employees and/or agents involved in or responsible for 
Sponsorship; and 

c) City Assets designated by Council as being included in the policy; and 
d) all Sponsorship agreements. 
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4.1  Exclusions  
 
The policy and procedures do not apply to: 

a) City assets that are excluded by a contract or agreement with a Third 
Party; 

b) advertising that is not part of a Sponsorship agreement; 
c) philanthropic contributions, gifts, or Donations to the City; 
d) any grants, subsidies, or contributions provided by the City under the 

authority of other City policies or programs; 
e) community engagement/support that aligns with the services of the St. 

John's Regional Fire Department; 
f) any financial contributions (including, but not limited to, grants or 

program funding) received from other levels of government; 
g) street names; or 
h) Sponsorship agreements that pre-date this policy. 

 
 
5. Responsibilities 
 
5.1    City Council is responsible for:  
 

a) approving the identification of City Assets for Sponsorship 
opportunities;  

b) approving recommendations for City Sponsorship for organizational 
events with budgets greater than $100,000; and 

c) approving any agreement that:  
i. relates to Naming Rights or renaming of a City building; and/or 
ii. Is valued for an amount over $100,000. 

d) approving Sponsorship agreement amendments, where applicable. 
 
5.2   The DCM, Community Services and City Clerk           
        (as Sponsorship Committee co-chairs) are responsible for:  
 

a) managing the overall implementation of the policy and procedure;  
b) at their discretion, appointing designates to act on their behalf; and 
c) appointing members of the Sponsorship Committee.  
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5.3  Sponsorship Committee Members are responsible for: 
  

a) reviewing Sponsorship requests and providing recommendations for 
approval. 

 
5.4    DCMs and the City Manager are responsible for: 
 

a) ensuring that all City Assets (including programs, events, activities, 
etc.) in their departments are reviewed for their Sponsorship potential; 

b) supporting Sponsorship activities as required and ensuring that their 
Employees abide by the provisions of the policy and procedures; and 

c) reviewing and approving recommendations for Sponsorship within their 
approval authorities.  

 
 
6. References 
 

• Canadian Code of Advertising Standards 

• 09-17-01 - Sponsorship Policy  
 
 
7. Approval 
 

• Policy and Procedure Sponsor:   DCM, Community Services 

• Policy and Procedure Writer:   Policy Analyst 

• Procedure Date of Approval from  
o Corporate Policy Committee:  October 15, 2019 
o Senior Executive Committee:   December 6, 2019 

 
 
8. Monitoring and Contravention 
 

The Sponsorship Committee co-chairs or designate(s) shall monitor the 
application of the policy and procedures. 
 

Any contravention of the policy or procedures may be brought to the 
attention of the appropriate DCM(s), the Sponsorship Committee and/or co-
chairs, the Department of Human Resources, Office of the City Solicitor, 
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and/or the City Manager for further investigation and potential follow up 
disciplinary or legal action. 
 
 

9. Review Date 
 
Policy Initial Review: Three years 
Procedures Initial Review: One year, then with the policy after the third year.  
Subsequent Reviews (both): Five years 
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City of St. John’s  PO Box 908  St. John’s, NL  Canada  A1C 5M2  www.stjohns.ca 

 
 
Title:    Fraud Policy  
 
Date Prepared:  December 4, 2019  
 
Report To: Committee of the Whole  
 
Councillor and Role: Councillor Dave Lane - Finance and Administration 
 
Ward: N/A 
  

 
Decision/Direction Required: Approval of a Fraud Policy. 
 
Discussion – Background and Current Status:  
 
As a result of recommendations from the City Internal Auditor and City’s External Auditor, the 
City committed to developing a comprehensive Fraud Policy (2019), including an anonymous 
fraud hotline (2020). 
 
This policy incorporates best practices and provides consistent processes for reporting and 
investigating any suspected act of fraud. It will also ensure the confidentiality of individuals 
reporting fraud or involved in fraud investigations to the fullest extent possible and will allow 
anonymous reporting. In addition, the policy includes protections from reprisals for employees 
who report any suspected fraud in good faith.   
 
Employees who reasonably believe that fraud has occurred will have a duty to notify their 
manager, senior management, the Office of the City Auditor and/or the fraud hotline (once 
operational). Other individuals may report suspected acts of fraud via the fraud hotline or 
directly to the Office of the Internal Auditor. The hotline is expected to be operational in late 
2020.  
 
Key Considerations/Implications: 
 

1. Budget/Financial Implications: There are not expected to be any net financial changes 
as a result of the policy.  

 
2. Partners or Other Stakeholders: There may be certain circumstances where fraud 

investigations are referred to third parties and/or law enforcement.  
 

3. Alignment with Strategic Directions/Adopted Plans: This policy aligns with the 
“Sustainable City” strategic direction and is included as an initiative in the related goal 
(Goal S1 – Be financially responsible and accountable).  
 

DECISION/DIRECTION NOTE 
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Decision/Direction Note  Page 2 
Fraud Policy 

 

4. Legal or Policy Implications: Fraud investigations may be referred to law enforcement. 
The Office of the City Solicitor has reviewed and approved the policy.  
 

5. Privacy Implications: Any personal information will be managed in accordance with the 
City’s Privacy Management Policy.  

 
6. Engagement and Communications Considerations: The Office of the City Internal 

Auditor is working with the Marketing and Office Services Division regarding 
communications activities for staff and the general public.  
 

7. Human Resource Implications: The policy will be implemented with existing human 
resources.  
 

8. Procurement Implications: There may be potential procurement implications in the 
implementation of the hotline.   
 

9. Information Technology Implications: There may be potential IT implications in the 
implementation of the hotline.   
 

10. Other Implications: Not applicable. 
 
Recommendation: It is recommended that the Council approve the Fraud Policy. 
 
Prepared by/Date:  Trina Caines, Policy Analyst / December 4, 2019 
Reviewed by/Date: Derek Coffey, DCM, Finance and Administration / December 4, 2019 
Approved by/Date: Kevin Breen, City Manager; Elaine Henley, City Clerk, CPC Co-  
   Chair; Roshni Antony, Manager - HR Advisory Services, CPC   
   Co-Chair / December 4, 2019 
 
Attachments: 
Fraud Policy (draft) 
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DRAFT – For Discussion Only 
City of St. John’s Corporate and Operational Policy Manual 

 

Policy Title: Fraud Policy  Policy #: 01-01-09 (to be assigned) 

Last Revision Date: N/A Policy Section: Organization> 
Administration 

Policy Sponsor: City Manager 
 
 
1. Policy Statement 
 
The purpose of this Policy is to: 

(i) safeguard the assets, funds, and information of the City of St. 
John’s from fraudulent activity; 

(ii) ensure consistent processes are in place for the detection, 
reporting, and investigation of any act or suspected act of Fraud;  

(iii) support the City in preventing future Fraud; 
(iv) protect from Reprisal, to the fullest extent possible, Employees who 

in good faith report suspected Fraud; and  
(v) pursue every reasonable effort to recover any losses resulting from 

fraudulent activity. 
 
 
2. Definitions 
 
“Allegation” means any verbal or written allegation received by the Office of 
the City Internal Auditor related to suspected Fraud. 
 
“Complainant” means any person making an Allegation. 
 
“Contractor” means an individual or company hired to work on behalf of the 
City of St. John’s for a term of service and who is not considered to be an 
Employee.  
 
“Employee” means any person employed by the City of St. John’s as a 
permanent, term, part-time, casual, contract, seasonal, temporary, or student 
worker. 
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“External Investigator” means an independent, qualified, third party hired 
to investigate an Allegation. 
 
“Fraud” means an act by a person who, by deceit, falsehood, or other 
fraudulent means defrauds the City of any property, money, valuable 
security, or any service, including, but not limited to: 

a) falsification or improper alteration of records or documents; 
b) unauthorized and/or inappropriate use of City resources; 
c) any person who is in a conflict of interest and intentionally fails to 

declare; 
d) theft, misappropriation, or other fraudulent use of City funds or 

property; 
e) any type of collusion with vendors; 
f) intention to deceive by the suppression of truth or the suggestion of 

what is false;  
g) misrepresentation of information; and 
h) any similar or related activity. 

 
“Fraud Hotline” means the reporting system through which any person may 
anonymously report instances of Fraud by Employees or others.  
 
