
March 22, 2022 

Departmental Operations 

1 

 

SMOKY LAKE COUNTY  
 

A G E N D A:    County Council Meeting  

for the purpose of Departmental Operations to be held on  

Tuesday, March 22, 2022 at 9:00 o'clock A.M.  

Virtual through Zoom Platform  

Meeting ID: 899 1083 8875 Passcode: 890970 

https://us02web.zoom.us/j/89910838875?pwd=S3p3cThZeE11QTN6ak5oQ01leU1YQT09 

And with Council physically present in the County Council Chambers, Smoky Lake. 
 

 

1. Meeting: 
 

Call to Order 

 

 

2. Agenda: 
 

Acceptance of Agenda:   

as presented    or 

subject to additions or deletions 

 

 

3. Minutes: 
 

No minutes.  

 
 

4. Request for Decision:  

 

 No Request for Decision.  
 

5. Issues for Information: 
 

1. Manager Reports 

 

 Public Works: 

a. Public Works Manager. © 

i. Council Requests Summary: As of March 14, 2022. © 

ii. Road Projects.  

b. Public Works Road Foreman. (To be handed out at meeting) 

c. Public Works Shop Foreman. © 

 

 Protective Services: 

d. Peace Officer. Vacant 

e. Fire Chief. © 

f. Safety Officer. © 

  

 Planning and Development: 

g. Planning and Development Manager. © 

 

 Natural Gas: 

h. Natural Gas Manager. © 

 

 Environmental Operations/Parks and Recreation: 

i. Environmental Operations/Parks and Recreation Manager. © 

 

 Agricultural Service Board: 

j. Agricultural Fieldman. © 

 

 

https://us02web.zoom.us/j/89910838875?pwd=S3p3cThZeE11QTN6ak5oQ01leU1YQT09
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 Administration: 

k. GIS Technician. © 

l. Communications Technician. © 

 

  Recommendation: Accept and file for information. 

 

 

2. Training Reports 

 

a. Environmental Operations. © 

 

3. Manager Work Plans 

 

Manager’s Reports on 2022 Work Plans.  

 

 a.      Public Works Manager.   
  

  ■ Policy 03M-06: Public Works Department:  Public Works Manager 

                                                                                                    Work Plan 2022. © 
 

  Recommendation:   Accept for Information the Management Policy. 

 

 

 b.      Public Works Shop Foreman.   
 

  ■ Policy 03M-07: Public Works Department:  Shop Foreman  

                                                                           Work Plan 2022. © 

 

  Recommendation: Accept for Information the Management Policy. 
  

 

 

 c.      Natural Gas Manager. 

 

  ■ Policy 09M-01: Natural Gas Department:  Work Plan 2022.  ©  

 

  Recommendation: Accept for Information the Management Policy. 
  

 
 

 d. Environmental Operations Manager. 
 

  ■ Policy 04M-01: Environmental Operations: Work Plan 2022. © 

 

  Recommendation: Accept for Information the Management Policy.   

 
 

 e.      Agricultural Service Board: 
 

  ■ Policy 62M-01: Agricultural Service Board:  Work Plan 2022.  © 

 

  Recommendation: Accept for Information the Management Policy. 
  

 

 

 f.      Planning and Development: 
 

  ■ Policy 61M-01: Planning and Development:  Work Plan 2022.  © 

 

  Recommendation: Accept for Information the Management Policy. 
  

 

 

 g.       Safety Officer.  
 

  ■ Policy 02M-02: Public Works Department -  Safety Officer:   

                                                                            Work Plan 2022.  © 

 

  Recommendation: Accept for Information the Management Policy.   

 

 
 

 

 
 



March 22, 2022 

Departmental Operations   

3 

 h. Fire Chief:  
 

 

  ■ Policy 02M-03: Emergency Services – Fire Chief:  Work Plan 2022.  © 

 

  Recommendation: Accept for Information the Management Policy. 
  

 

 i. Finance Manager. 

 
  

  ■ Policy 08M-01: Finance Manager Work Plan 2022.  © 

 

  Recommendation: Accept for Information the Management Policy. 

 

 

 j. GIS Services. 

 

   ■  Policy 01M-33: GIS Work Plan 2022. © 
 

  

  Recommendation: Accept for Information the Management Policy. 

 

 

 k. Communications Services. 

 
  

  ■ Policy 01M-43: Communication Services Work Plan 2022.  © 

 

  Recommendation: Accept for Information the Management Policy. 

 

 

 l. Parks and Recreation Manager. 

   

  ■Policy 07M-01: Parks and Recreation Manager Work Plan 2022.  © 

 

  Recommendation: Accept for Information the Management Policy. 

