


Town of Olds

POLICY STATEMENT

Policy No: 701
Title: Community Use of the Town Office

Supersedes. n/a
Authority:  Council Effective Date:

Approval.  Motion #99-666, November 22, 1 2;99 November 22, 1999

{
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Policy Statement: ! !

Council may provide meeting and office space in the Town Office to not-for-profit
groups providing services that support the community. Office space and support
services will be provided for short-term programs and the temporary and initial
development of community programs.

Purpose:

To support ongoing community programs and provide a supportive environment
for new community programs through the provision of meeting space, office
space and support services for their administrative functions.




Town of Olds

PROCEDURE

Title:

Community Use of the Town Office

Procedure; Provision of Services

Policy No: 701
Procedure: 701-01
Supersedes: n/a

Authority: Chief Administrative Officer

Approval: Motion 99-725 December 13, 1999

Amended: Motion 03-13 January 13, 2003

Effective Date:

December 13, 1809

1.0 Policy Statement (as adopted by Council):

Council may provide meeting and office space in the Town Office to not-for-profit groups
providing services that support the community. Office space and support services will
be provided for short-term programs and the temporary and initial development of
community programs.

P

2.0 Key Areas of Responsibility:

1.

The Town of Olds may provide, if space is
available, an assigned office or office space for the
work of a not-for-profit community group where the
programs supported by that group are determined
by the Chief Adminisirative Officer to be
complementary with other services provided by the
Town. Office space will be assigned for one year
or less unless otherwise approved by Council.

Office space provided will include a desk, chair and
bookshelf. If additional office furniture is needed,
the Town will seek to fill the requirement from
availabie surplus furniture.

Access will be provided to the following office
equipment for administrative needs only:

a) Telephone

b) Fax machine

c) Photocopier

d) Postage

Reception staff will take messages and deliveries
as well as accept payments and donations for each
community group, but will not handle requests for
appointments or bookings.

Access will be provided to computers, software and
printers where equipment is available.

'Responsibility:
Chief Administrative Officer

Director of Corporate
Services

Director of Corporate
Services

Director of Corporate
Services

Director of Corporate
Services

Procedure 701-01

Approved: December 13, 1999 Motion 99-725

Amended: January 13, 2003 Motion 03-13
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6. Access io the building will be during normal ;| Community Groups and
working hours. If access is required after hours, a | Director of Corporate
key will be issued on a limited and conditional | Services
basis.

7. Meeting space may be provided if available and | Community Groups and
community groups shall book meeting space in | Communications
advance of the meeting with the Communications | Administrator
Administrator. There shall be no charge for the use
of meeting space by Community Groups. For profit
organizations andfor non-profit organizations not
supported by the Town of Qlds shall be charged a
fee as specified in the Town of Olds Rate Bylaw.

8. The Town may provide services such as large | Chief Administrative Officer
volume photocopying or telephone solicitation
campaigns if resources are available and on a cost
recovery basis.

Procedure 701-01 Approved: December 13, 1999 Motion 99-725
Amended: January 13, 2003 Motion 03-13
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Town of Olds

POLICY STATEMENT

Policy No: 702
Title: Donations

Supersedes; N/A

Authority:  Council Effective/Approval Date:
Approval: m 00-356 August 14, 2000
S

Policy Statement:

That Council authorize administration to budget and assume responsibility for the
purchasing and distribution of Town of Olds pins, and further that all approved
promotional materials, requests for financial contributions by individuais or
organizations be disbursed at the discretion of Town Council as a whole.

Purpose:

To establish an equitable treatment for the resolution of requests for financial
contributions from individuals and organizations and the distribution of Town of
Olds pins and promotional materials.
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Town of e| d.s-

PROCEDURE

Title: Corporate Services 700

Procedure: Donations

Policy No: 702
Procedure: 702-01
Supersedes: n/a

Authority: Council

Approval. Motion #00-356
Amendment: Motion #03-13 January 13, 2003

- Effective/Approval Date:
August 14, 2000

1.0 Policy Statement (as adopted by Council):

That Council authorize administration to budget and assume responsibility for the
purchasing and distribution of Town of Olds pins, and further that all approved promotion
materials, requests for financial contributions by individuals or organizations be

dishursed at the discretion of the Town Council as a whole.

2.0 Key Areas of Responsibility: Action To Take

| TOWN OF OLDS PINS
The CAOQ, or designate, shall have the authority to
distribute promotional pins under the foliow guidelines:

A. TEAL & SILVER PINS

1. Shall be made available free of charge for residents of
the Town of Qlds travelling outside of Town, for general
visits or promotions. Limit {2) per person.

2. Service groups/organizations (not-for-profit), sport
participants, etc. representing the Town of Olds will
submit in writing their request. Maximum of (2) pins per
person. Additional pins will be charged at cost.*

[3 Council may establish further guidefines for the
number of pins to be allocated in specified
situations.