“Reprisal” means any measure taken or threatened against a person as a 
result of making or being suspected of making an Allegation or participating 
in or being suspected of participating in an investigation. 
 
“Respondent” means a person who is the subject of an Allegation. 
 
“Senior Management” means City Manager, City Clerk, City Solicitor, City 
Internal Auditor, all Deputy City Managers, and all Directors. 
 
 
3.  Policy Requirements  
 
3.1  Fraud Reporting  
 

a) Any Employee who reasonably believes that Fraud has occurred has a 
duty to notify their manager, Senior Management, the Office of the City 
Internal Auditor, and/or the Fraud Hotline. Employees who report 
suspected Fraud in good faith shall be protected from Reprisal.  
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b) Any other person who is aware that suspected Fraud may have 
occurred may make an Allegation via the Fraud Hotline or directly to 
the Office of the City Internal Auditor.  

c) Any person may report suspected Fraud anonymously.  
d) Any person suspected of fraudulent activity shall not be confronted 

prior to the commencement of any investigation, unless the Allegations 
received are considered to be urgent (e.g., threat of violence, physical 
harm, or business interruption). 
 

3.2  Confidentiality  
 

a) The identity of persons involved in an investigation, including the 
identity of a person alleging Fraud and the identity of a person alleged 
to have committed Fraud, shall be protected to the fullest extent 
possible.  

b) The Office of the City Internal Auditor, Members of Council, and/or 
Employees aware of or participating in a Fraud investigation shall treat 
all information received confidentially. Investigation information shall 
not be disclosed or discussed with anyone other than those who have 
a legitimate need to know and such disclosures shall be restricted to 
what must be disclosed to ensure a thorough, effective, and complete 
investigation or as otherwise required by law. 

 
3.3  Fraud Investigation 
 

a) All Allegations received shall be appropriately investigated if there are 
reasonable grounds to believe Fraud has occurred. 

b) Allegations shall not be investigated if the City Internal Auditor, using 
their discretion, is of the opinion that:  

i. the Allegation does not provide adequate particulars about the 
Fraud to properly conduct an investigation;  

ii. so much time has elapsed between the date when the subject 
matter of the Allegation arose and the date when the Allegation 
was made that investigating it would not serve a useful purpose; 
and/or 

iii. there is another valid reason for not investigating the disclosure. 
c) Where, in the opinion of the City Internal Auditor, the Allegation has no 

reasonable prospect of being substantiated, the City Internal Auditor 
may dismiss the Allegation. For formal, written Allegations by an 
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identified Complainant, the Complainant shall be provided with notice 
of the dismissal. 

d) On receipt of an Allegation of Fraud, the City Internal Auditor shall take 
immediate action to prevent the theft, alteration, or destruction of 
relevant evidence, including any records. The evidence shall be 
adequately secured by management Employees when requested by 
the City Internal Auditor. 

e) The City Internal Auditor shall advise the appropriate managers and/or 
departments of the investigation, including, but not limited to the 
Manager, Corporate Risk and Recovery. 

f) The City Internal Auditor shall coordinate the investigation with the 
Department of Human Resources and/or the Office of the City Solicitor 
where an Allegation involves an Employee. 

g) The City Internal Auditor may delegate responsibility for the 
investigation of suspected Fraud to appropriate departmental 
management depending on the nature and scope of the suspected 
Fraud.  For delegated investigations, departmental management shall 
periodically report on the status of any ongoing investigation of alleged 
wrongdoing to the City Internal Auditor and shall report the outcome of 
the investigation to the City Internal Auditor. 

h) If the Allegation is being made against the City Internal Auditor or a 
member of the City Internal Auditor’s office, the Allegation may be filed 
with the Director of Human Resources.  

i) The Respondent shall be provided an opportunity to respond to an 
Allegation as part of the investigation.  

j) The Office of the City Internal Auditor shall conduct investigations in 
accordance with best practices. 

k) The Office of the City Internal Auditor may make recommendations to 
the City Manager in order to minimize future Fraud risk. 

l) Decisions to prosecute or refer investigation results to the Royal 
Newfoundland Constabulary or other regulatory agencies for 
independent investigation shall be made via a consultative process 
among the City Internal Auditor, City Manager, City Solicitor, and the 
Director of Human Resources. 

 
3.4  Reprisal Protection 
 

a) No person shall take a Reprisal against an Employee because the 
Employee: 
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i. has sought information or advice about making a disclosure about 
Fraud; 

ii. has made a disclosure about Fraud in good faith; 
iii. has acted in compliance with the Fraud policy; 
iv. has initiated or co-operated in an investigation or other process 

related to a Fraud-related Allegation; 
v. has appeared as a witness, given evidence, or participated in any 

proceeding relating to a Fraud-related Allegation, or is required to 
do so; 

vi. has alleged or reported a Reprisal; or 
vii. is suspected of any of the above actions. 

b) Examples of Reprisal may include, but are not limited to: 
i. disciplinary measures; 
ii. demotion of the Employee; 
iii. suspension of the Employee; 
iv. termination of the Employee; 
v. intimidation or harassment of the Employee; 
vi. any punitive measure that adversely affects the employment or 

working conditions of the Employee; and/or 
vii. directing or counselling someone to commit a Reprisal. 

c) An Employee who believes that they are the subject of a Reprisal 
following an Allegation may notify the Office of the City Internal Auditor.  

d) Where a manager is informed or becomes aware of possible Reprisals 
against an Employee as a result of an Allegation under this policy, the 
manager shall inform the Office of the City Internal Auditor.  

e) The Office of the City Internal Auditor shall investigate any instances of 
Reprisal reported to them.  

f) The City shall protect and support Employees who report in good faith 
any suspected Fraud. The City Manager, in consultation with the 
Director of Human Resources and the City Solicitor, shall determine 
and take appropriate action to stop, reverse, or remedy a Reprisal 
against an Employee.  

 
3.5  Special Investigations 
 
For any Allegation made against a Member of Council or Senior 
Management regarding Fraud, breaching confidentiality, or committing a 
Reprisal, the City Internal Auditor, in consultation with the City Solicitor,  
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shall conduct the initial review. Where in their opinion, or their designate(s), 
the Allegation has no reasonable prospect of being substantiated, they may 
dismiss the Allegation and provide notice of the dismissal to the 
Complainant. Otherwise, they shall engage an External Investigator to 
investigate. 
 
3.6  Office of the City Internal Auditor’s Access to Information 
 
Within the scope of an investigation, the Office of the City Internal Auditor 
shall have: 

a) free and unrestricted access to all City records, Employees, and 
premises whether owned or rented; and 

b) the authority to examine, copy, or remove all or any portion of the 
contents of electronic or hard copy files, desks, cabinets, and other 
City property without prior knowledge or consent of any person who 
might use or have custody of any such items. 

 
 
4. Application 
 
This policy applies to (i) all Members of Council; (ii) all City Employees and 
volunteers, and (iii) all Contractors, sub-contractors, agents, intermediaries, 
suppliers, agencies, and commissions over which Council has the authority 
to require City policies be followed.  
 
 
5. Responsibilities 
 
5.1  The Office of the City Internal Auditor is responsible for: 
 

a) implementing this policy; 
b) ensuring standard operating procedures are established for 

investigating, monitoring, and resolving all Allegations received; 
c) operating the Fraud Hotline; 
d) reviewing and investigating Allegations of Fraud, as well as any 

Allegations of related Reprisals; 
e) securing any evidence related to an Allegation; 
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f) upon conclusion of a Fraud investigation, providing recommendations 
to the City Manager to address any underlying causes and to correct 
any internal control deficiencies; 

g) referring Allegations that do not constitute Fraud to the appropriate 
authorities for appropriate action;  

h) monitoring and reviewing policy compliance; and 
i) reporting annually to the Audit Standing Committee information related 

to Fraud Allegations and investigations conducted during the year, as 
deemed appropriate.  
 

5.2  All Members of Council and all Employees are responsible for: 
 

a) complying with this policy;  
b) cooperating with the Office of the City Internal Auditor or designates; 

the City Manager or designates; other involved Divisions; and/or law 
enforcement or regulatory agencies during the course of an 
investigation; 

c) refraining from discussing matters related to Fraud with anyone other 
than their manager/Senior Management and/or persons assigned to 
investigate the matter; and 

d) completing any training related to this policy as directed by the Office 
of the City Internal Auditor. 