  

 

6. Correspondence(s):  
 

 

7. Delegation(s):  
 

8. Executive Session:  

 
 

 

Adjournment 



5.1.a













 

COUNCIL REQUESTS FOR INFORMATION 

YEAR 2022 
 
 

# Date Division  Department Request Location/Area Action Taken Date 
Completed 

1 January 9th 5 Public Works Clear roads • TWP 592 to TWP 
590 RR 191 (Matt 
and Kayla Cook) 
School bus route 

• TWP 592 to TWP 
590 RR 192 
(Kasey and 
Arlanna Philips) 

None of these roads were missed. They 
were all done just before we broke for 
Christmas and due to the cold snap 
which lasted up until we got started this 
past week, these roads are in need of 
maintenance. 
Also during this past week, once again 
due to cold temperatures, we had late 
starts and break downs which hindered 
progress. 
Having said that, these areas are being 
bladed this afternoon and evening so 
traffic should have no issues tomorrow 
morning. 

January 9th  

2 January 9th 5 Public Works When the last 
time a grader was 
down a road. 

RR 191 and RR192. I will get this data first thing tomorrow 
morning. 

January 9th  

3 January 10th  4 Public Works Snow bank was 
left around the 
Bellis Curling 
Rink, a huge pile 
of snow on top of 
the septic tank 
and snow ridges 
left in the parking 
area - rectify 

Bellis Curling Rink I spoke to the operators that clear snow 
in Bellis and at no time did they pile snow 
over the septic tank area or push snow 
into the parking area. 
I had a crew hand locate the covered 
septic tank enclosure and a tractor 
moved the snow away. At the same time 
the parking lot was cleared and snow 
removed up to the front of the rink. 
A neighbour came by and directed me to 
the person who was piling snow with a 
skidsteer.  
We will speak to this individual and kindly 
ask that he refrains from doing snow 
removal around the rink or any other 
public areas in Bellis. Pictures to follow. 

January 11th  

5.1.a.ii



COUNCIL REQUESTS FOR INFORMATION 

YEAR 2022 
 
 

# Date Division  Department Request Location/Area Action Taken Date 
Completed 

4 January 10th   4 Fire Services Bring forward Fire 
Chief Conference 
2022 to next Fire 
Protective meeting 

N/A This will be brought forward to 
the February Fire Protective 
Services Meeting. 

January 18th  

5 January 10th  4 Fire Services Respond to email 
regarding fire 
departments and 
medical calls-
survey. 

N/A Survey will be done within the 
next week. 

January 18th  

6 January 11th 4 Finance  Complete this RMA 
unpaid tax survey 
on behalf of our 
County 

N/A Numbers were already being 
compiled. 

January 11th  

7 January 11th 1 Public Works Look into icy roads. RR 130 is icy by the little 
church and by the bridge 
also those hills north of 
Twp road 604 are slick 

These roads were all sanded 
earlier today. They will once 
again be sanded tomorrow as 
there has been rain showers 
this evening. Many roads to 
cover but will be done once 
again. 

January 11th  

8 January 18th  4 Administration/ 
Communication 

Forward email 
regarding Prime 
Minister's Awards 
2022 to Aspen View 
and Catholic School 
Board. 
Communications to 
post on social 
media., 

N/A Email sent to Schools and 
posted to the County facebook 
page. 

January 18th  

 

 

 



 

 

COUNCIL REQUESTS FOR INFORMATION 

YEAR 2022 
 
 

# Date Division  Department Request Location/Area Action Taken Date 
Completed 

9 January 19th  4 Bylaw 
Enforcement 

Noise complaint Not specified Bylaw Officer will look into situation January 19th  

10 January 19th  4 CEDO Broadband/Connectivity 
Opportunities with our 
neighbours 

N/A Vilna is also working on a project, I 
recently shared these documents 
with them which may be helpful 
Gene. 
 
Federal/Provincial funding – I think 
this would be eligible and many/most 
of the costs covered if there is a 
project for the County. 

January 19th  

11 January 20th  2 Public Works Snow plowing- when 
will grader get there. 

Darlene Bodnar’s 
road 

I spoke to the operator and he is 
working in that direction.  This road 
will be bladed today. 

January 20th  

12 January 20th  5 Communications Post  Canadian Parks 
and Recreation 
Association (CPRA) 
funding on social media 

N/A Looking at this program, it looks like 
local municipalities are the ones that 
have to apply to the program or non-
profit organizations who deliver 
recreation programming on behalf of 
the local government and is targeted 
at specifically community parks and 
recreation sector. Perhaps this would 
be better directed towards Brenda or 
Dave? 

January 20th  

13 January 24th 4 Administration Add items as additions 
to agenda for upcoming 
council meeting 

N/A Items will be electronically sent and 
copied for Council meeting 

January 24th  

14 January 28th  1 Fire Services Check into light that is 
off on internet tower- 
prevent accidents 

SW-34-61-13-W4 
North of township 
road 614 

Yes,  will follow up on the tower light 
issue. 