- 3. Qut-of-town visitors requesting single pin can receive
‘free of charge.’ Additional pins will be charged at cost.*

B. Black & Gold Pins

Shall be distributed through the office of the Mayor and
shall only be used for visiting dignitaries, Council
members, staff of the Town of Olds (one per person) and
selected individuals at the discretion of the Mayor.

Responsibility:

| Chief Administrative
Officer

Director of Corporate
Services

| Chief Admiinistrative

Officer
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C. Sale of Pins

Teal & silver pins will be sold at cost.

Service groups/organizations (not-for-profit), sport
participants (etc.} over allowed limit will purchase pins at
current cost.*

* Current cost price of pins is .55¢ (includes GST)

FINANCIAL CONTRIBUTIONS:

A. Individuals and Organizations

During budget deliberations Council will establish a budget
amount that may be contributed to community
organizations to assist in their endeavours.

Council will accept letters of application for financial
contributions at the time the budget is debated as well as
 throughout the year.

Provided funds remain unallocated after budget
deliberations, Council may award funds on a first come
basis until all the budgeted funds are allocated or
expended.

' Director Corporate
Services

Council

Ay
X
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March 13, 2008 Council Minute Excerpt

8E) Council Promotions and Public Relations Budget.

Moved by Councillor Smith, “that Council declines all requests for donations or sponsorships
until Council formally adopts criteria to evaluate funding requests from the Council
Promotions and Public Relations Budget or other budgets.”

Motion Carried 06-125




Town of Olds

POLICY STATEMENT

| Title: Investments " Policy No: 703

Authority:  Council

Effective Date:
Approval:  Resolution No. 00-438 QOctober 10, 2000

Policy Statement:

The Council of the Town of Olds believes that funds not required for the short
term requirements and/or operation of the Town should be invested in a
conservative manner and only in securities that are of very low risk.

Purpose:

To establish rules governing the purchase of securities by the Town of Olds to
return a reasonable return on the finds invested however security, liquidity and
compliance with Section 250 of the Municipal Government Act shall be complied
with without exception.




Town of Olds

PROCEDURE
Title: Investments Policy No: ?93'
Procedure: 703-01
Procedure:  Purchasing of Investments
Authority Chief Administrative Officer
Effective Date:
Approval: Resolution No. 00-438 October 10, 2000

1.0 Policy Statement (as adopted by Council):
The Council of the Town of Olds believes that funds not required for the short term
requirements and/or operation of the Town should be invested in a conservative manner
and only in securities that are of very low risk.

2.0 Key Areas of Responsibility: Action To Take:

1.

The Town of Olds shall purchase securities only
with funds not required for the operation of the
Town within the term of the security. All securities
purchased shall be of such a term that funds will
be available when required.

Responsibility:

Director Corporate Services

The securities purchased must be authorized in
Section 250 of the Municipal Government Act and
rated AA by the Dominion Bond Rating Service.
The purchase of any security that may be
considered speculative and outside the above
requirements is strictly prohibited.

Director Corporate Services

The Town shall use only those organizations
directed by Council resolution for purchasing
securities.

Director Corporate Services

The Director, Corporate Services shall solicit
proposals from the organizations specified above,
for the investment of any funds to be invested and
shall make a recommendation as to which
investment(s) should be purchased.

Director,
Services

Corporate

The Mayor, Deputy Mayor or any Councillor
approved by resolution of Council along with the
Chief Administrative Officer shall approve the
purchase of any investment prior to their
purchase. Inthe event of the absence of the Chief
Administrative Officer two of the elected officials
approved by resolution above may approve any
investment.

Mayor, Deputy Mayor or
other Councillor and the
Chief Administrative Officer.




Title: Corporate Services 700

Procedure: Purchasing of Investments Policy No. 703 Procedure No. 703-01

6. As soon as any securities are purchased, advise
of that purchase shall be provided to all
Councillors by placing such advise in their mailbox
at the administration buiiding.

Director Corporate Services

* Page 2 — Procedure Investments Policy 703




Town of Olds
POLICY STATEMENT

| Title: Internet Access Policy No: 704

Authority:  Council

Approval:  Motion 01-110 Effective Date: March 12, 2001

Policy Statement:

The Town of Olds provides the privilege of internet Access to those employee’s
who are deemed to require access fo assist in the fulfiliment of their position
responsibilities and duties. All employees who have access to the Town’s local
e-mail on Microsoft Qutlook automatically have access to Internet e-mail.

Purpose:
To ensure that the Internet access provided by the Town is not used for
inappropriate uses but rather appropriate uses.

Inappropriate uses include: pomographic materials (pictures, stories, jokes etc),
hate literature and propaganda.

Appropriate uses are responsible, cooperative; community minded
behavioursfuses that protect the common good and promotes the legitimate
goals of the Town.