 
5.3  All managers who supervise staff are responsible for, in addition to 
 the duties in Section 5.2: 
 

a) reporting any suspected Fraud reported to them by their Employees to 
the Office of the City Internal Auditor; 

b) establishing and maintaining a system of internal controls to detect and 
prevent Fraud; 

c) securing any evidence related to an Allegation, as directed by the City 
Internal Auditor; 

d) being familiar with the types of Fraud that might occur within their area 
of responsibility and be alert for any indicators of such conduct;  

e) reviewing any recommendations made by the Office of the City Internal 
Auditor and ensuring risks are sufficiently mitigated;  

f) ensuring that Employees under their supervision are protected from 
Reprisals resulting from any aspect of the Fraud policy;  
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g) ensuring that Employees under their supervision complete all training 
related to this policy, as directed by the Office of the City Internal 
Auditor; 

h) supporting the Office of the City Internal Auditor, any other City 
divisions, and/or any law enforcement or regulatory agencies in the 
detection, disclosure, and investigation of Fraud. 
 

5.4  All Senior Management are responsible for, in addition to the duties 
in sections 5.2 and 5.3: 

 
a) ensuring this policy is communicated to all Employees in their 

respective departments/divisions. 
 
 
6. Approval 
 

• Policy Sponsor:   City Manager 
• Policy Writer:  Policy Analyst 
• Date of Approval from  

o Corporate Policy Committee:  October 31, 2019 
o Senior Executive Committee:  
o Committee of the Whole: 

• Date of Approval from Council:  
 
 
7. Monitoring and Contravention 
 
The Office of the City Internal Auditor shall monitor the application of this 
policy.  
 
Any contravention of this policy shall be reported to the Office of the City 
Internal Auditor, Department of Human Resources, the Office of the City 
Solicitor, and/or the City Manager for further investigation and appropriate 
action, which may include, but is not limited to legal action and discipline, up 
to and including dismissal. This includes, but is not limited to, any 
substantiated: 

a) Fraud; 
b) Reprisal; 
c) false and/or bad faith Allegations; 
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d) false and/or bad faith statements during an investigation; and/or  
e) breach of confidentiality related to the policy. 

 
 
8. Review Date 
 
Initial Review: 3 years, Subsequent Reviews: 5 years 
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City of St. John’s  PO Box 908  St. John’s, NL  Canada  A1C 5M2  www.stjohns.ca 

 
 
Title:    Respectful Workplace Policy  
 
Date Prepared:  December 4, 2019  
 
Report To: Committee of the Whole  
 
Councillor and Role: Councillor Dave Lane, Finance & Administration 
 
Ward: N/A 
  
 
Decision/Direction Required: Approval of a Respectful Workplace Policy. 
 
Discussion – Background and Current Status:  
 
Informed by the findings of the Quality of Work Life Survey, the Senior Executive Committee 
and Council directed the development of a Respectful Workplace Policy to confirm the City’s 
commitment to creating and maintaining a healthy, safe, inclusive, and respectful workplace.  
 
This policy incorporates best practices and provides guidance and expectations for respectful 
behavior. It discusses types of disrespectful behavior (including harassment, discrimination, 
sexual harassment, sexual solicitation, and violence) and responsibilities for supporting a 
respectful workplace.  
 
In addition to applying to internal stakeholders, the policy will also apply to situations where 
employees are threatened with and/or subjected to harassment, discrimination, or violence in 
the workplace from external individuals, such as members of the public and suppliers.   
 
Key Considerations/Implications: 
 

1. Budget/Financial Implications: There are not expected to be any net financial changes 
as a result of the policy.  

 
2. Partners or Other Stakeholders: Other internal departments such as Legal Department 

and Inclusion Services Division, Department of Community Services 
 

3. Alignment with Strategic Directions/Adopted Plans: This policy aligns with the "An 
Effective City" strategic direction and is included as an initiative in the related goal (E1 - 
Work with our employees to improve organizational performance through effective 
processes and policies).  
 

DECISION/DIRECTION NOTE
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Decision/Direction Note  Page 2 
Respectful Workplace Policy 
 

4. Legal or Policy Implications: The Office of the City Solicitor has reviewed and approved 
the policy.  References to the revised Occupational Health and Safety Regulations have 
been made as these changes will be effective on January 1, 2020.  
 

5. Privacy Implications: Any personal information will be managed in accordance with the 
City’s Privacy Management Policy.  

 
6. Engagement and Communications Considerations: The Division of Human Resources 

is working with the Marketing and Office Services Division regarding a communications 
plan. 
 

7. Human Resource Implications: Human Resources Division will conduct investigation 
and provide conflict coaching and mediation services unless an external resource is 
deemed more appropriate for a particular situation. No additional human resources are 
anticipated at this time. 
 

8. Procurement Implications: Not applicable. 
 

9. Information Technology Implications: No applicable. 
 

10. Other Implications: Not applicable. 
 
Recommendation: It is recommended that the Council approve the Respectful Workplace 
Policy 
 
Prepared by/Date:  Tammy Sheppard, HR Advisor / December 4, 2019 
Reviewed by/Date: Sarah Hayward, Director, Human Resources / December 4, 2019 
Approved by/Date: Kevin Breen, City Manager /December 4, 2019 
 
Attachments: 
Respectful Workplace Policy (draft) 
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DRAFT – For Discussion Only 
Revised in accordance with recommendations at the 
December 11, 2019 Committee of the Whole Meeting 
 

City of St. John’s Corporate and Operational Policy Manual 
 
Policy Title: Respectful Workplace 
Policy 

Policy #: 03-05-19 (To be assigned) 

Last Revision Date: N/A 
Policy Section: Human Resources > 
Employee Conduct 

Policy Sponsor: Director, Human Resources  

 
 
1. Policy Statement 
 
The purpose of this policy is to confirm the City’s commitment to creating and 
maintaining a healthy, safe, inclusive, and Respectful Workplace. “Be 
Respectful” and “Create a Positive Environment” are two of the City’s core 
values. The City recognizes its responsibility to build and maintain a 
Respectful Workplace where everyone has the right to be treated with dignity 
and respect, and Employees and Members can complete their duties without 
fear of Bullying, Discrimination, Harassment, or Violence. 
 
 
2. Definitions 
 
“Abuse of Authority” means an individual using the authority or power 
related to their position with the intention of negatively affecting an Employee 
or Member by potentially compromising an Employee’s or Member’s job 
performance, career, or wellbeing. 
 
“Affiliated Entity” means any organization, group, foundation, club, or 
corporation that is affiliated wholly or partially with the City, including but not 
limited to St. John’s Sports and Entertainment Limited, Newfoundland and 
Labrador Coastal Railway Museum, The V.P. Foundation Inc., or St. John’s 
Transportation Commission. 
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“Allegation” means any informal, verbal or written claim received by the 
appropriate investigative authority in any matter whatsoever. 
 
“Bullying” means a form of Harassment that involves the deliberate, 
persistent attempt to intimidate, demean, torment, control, isolate, or harm 
another person physically or mentally. 
 
“Complaint” means a signed written document alleging that a person has 
engaged in conduct that is contrary to the provisions of this policy. 
 
“Discrimination” shall have the same meaning as defined by Section 2(d) 
of the Human Rights Act, 2010, that is, “‘Discrimination’ includes the conduct 
described in subsections 11 (1) and (2) and 12 (1), section 13, subsections 
14 (1), (4) and (5) and 16 (1), sections 17 and 18, subsection 19 (1) and 
section 20 (of the Human Rights Act, 2010)”. 
 
“Disrespectful Behaviour” means any action, conduct, or comment that 
can reasonably be expected to cause humiliation, offense, or other physical 
or psychological injury, including, but not limited to, Harassment, 
Discrimination, Sexual Harassment, Sexual Solicitation, and Violence.  
 
“Employee” means any person employed by the City of St. John’s as a 
permanent, term, part-time, casual, contract, seasonal, temporary, or student 
worker.” 
 
“Family Violence” means one or more of the following acts or omissions 
committed against an Employee/Member or their family member by another 
family member:   
a) an assault that consists of the intentional application of force that causes 

the Employee/Member to fear for their safety but does not include an act 
committed in self-defence;     

b) an intentional, reckless or threatened act or omission that causes bodily 
harm or damage to property;  

c) an intentional, reckless or threatened act or omission that causes a 
reasonable fear of bodily harm or damage to property;  

d) forcible physical confinement without lawful authority;  
e) sexual assault, sexual exploitation or sexual molestation, or the threat of 

sexual assault, sexual exploitation or sexual molestation;     
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f) conduct that causes the Employee/Member to reasonably fear for their 
safety, including following, contacting, communicating with, observing or 
recording a person;  

g) conduct that causes psychological or emotional harm or a reasonable fear 
of that harm, including a pattern of behaviour the  purpose of which is to 
undermine the psychological or emotional well-being of the 
Employee/Member or their family member; 

h) conduct that controls, exploits, or limits the applicant’s access to financial 
resources for the purpose of ensuring the applicant’s financial 
dependency; and  

i) the deprivation of food, clothing, medical attention, shelter, transportation, 
or other necessaries of life.” 

 
“Harassment” shall have the same meaning as “workplace harassment” as 
defined by Section 22(2) of the Occupational Health and Safety Regulations, 
2012, under the Occupational Health and Safety Act, that is “inappropriate 
vexatious conduct or comment by a person to a worker that the person knew 
or ought to have known would cause the worker to be humiliated, offended 
or intimidated.” 
 
“Inclusion” means a process of ensuring that all people, regardless of 
differences, are welcome, belong, and are meaningfully engaged in the 
Workplace/community. 
 
“Member” means a member of Council as defined in Section 5 of the City of 
St. John’s Act. 
 
“Poisoned Work Environment” means inappropriate comments or conduct 
which may not be directed specifically at an individual, but which 
nonetheless create a degrading, offensive, or uncomfortable work 
environment.  
 
“Reprisal” means any measure taken or threatened against a person as a 
result of making or being suspected of making an Allegation or Complaint, or 
participating in or being suspected of participating in an investigation. 
 
“Respectful Workplace” means a Workplace that values diversity and 
Inclusion; safety; dignity of a person; courteous conduct; mutual respect; 
fairness and equality; and collaborative working relationships. 
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“Sexual Harassment” means Harassment that involves any unsolicited 
material, comments, gestures, or physical contact of a sexual nature that the 
individual knows or ought reasonably to know to be unwelcome, 
objectionable, or offensive. Sexual Harassment includes Sexual Solicitation 
and may involve favours or promises of favours with the threat of Reprisal for 
refusing. 
 

“Sexual Solicitation” shall have the same meaning as defined by Section 
18 of the Human Rights Act, 2010, that is, 
“(1) A person in a position of power shall not make a sexual advance to a 
Person upon whom then may confer benefit or advancement. 
 (2)  A person in a position of power shall not deny benefit or advancement 
to another for the rejection of a sexual advance.” 
 
“Union/Association” means CUPE Local 1289, CUPE Local 569, NAPE 
Local 7808, and/or IAFF Local 1075. 
 

“Vexatious” means being a source of irritation or annoyance. 
 

“Violence” shall have the same meaning as “violence” in Section 22(2) of 
the Occupational Health and Safety Regulations, 2012, under the 
Occupational Health and Safety Act, that is “the attempted or actual exercise 
of physical force to cause injury to a worker and includes threatening 
statements or behaviour which gives a worker reason to believe that he or 
she is at risk of injury.” 
 

“Volunteer” means any individual that provides service on a 
volunteer basis for the City or Affiliated Entity. 
 

“Workplace” means any location where a City Employee, Member, or 
person is carrying out occupational duties or is in receipt of City Services, 
including those locations and activities that are not on City premises.  This 
may include a social function; training and conferences; during travel; at 
restaurants, hotels, or meeting facilities being used for business purposes; 
and during telephone, email, or other communications, including use of 
social networking sites (e.g., Facebook, Twitter, LinkedIn). 
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3.  Policy Requirements  
 

The City is committed to working in collaboration with its Employees, 
Unions/Associations, Members, and Affiliated Entities to provide a 
Respectful Workplace by:  

a) promoting and maintaining a common understanding of the 
expectations and behaviours considered appropriate and inappropriate 
in the Workplace and in the delivery of or access to City services;  

b) taking action to prevent and address inappropriate behaviour in the 
Workplace; 

c) ensuring no disciplinary action is taken against a person for making an 
Allegation or Complaint in good faith; 

d) ensuring all Employees, Members, and persons are held accountable 
for violations of this policy to the extent possible; 

e) recognizing that conflicts or disagreements may occur and these 
issues can be resolved in a respectful manner that contributes to a 
healthy and productive Workplace; 

f) committing to responding in a timely manner to Allegations and 
Complaints made in relation to this Policy and to resolve issues 
diligently, openly, honestly, and with appropriate consideration for 
privacy and confidentiality; and 

g) ensuring programs, policies, systems, facilities, and services are 
designed and administered to foster the full Inclusion of diverse 
individuals and groups in accordance with the provisions of all 
applicable legislation.   

 

3.1 Respectful / Appropriate Workplace Behaviours   
 

Employees, Members, and persons are expected to conduct themselves in 
an appropriate manner and shall not engage in Disrespectful Behaviour in 
the Workplace. Appropriate behaviours support and create a Respectful 
Workplace and are consistent with meeting business objectives. Appropriate 
behaviours include, but are not limited to: 

a) being polite, courteous, fair, and respectful of others, and acting with 
integrity; 

b) engaging in open and respectful communication; 
c) respecting perspectives and opinions of others; and/or 
d) recognizing and valuing the diversity among City Employees, 

Members, and persons and fostering inclusiveness in the Workplace. 
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3.2 Inclusive, Barrier-Free Employment 
 

a) The City is committed to providing inclusive, barrier-free employment, 
which is free from Discrimination as prohibited under all applicable 
legislation.  

b) The City acknowledges its duty to accommodate persons or groups 
protected from Discrimination under the Human Rights Act, 2010. The 
goal of the City’s policy is to foster an inclusive community and 
Workplace. 

c) The City’s commitment extends to all aspects of employment and use 
of City facilities. This includes, for example, providing a safe and 
designated space for medical requirements (e.g., diabetics) and 
expectant or nursing parents (e.g., breastfeeding). 

  
3.3  Disrespectful Workplace Behaviours 
 
Disrespectful Behaviour will not be tolerated in the Workplace. Disrespectful 
Behaviour does not need to be intentional to be prohibited and may create a 
Poisoned Work Environment. The City shall determine, in its sole discretion, 
what is to be considered Disrespectful Behaviour. Disrespectful Behaviours 
may include, but are not limited to:  

a) all forms of Harassment, including verbal, physical, sexual, emotional, 
and psychological; 

b) name calling, ridicule, or derogatory gestures that are vindictive, 
demeaning, insulting, humiliating, or mocking in nature; 

c) frequent use of profanity or abusive language; 
d) deliberate and repeated mis-gendering by referring to a person using 

terms or pronouns that do not align with the person’s gender identity or 
affirmed gender;  

e) angry yelling/shouting or blow-ups;  
f) intimidating behaviours, such as, shaking fists, slamming doors, 

throwing objects, or targeting individual(s) in humiliating practical jokes; 
g) deliberately damaging or tampering with a person’s personal 

belongings or work equipment; 
h) deliberately excluding, socially isolating, or shunning a person; 
i) spreading malicious rumors or gossip, or cyber-bullying;  
j) displaying or posting offensive or intimidating messages (e.g., social 

media, text, email, posters);  
k) gaslighting; and/or 
l) Abuse of Authority. 
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3.3.1 Harassment 
Harassment will not be tolerated in the Workplace. A single comment or 
action is not Harassment unless it is repeated or serious enough to have a 
lasting harmful effect. Harassment does not require an intention to harm. 
 
3.3.2 Workplace Violence 
Violence will not be tolerated in the Workplace. Violence may include, but is 
not limited to: 

a) physically aggressive behaviours including hitting, shoving, pushing, 
kicking, throwing an object at someone, physically restraining 
someone, or any other form of physical or sexual assault; 

b) physically threatening behaviour such as shaking a fist at someone, 
finger pointing, destroying property, or wielding a weapon;  

c) intimidating behaviours such as slamming fists on a desk; 
d) making threatening comments over the phone, leaving threatening 

notes, or sending threatening emails; 
e) stalking behaviour, such as following or maintaining surveillance of 

another Employee or Member; 
f) direct threats that clearly indicate an intent to do harm (e.g., “I am 

going to make you pay for what you did to me”); 
g) conditional threats (e.g., “If you don’t get off my back, you will regret 

it.”); and/or 
h) veiled threats involving body language, verbal comments, or 

behaviours that leave the impression of intention to harm (e.g., “Do you 
think anyone would care if someone beat you up?”). 

 
3.3.3 Family Violence 
The City recognizes that Family Violence may impact Employees or 
Members in the Workplace. Section 23(2) of the Occupational Health and 
Safety Regulations, 2012 under the Occupational Health and Safety Act 
requires that if the City becomes aware or ought reasonably to be aware that 
Family Violence that would likely expose an Employee/Member to a physical 
injury may occur in the Workplace, the City shall take every precaution 
reasonable in the circumstances for protection of the Employee/Member. 
 
The City shall meet this legal responsibility in a manner that: 

a) is sensitive to, and supportive of, the needs of Employees/Members 
who are in Family Violence situations;  
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b) provides access to information regarding resources to support the 
physical safety, emotional health, and basic material and financial 
needs of Employees/Members; and 

c) is protective of the health and safety of all Employees/Members that 
may be placed at risk as a result of Family Violence situations 
impacting the Workplace while respectful of the privacy rights of the 
Employee/Member in a Family Violence situation. 

 

3.3.4  Discriminatory Harassment 
Discriminatory Harassment will not be tolerated in the Workplace. It involves 
inappropriate conduct or comments based on prohibited grounds in the 
Human Rights Act, 2010, which a reasonable person would consider to be 
humiliating, demeaning, or intimidating. Prohibited grounds include race, 
colour, nationality, ethnic origin, social origin, religious creed, religion, age, 
disability, disfigurement, sex, sexual orientation, gender identity, gender 
expression, marital status, family status, source of income, political opinion, 
or any other ground included in the Human Rights Act, 2010.    
 

Discriminatory Harassment may include, but is not limited to: 
a) offensive comments, jokes, or behaviour that belittle or ridicule a 

person’s membership in one of the protected grounds; 
b) imitating a person’s accent, speech, or mannerisms; 
c) persistent or inappropriate questions about whether a person is 

pregnant, has children, or plans to have children; and/or 
d) inappropriate comments or jokes about a person’s age, sexual 

orientation, personal appearance, or weight. 
 
3.3.5 Sexual Harassment  
Sexual Harassment will not be tolerated in the Workplace. It may include, but 
is not limited to: 

a) unwelcome remarks, jokes, innuendos, propositions, or taunting about 
a person’s body, attire, gender, sexual orientation, or practices;  

b) displaying or circulating offensive pictures or materials;  
c) Sexual Solicitation or an implied or expressed threat of Reprisal for 

refusal to comply with a sexually-oriented request;  
d) unwanted physical contact such as touching, patting, or pinching, with 

an underlying sexual connotation; 
e) leering (suggestive staring) at a person’s body; and/or  
f) sexual assault. 
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3.3.6 Abuse of Authority  
Abuse of Authority will not be tolerated in the Workplace. Abuse of Authority 
may be blatant or subtle and may include, but is not limited to: 

a) intimidation, threats, blackmail, and/or coercion, including silencing 
Employees/Members to cover up inappropriate behaviour; 

b) undermining or impeding someone’s efforts by deliberately withholding 
information that is required to do their job or setting unrealistic goals 
with impossible deadlines. 

 
3.4 Exceptions 
 
Disrespectful Behaviour excludes the following and/or similar legitimate 
actions:  

a) appropriate exercise and delegation of managerial authority, including 
legitimate performance reviews or matters within the normal 
disciplinary processes of the City; 

b) disagreements, misunderstandings, or normal Workplace conflict that 
may occur between individuals, or differences of opinion between co-
workers; 

c) friendly teasing or bantering that is mutually acceptable and not 
offensive to others; 

d) requesting medical documents in support of an absence from work; 
e) work-related change of location, co-workers, scheduling, and/or job 

assignment and duties; and/or 
f) implementing health and safety measures or inspecting Workplaces; 
g) the legitimate use of disciplinary actions and/or other managerial 

responsibility essential to achieving efficiency of daily organizational 
operations. 

 
 
4. Application 
 
4.1  Stakeholders  
 
The policy applies to the following stakeholders: 

a) Employees; 
b) contractors providing services for or to the City; 
c) suppliers providing materials to the City; 
d) students; 
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e) volunteers; 
f) Members; and 
g) all persons accessing City services or City-operated facilities. 

 
4.2 Disrespectful Actions by Non-Employees  
 
This policy also applies to situations where Employees/Members are 
threatened with and/or subjected to Harassment, Discrimination, or Violence 
in the Workplace from individuals who are not Employees/Members, such as 
members of the public and suppliers.   
 
 
5. Responsibilities 
 
5.1 All Employees/Members of the City are responsible for: 
 

a) ensuring their behaviour is respectful and appropriate at all times at the 
Workplace, including but not limited to, refraining from Violence, 
Discrimination, or any other form of Harassment in the Workplace; 

b) accepting responsibility for their own behaviours and their impact on 
others; 

c) attempting to resolve differences with other Employees/Members in a 
respectful manner; 

d) reporting situations, observations, or experiences of Violence, 
Discrimination, or any other form of Harassment that threaten or 
perceive to threaten a safe work environment; 

e) contacting their supervisor, manager, Human Resources, or other 
resource for assistance in resolving an issue when needed;  

f) immediately informing a manager/supervisor or the authorities (Royal 
Newfoundland Constabulary or Security) if there is an imminent threat 
or risk of Violence that could compromise a person’s safety; 

g) participating fully in any interventions under this policy and identifying 
any medical restrictions or limitations to such participation, if 
applicable; and 

h) cooperating with any investigator and maintaining confidentiality at all 
times during any Workplace investigation. 
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5.2 All managers who supervise Employees are responsible for, in 
 addition to the duties in Section 5.1: 
 

a) actively fostering respectful interactions in the Workplace by ensuring 
all Employees and volunteers under their supervision are aware of the 
policy, setting clear expectations, and modelling desired behaviour to 
support a respectful, safe, and inclusive Workplace; 

b) informing all Employees and volunteers under their supervision who 
may be exposed to the risk of Violence of the nature of the risk and the 
precautions that may be taken, including a duty to provide information 
related to the risk of Violence from persons who have a history of 
violent behaviour and whom Employees are likely to encounter in the 
Workplace subject to the provisions of Access to Information and 
Protection of Privacy Act, 2015 and other applicable laws; 

c) establishing procedures and work environment arrangements which 
support a respectful, inclusive, and accessible work environment and 
eliminate or minimize the risk of Violence, Discrimination, or any other 
form of Harassment, including acts or threats of Reprisal;  

d) participating in training relating to Harassment prevention and ensuring 
compliance with this Policy in their area of responsibility;  

e) taking all concerns raised under this policy seriously and addressing 
them in a prompt, confidential, and impartial manner and in compliance 
with the established procedures;  

f) immediately notifying Human Resources when becoming aware of 
Violence, Discrimination, or any other form of Harassment, regardless 
of whether the Employee involved wishes to pursue a formal 
Complaint; 

g) seeking assistance or advice as needed from Human Resources for 
constructive intervention when witnessing or becoming aware of 
conflict or disrespectful conduct in the Workplace; 

h) complying with the Code of Ethics By-Law (once enacted) and any 
relevant City complaints procedures; 

i) providing support to Employees experiencing or witnessing Family 
Violence in the Workplace and making them aware of resources 
(internal and external to the City) that are available to assist those 
affected by Family Violence (Note: a Resource list is an appendix to 
this policy). 

 

  

150



  

                                            12 
 

5.3 Human Resources is responsible for supporting a Respectful 
Workplace environment by:  

 
a) working with managers and supervisors to implement this policy; 
b) providing any necessary training, support, and guidance to Employees, 

Members, and managers regarding policy interpretation, proper 
Complaint handling, and how to deal with violations of this policy; 

c) assessing concerns about conflict and disrespectful conduct, and 
determining and managing the appropriate process to address those 
concerns; 

d) taking every reasonable precaution to protect an Employee/Member in 
cases where Human Resources becomes aware, or ought reasonably 
to be aware, of Family Violence that would likely expose an 
Employee/Member to physical or psychological harm in the Workplace;  

e) providing conflict management services such as facilitated discussions, 
mediation, and coaching, when possible; 

f) addressing Respectful Workplace Complaints made against persons 
and determining if a formal investigation and/or external investigator is 
warranted; 

g) undertaking impartial, informal, and formal investigations as 
appropriate; 

h) ensuring that the process for reporting and responding to incidents of 
Violence, Discrimination, or any other form of Harassment, is 
communicated, maintained, and followed; 

i) ensuring Workplace Violence risk assessments are conducted to 
determine whether the nature of the Workplace, the type of work, or 
the conditions of work may place Employees/Members at risk of 
Violence; and 

j) taking all reasonable and practical measures to minimize or eliminate 
risks identified through the risk assessment process, Workplace 
inspections, or the occurrence of a Workplace Violence incident. 

 
5.4 The Inclusion Services Division, Department of Community 

Services is responsible for supporting a Respectful Workplace 
environment by: 

 
a) providing support to Human Resources on Inclusion and 

accommodation initiatives for Employees/Members; and 
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b) providing/facilitating training for managers and/or teams to enhance 
Inclusion and the acceptance of diversity.  

 
5.5 Union/Association Executives are responsible for: 
 

a) ensuring their own behaviour complies with this policy; 
b) encouraging respectful conduct in the Workplace and guiding the 

behaviour of others; 
c) providing advice, support, and assistance to Union/Association 

members as needed; 
d) supporting Respectful Workplace training initiatives; and 
e) ensuring Union/Association members’ rights under their collective 

agreement are protected. 
 
 
6. References 
 

• Code of Ethics By-Law  

• Collective Agreements:  
o City of St. John's and CUPE 1289 (Inside Workers) 
o City of St. John’s and CUPE 569 (Outside Workers) 
o City of St. John's and NAPE (Bay Bulls Big Pond Water 

Treatment Workers) 
o City of St. John’s and IAFF 1075 (Fire Fighters) 

• Family Violence Protection Act 

• Human Rights Act, 2010 

• Occupational Health and Safety Act 

• Occupational Health and Safety Regulations, 2012 

• Reference list for Family Violence supports 

• Breastfeeding Protocol 
 
 
7. Approval 
 

• Policy Sponsor: Director, Human Resources 

• Policy Writer:  Human Resources Advisor 

• Date of Approval from  
o Corporate Policy Committee:  June 23, 2019 
o Senior Executive Committee: December 6, 2019 
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o Committee of the Whole: December 11, 2019 

• Date of Approval from Council:  
 
8. Monitoring and Contravention 
 

a) The Department of Human Resources shall monitor the application of 
this policy.  

b) Any contravention of this policy and/or associated procedures shall be 
reported to: 

i. the City Solicitor; 
ii. the City Internal Auditor; or 
iii. in the case of an Employee or Volunteer, to their direct supervisor or 

the Director of Human Resources. 
c) The City may take appropriate action, which may include, but is not 

limited to legal action and discipline, including dismissal.  
d) Any members of the public, volunteers, visitors to City facilities, or 

individuals conducting business with the City/Affiliated Entity who 
violate this policy may be subject to City action, including, but not 
limited to, prohibiting access to City facilities, prohibiting volunteering in 
future City endeavours, discontinuing business with individuals or 
organizations, issuing trespass notices, or reporting the matter to the 
relevant law enforcement agency. 

 
8.1 Malicious or Frivolous Complaints 
 
Filing a fraudulent or malicious Complaint shall be considered a violation of 
this policy. Complaints that are found to be frivolous, malicious, or made in 
bad faith shall not be tolerated and the complainant shall be subject to 
appropriate disciplinary action or denial of service. 
 
8.2 Reprisal 
 

a) Everyone has the right to report, in good faith, incidents of 
Disrespectful Behaviour without fear of Reprisal. 

b) Reprisal by any Employee, Member, or person against anyone 
involved in informal, internal, or external formal Complaint processes 
shall not be tolerated and may be subject to discipline, up to and 
including dismissal or denial of City services. 
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8.3 Protection of Statutory Rights 
  
This policy does not affect the rights of an Employee, Member, or person 
under the Human Rights Act, 2010; the Occupational Health and Safety Act; 
the Criminal Code (Canada); and/or any other applicable legislation. 
 
 
9. Review Date 
 
Initial Review: 3 years, Subsequent Reviews: 5 years 
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City of St. John’s  PO Box 908  St. John’s, NL  Canada  A1C 5M2  www.stjohns.ca 

 

Title:    Bowring Park Bridge Replacement Alternative 

Date Prepared:   December 2,2019 

Report To:   Committee of the Whole 

Councillor and Role:  Ian Froude   

Ward:    5 

Decision/Direction Required: 

Replace the bridge crossing the Waterford River, opposite 308 Waterford Bridge Rd., with two 
observation decks. 

Discussion – Background and Current Status: 

In January 2019, the Department of Planning, Engineering and Regulatory Services initiated an 
inspection of the bridge crossing the Waterford River at the Whales Back Falls. Results 
identified the structure to be unsafe and it was subsequently closed.  

The 12.4 m. long bridge connected a series of trails on both the north and south sides of the 
river and was used as a viewing platform to watch river, fish and bird activity. 

There are two additional bridges connecting the north and south banks of the river; one at the 
Cowan Ave. intersection (12.0 m.) and another at the Rose Garden (12.5 m.).  The Whales 
Back Bridge was situated mid – way between the two.  

Replacement of the Whales Back Bridge with a similar structure is estimated at $182,000 - 
$275,000, pending style and construction method.    

As the river crossing requirements are adequately addressed by the two (2) existing bridges, an 
opportunity exists to fulfill viewing roles through the construction of observation decks, one on 
each side of the river, at the current bridge abutments. Each deck would be approximately 6.7 
sq. m. in size.  
 
The estimated cost for the removal of the existing bridge and installation of decks is $43,000.  
 
 
 
 
 
 
 
 
 
 

DECISION/DIRECTION NOTE
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City of St. John’s  PO Box 908  St. John’s, NL  Canada  A1C 5M2  www.stjohns.ca 

Location of Bridge 
 

 
 
Whales Back Bridge 
 

  
 
 
 

156



 

 

City of St. John’s  PO Box 908  St. John’s, NL  Canada  A1C 5M2  www.stjohns.ca 

 

Viewing Deck Design 

 

 

Key Considerations/Implications: 

1. Budget/Financial Implications 
- Bridge removal and replacement with similar construction: $182,000 - $275,000 
- Bridge removal and replacement with Observation Decks: $43,000  
 

2. Partners or Other Stakeholders 
- NA 
 

3. Alignment with Strategic Directions/Adopted Plans 
- A Sustainable City 
- A City That Moves 
- A Connected City 

 
4. Legal or Policy Implications 

- Existing structure is currently closed due to safety concerns. Removal is 
recommended. 
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City of St. John’s  PO Box 908  St. John’s, NL  Canada  A1C 5M2  www.stjohns.ca 

 
5. Privacy Implications 

- NA 
 

6. Engagement and Communications Considerations 
- Engagement with general public occurred in spring 2019 with no interest identified.  
- Bowring Park Foundation has been involved in discussions regarding options.   

 
7. Human Resource Implications 

- NA 
 

8. Procurement Implications 
- Public Procurement Act to apply 
 

9. Information Technology Implications 
- NA 

 
10. Other Implications 

- NA 

Recommendations: 

- The decommissioned Whale’s Back Bridge be removed. 
 

- The Whale’s Back Bridge be replaced with two (2) observation decks.  

- The observation deck project, at a cost of $43,000 be referred to the 2020 Capital 
Works program, for consideration by Council.  

 

  

Prepared by/Date: Brian Head, Manager Parks and Open Spaces 

 

Approved by/Date: Lynnann Winsor, Deputy City Manager Public Works 

   December 4, 2019 

Attachments: 
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City of St. John’s  PO Box 908  St. John’s, NL  Canada  A1C 5M2  www.stjohns.ca 

 
 
Title: Application to Amend Land Use within the Planned Mixed 

Development 1 (PMD1) Zone for the development of 
Townhouses/Semi-Detached Dwellings in the Galway Residential 
Area  
REZ1800020 
725 Southlands Boulevard (Donegal Run)  
Applicant: Galway Residential GP Incorporated    

 
Date Prepared:   December 3, 2019 
 
Report To:     Committee of the Whole  
 
Councillor & Role:  Councillor Maggie Burton, Planning and Development Lead 
 
Ward:    5 
 
Decision/Direction Required:  
To consider an application to amend Schedule B-Land Use Map, within the Planned Mixed 
Development 1 (PMD-1) Zone to allow a mix of Townhouses and Semi-Detached Dwellings 
along Donegal Run (Road 7) in the Galway residential area.  
 
Discussion – Background and Current Status:  
The City has received an application from Galway Residential GP Incorporated for an 
amendment to Schedule B-Land Use Map, within the Planned Mixed Development 1 (PMD-1) 
Zone. The PMD-1 Zone allows multiple uses, while the Schedule B-Land Use Map identifies 
where each of these specific uses are located within the Galway residential area. The 
developer has proposed to change the exiting land use along Donegal Run (Road 7) from 
Single Unit Dwellings to Townhouses and Semi-Detached Dwellings. A Municipal Plan 
amendment is not required.   
 
The PMD-1 Zone was originally created in 2015 to encourage higher density, mixed–use 
development, and to provide a creative method for land use planning and design for the 
Galway residential area. The developer is proposing the land use change based on market 
feedback, which has indicated significant demand for lower priced housing options other than 
single family homes. The current Galway Master Plan has limited opportunities to meet this 
demand. Both the current Municipal Plan and Envision St. John’s (City’s draft Plan) encourage 
higher density, mixed use development. The mix of uses within the Galway residential area 
also meets the intent of the overall neighbourhood and helps provided diverse housing form for 
various income levels.    
 
At this time, the exact number of lots and configuration of Townhouses and/or Semi-Detached 
Dwellings has yet to be determined. The Schedule B-Land Use Map amendment would allow 
the developer to adjust the mix of townhouses and semi-detached dwellings along Donegal 

DECISION/DIRECTION NOTE
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Decision/Direction Note  Page 2 
725 Southlands Boulevard (PMD-1 Zone) 
 
Run to meet market demand. The lot configuration must meet the City’s zone and snow 
volume requirements per lot, which will determine the number of lots along the street. Final 
design and review of the lot layout and street network would occur prior to development 
approval.  
   
Due to increased density along Donegal Run, sidewalks are required along both sides of the 
street. Therefor Appendix C – Galway Road Cross Section/Transportation Plan, also needs to 
be amended; Donegal Run was changed to reflect the proper cross section requirements. 
 
Appendix D – Parkland & Pedestrian Trail Plan was also updated to show the neighbourhood 
trail connection between Terry Lane, Claddagh Road and Road 9. This revised trail connection 
creates better linkages between the surrounding streets and the Village Green.  
 
Key Considerations/Implications: 
 

1. Budget/Financial Implications: Not applicable. 
 

2. Partners or Other Stakeholders:  
Neighbouring Municipalities and property owners.    

 
3. Alignment with Strategic Directions/Adopted Plans:  

City’s Strategic Plan 2019-2029: A Sustainable City – Plan for land use and preserve 
and enhance the natural and built environment where we live.  
 

4. Legal or Policy Implications:  
An amendment to the St. John’s Development Regulations is required to rezone the 
property.  
 

5. Privacy Implications: Not applicable. 
 

6. Engagement and Communications Considerations:  
Advertisement of the proposed amendment. 
 

7. Human Resource Implications: Not applicable. 
 

8. Procurement Implications: Not applicable. 
 

9. Information Technology Implications: Not applicable. 
 

10. Other Implications: Not applicable.  
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Decision/Direction Note  Page 3 
725 Southlands Boulevard (PMD-1 Zone) 
 
Recommendation:  
It is recommended that Council consider the proposed change in land use from Single Unit 
Dwellings to Townhouses and Semi-Detached Dwellings along Donegal Run within the 
Planned Mixed Development 1 (PMD-1) Zone. It is recommended that the application be 
advertised for public review and comment. Following advertisement, the proposed amendment 
would be referred to a Regular Meeting of Council for consideration of adoption.  
 
Prepared by/Signature: 
Lindsay Lyghtle Brushett, MCIP – Planner III 
 
 
 
Signature:    
 
Approved by/Date/Signature: 
Ken O’Brien, MCIP – Chief Municipal Planner 
 
 
 
Signature:    
 
LLB/dlm 
 
Attachments:  
Zoning Map 
Schedule B Galway Land Use Plan  
Schedule C Galway Road Cross Section/Transportation Plan 
Schedule D Parkland & Pedestrian Trail Plan 
 
 
 
 

G:\Planning and Development\Planning\2019\COTW\COTW - 725 Southlands Blvd (PMD1 Zone Amendment) Dec 4 2019(llb).docx 
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DEVELOPMENT PERMITS LIST 
DEPARTMENT OF PLANNING, ENGINEERING AND REGULATORY SERVICES 

       FOR THE PERIOD OF December 12, 2019 TO January 1, 2020 
           

       

 
Code  

 
Applicant 

 
Application 

 
Location 

 
Ward 

 
Development 

Officer’s 
Decision 

 
Date 

RES  Building Lot for 
Single Family 
Dwelling 

41 Bannerman 
Street 

2 Approved 19-12-12 

OT Fairview 
Investment 

Mineral Workings 
– Quarry 

2720 Trans-
Canada Highway 

5 Approved 19-12-12 

RES Benson Buffett 
PLC Inc 

Subdivide of Lot 42 Bay Bulls Road 5 Approved 19-12-23 

       

       

       

       

 
 
 
* Code Classification: 

RES - Residential INST - Institutional 
COM - Commercial IND - Industrial  
AG           - Agriculture 
OT            - Other 

 
 

 

Gerard Doran 
Development 
Supervisor 
Planning, Engineering 
and Regulatory 
Services 
 
 
 
 
 

** This list is issued for information purposes only.  Applicants have been 
advised in writing of the Development Officer's decision and of their right 
to appeal any decision to the St. John's Local Board of Appeal. 
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Permits List  
 

     

Council's January 6, 2020 Regular Meeting   
 

       Permits Issued: 2019/12/12 to 2019/12/31 
 

     

 

BUILDING PERMITS ISSUED 

Residential 
 Location Permit Type Structure Type  

 1 Saunders Pl Change of Occupancy Home Office  

 10 Blue Jacket Pl Extension Single Detached Dwelling  

 10 Pynn Pl Change of Occupancy Home Office  

 11 Hawker Cres Accessory  Building Accessory Building  

 116 Forest Pond Rd Renovations Single Detached Dwelling  

 118 Airport Heights Dr Renovations Single Detached Dwelling  
 125 Groves Rd Change of Occupancy Subsidiary Apartment  

 16-18 Durdle Dr Change of 
Occupancy/Renovations Subsidiary Apartment  

 179 Craigmillar Ave Renovations Townhousing  

 18 Dyer Pl Accessory  Building Accessory Building  
 20 Miranda St Accessory  Building Accessory Building  

 250 Pennywell Rd Renovations Single Detached Dwelling  

 26 Iceland Pl Renovations Single Detached Dwelling  

 30 O'regan Rd Renovations Semi Detached Dwelling  

 43 Maurice Putt Cres Deck Patio Deck  

 45 Fagan Dr Renovations Single Detached Dwelling  

 5 King's Bridge Crt Renovations Single Detached Dwelling  

 5 Prestwick Pl Renovations Single Detached w/ apt.  

 53 Iceland Pl Change of Occupancy Home Office  

 56 Maurice Putt Cres New Construction Single Detached Dwelling  

 574 Empire Ave Renovations Single Detached Dwelling  
 58 Prince OF Wales St Renovations Semi Detached Dwelling  

 74 Tigress St Accessory  Building Accessory Building  

 75 Golf Ave Renovations Single Detached Dwelling  

 91 Brookfield Rd Deck Patio Deck  

   This Week: $344,830.00 

Commercial 
 Location Permit Type Structure Type  

 11 Major's Path Accessory  Building Accessory Building  

168



 12 Beaumont Hamel Way Sign Other  

 120 Lemarchant Rd Change of Occupancy Clinic  

 134 Airport Heights Dr Sign Home For The Aged  

 161 Kenmount Rd Change of Occupancy Car Sales Lot  

 2 Hill O'chips Sign Restaurant  

 22 Austin St Renovations Communications Use  

 278 Kenmount Rd Change of Occupancy Car Sales Lot  
 320 Torbay Rd Renovations Restaurant  

 320 Torbay Rd Sign Restaurant  

 355 Main Rd Accessory  Building Accessory Building  

 355 Main Rd Change of Occupancy Service Shop  

 394 Kenmount Rd Renovations Retail Store  

 394 Kenmount Rd Renovations Mixed Use  

 40 Hamlyn Rd Renovations Mixed Use  

 410 Stavanger Dr Renovations Mixed Use  

 45 Danny Dr Bldg C8 Sign Eating Establishment  

 50 Captain Prim Dr New Construction Other  
 50 Ropewalk Lane Change of Occupancy Tavern  

 55 Kelsey Dr Sign Retail Store  

 60 Hayward Ave Renovations Bakery  

 692 Torbay Rd Change of 
Occupancy/Renovations Clinic 

 

 7 Navigator Ave New Construction Restaurant  
   This Week: $25,692,601.00 

Government/Institutional 
 Location Permit Type Structure Type  

 644 Topsail Rd Change of 
Occupancy/Renovations Private School  

   This Week: $1,900,000.00 

Industrial 
 Location Permit Type Structure Type  

     
   This Week: $0.00 

Demolition 
 Location Permit Type Structure Type  

     
   This Week: $0.00 
   This Week's Total: $27,937,431.00 
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REPAIR PERMITS ISSUED:  
 

 

$19,500.00 
  

     

   

NO REJECTIONS 

 

 

  
 

 

     

   

YEAR TO DATE COMPARISONS 

January 6, 2020 

 

TYPE 2018 2019 % Variance  
(+/-) 

Residential $72,872,094.00 $50,660,435.73 -30 

Commercial $265,199,327.00 $203,904,774.69 -23 

Government/Institutional $12,713,670.00 $4,726,650.00 -63 

Industrial $5,000.00 $1,812,266.07 36145 

Repairs $2,602,660.00 $2,375,933.50 -20 

TOTAL $353,392,751.00 $263,480,059.99 -25 
 

 

Housing Units (1 & 2 Family 
Dwelling) 

143 138  
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Permits List  
 

     

Council's January 13, 2020 Regular Meeting   
 

       Permits Issued: 2020/01/02 to 2020/01/08 
 

     

 

BUILDING PERMITS ISSUED 

Residential 
 Location Permit Type Structure Type  

 107 Bay Bulls Rd Renovations Apartment Building  

 107 Bay Bulls Rd Renovations Apartment Building  

 107 Bay Bulls Rd Renovations Apartment Building  

 107 Bay Bulls Rd Renovations Apartment Building  

 45 Fagan Dr Renovations Single Detached Dwelling  

 58 Viking Rd Renovations Single Detached w/ apt.  
 67 Colonial St Renovations Single Detached Dwelling  

 672 Main Rd Accessory  Building Accessory Building  

 7 Rusted Pl Renovations Single Detached w/ apt.  

 8 Old Bay Bulls Rd Change of Occupancy Home Office  

   This Week: $84,501.00 

Commercial 
 Location Permit Type Structure Type  

 215 Water St Change of 
Occupancy/Renovations Office 

 

 33 Pippy Pl Change of Occupancy Office  

 430 Topsail Rd Sign Shopping Centre  

   This Week: $27,000.00 

Government/Institutional 
 Location Permit Type Structure Type  

     
   This Week: $0.00 

Industrial 
 Location Permit Type Structure Type  

     
   This Week: $0.00 

Demolition 
 Location Permit Type Structure Type  

     
   This Week: $0.00 
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   This Week's Total: $111,501.00 
 

    

REPAIR PERMITS ISSUED:  
 

 

$0.00 
  

     

   

NO REJECTIONS 

 

 

  
 

 

     

    

YEAR TO DATE COMPARISONS 

January 13, 2020 

 

TYPE 2019 2020 % Variance  
(+/-) 

Residential $96,900.00 $84,501.00 -13 

Commercial $462,000.00 $27,000.00 -94 

Government/Institutional $0.00 $0.00 0 

Industrial $0.00 $0.00 0 

Repairs $30,000.00 $0.00 -100 

TOTAL $588,900.00 $111,501.00 -81 
 

  

Housing Units (1 & 2 Family 
Dwelling) 

   
 

  

Respectfully Submitted, 
 
 
 
_______________________________________ 
Jason Sinyard, P.Eng., MBA 
Deputy City Manager 
Planning, Engineering and Regulatory Services 
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Approved via E-Poll dated December 18, 2019
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Recommendation outlined in this DN 
approved via EPOLL conducted on Dec. 
23, 2019. 
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City of St. John’s  PO Box 908  St. John’s, NL  Canada  A1C 5M2  www.stjohns.ca 

 
 

Title: Travel Authorization – Hospitality NL Conference & Trade Show Councillor Hanlon  
 
Date Prepared: January 8, 2020   
 
Report To:       Regular Meeting of Council – January 13, 2020      
 
Councillor and Role: Lead - Economic Development, Tourism & Culture 
 
Ward:   N/A  
  

Decision/Direction Required: Seeking approval for Councillor Hanlon to attend the HNL 
Conference and Trade Show on February 25-27, 2020. 
 
Discussion – Background and Current Status:  
The City is a member of Hospitality NL 
 
 
Key Considerations/Implications: 
 

1. Budget/Financial Implications:  

 The cost to attend this meeting has been budgeted under the travel budget for 

Mayor and Council. 

 
2. Partners or Other Stakeholders:  

 Hospitality NL 
 

3. Alignment with Strategic Directions/Adopted Plans:  
 

4. Legal or Policy Implications:  

 N/A 
 

5. Privacy Implications:  

 N/A 
 

6. Engagement and Communications Considerations: 

 N/A  
 

7. Human Resource Implications:   

 N/A 
 

8. Procurement Implications: 
 

DECISION/DIRECTION NOTE 
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Decision/Direction Note  Page 2 
 

 

9. Information Technology Implications: 

 N/A 
 

10. Other Implications:  

 N/A 
 
Recommendation: 
That Council approve costs associated with Councillor Hanlon’s travel at the HNL Conference 

and Trade Show being held in Corner Brook from February 25-27,  
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Title: Travel Authorization – Councillor Hanlon – Seatrade Conference – Miami, Florida  
 
Date Prepared: January 8, 2020   
 
Report To:  Mayor and Council      
 
Councillor and Role: Economic Development, Tourism & Culture Lead 
 
Ward:     
  

Decision/Direction Required:  
Seeking Approval for Councilor Hanlon to attend the Seatrade Cruise Global Conference in 
Miami Beach, Florida from April 21-23, 2020 
 
Discussion – Background and Current Status:  
The City of St. John’s is a member of Seatrade Global 
 
Key Considerations/Implications: 
 

 Budget/Financial Implications:  

 The cost to attend this conference is budgeted under the travel budget for Mayor 
and Council. 

 

 Partners or Other Stakeholders:  

 Seatrade Global 
 

 Alignment with Strategic Directions/Adopted Plans:  

 N/A 
 

 Legal or Policy Implications:  

 N/A  
 

 Privacy Implications:  

 N/A 
 

 Engagement and Communications Considerations:  

 N/A 
 

 Human Resource Implications:   

 N/A 
 

 Procurement Implications: 

DECISION/DIRECTION NOTE 
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Decision/Direction Note  Page 2 
 

 

 N/A 
 
 

 Information Technology Implications: 

 N/A 
 
 

 Other Implications:  
 
Recommendation: 
That Council approve costs associated with Councillor Hanlon’s travel to the Seatrade 
Cruise Global Conference to be held in Miami Beach, Florida from April 21-23, 2020 
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Decision/Direction Note  Page 3 
 

 

Report Approval Details 

Document Title: Travel Authorization - Councillor Hanlon - Seatrade Conference - 

Miami, Florida.docx 

Attachments:  

Final Approval Date: Jan 8, 2020 

 

This report and all of its attachments were approved and signed as outlined below: 

Karen Chafe - Jan 8, 2020 - 12:35 PM 

Elaine Henley - Jan 8, 2020 - 2:35 PM 
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