January 28th  



 

 

COUNCIL REQUESTS FOR INFORMATION 

YEAR 2022 
 
 

# Date Division  Department Request Location/Area Action Taken Date 
Completed 

15 January 31st  4 Public Works Fix snow and ice 
ruts 

Hamlet of Bellis Will be done tomorrow. January 31st  

16 January 31st 4 Public Works Washboard/ice 
ruts 

RR152 North of 
Bellis especially in 
front of the 
Woodruffs 
residence/business 

Part of regular maintenance. Will be 
getting to It this week. 

January 31st  

17 January 31st  2 Public Works Snow issue, only 
one pass done 

152/Hwy 28 south 
of Bellis 

Will be sure this road is bladed wider. January 31st  

18 February 1st 4 Gas 
Department 

Fill out survey N/A Will complete survey February 1st  

19 February 1st 4 Ag 
Department 

Bring something 
forward to 
meeting 

N/A Always try to make sure LARA events 
are shared and advertised. 

February 2nd  

20 February 1st 4 Public Works Snow ridge left in 
driveway  

Bellis resident Approach had a foot of snow all the way 
down the driveway. Our tractors went by 
and spilled 2" of snow over top of the 
existing foot of snow. The slight spillage 
from the tractor is unavoidable.  
Had the driveway been cleared prior to 
us showing up there would have been no 
issue. 

February 1st  

21 February 1st 5 Public Works Clearing school 
bus routes – any 
literature on the 
matter. 

N/A Policy 03-35 touches on this matter. February 1st  

22 February 1st 4 Administration Add 
correspondence 
to council meeting 
agenda 

N/A Document will be put on the February 
Council agenda 

February 2nd  



 

COUNCIL REQUESTS FOR INFORMATION 

YEAR 2022 
 
 

# Date Division  Department Request Location/Area Action Taken Date 
Completed 

23 February 3rd 4 Administration To take measures 
while COVID 
cases increase in 
the area 

County Office Those who can work from home will do 
so and virtual meetings will be taking 
place for the next three weeks or so. 

February 3rd  

24 February 7th  CAO Public 
Works/Planning 

Bringing 
discussion 
forward to Council 
concerning 
Hillside acres-
input. 

N/A Will be discussed within CAO report at  
the February Council Meeting. 

February 15th  

25 February 7th  2 Administration Taxpayer 
wondering why 
part time position 
ad wasn’t in 
January 
Grapevine 

N/A Ad was prepared on January 19, 2022 
and sent to the Review to be published 
as Stand -Alone Ad for the week of 
January 26, 2022 and week of February 
2, 2022.   To your question:  this ad was 
prepared after the January’s Grapevine 
was released. 

February 8th  

26 February 9th 4 Public Works Washboard/rough 
road 

Twp 610 East of 
Hwy855 to and 
North on RR170 
and RR165 to 
Twp612. 

After a snow event the truck traffic on 
TWP 610 will cause washboard and 
troughing. This all goes away after the 
grader has maintained the road. 
In between rounds made by the grader it 
would be wise to avoid travelling the 
troughed out cow path and maybe try 
straddling this path. It’s amazing how 
smooth it can be. Having said that, TWP 
610 was bladed this morning 

February 9th  

27 February 9th 4 Public Works Gravel in spring Twp 610 East of 
Holowaychuks 
Aggregate Pits to 
and North on 
RR170, RR165 to 
RR620 

  



 

 

 

COUNCIL REQUESTS FOR INFORMATION 

YEAR 2022 
 
 

# Date Division  Department Request Location/Area Action Taken Date 
Completed 

28 February 9th  4 Communications Share link on 
social media 

N/A The community engagement link has be 
shared on Facebook and Twitter. 

February 10th  

29 February 9th  4 Public Works Snow 
removal/grading 

Twp 600 between 
RR150 and RR151 

TWP 600 has 2” of snow which is not a 
concern at this time and actually is a 
blessing after the winds created icy 
situations over the night. This area will 
be bladed as per rotation 

February 10th  

30 February 10th  4 Gas Put item on gas 
agenda 

N/A Send out addition to Council. February 10th  

31 February 11th 4 Communications 
/ Administration 

Post on social 
media about the 
road conditions – 
put memo out to 
be patient and 
that Public Works 
is doing 
everything they 
can 

N/A Posted on social media February 11th  

32 February 11th 4 Public Works Ruts / pot holes Bellis Will pull 2 men from days off so they 
can blade. 

February 11th  

33 February 11th 4 Administration Put item on 
agenda 

N/A Clarified with Councillor what the 
recommendation on the documents 
would be and from there decided it was 
to be released for information instead. 

February 11th  

34 February 11th 4 GIS Forward grader 
maps – resident 
claims grader 
doesn’t go by 
often. 

RR155 North of 
Twp604 

Grader map forwarded for location 
provided. 

February 11th  



 

 

COUNCIL REQUESTS FOR INFORMATION 

YEAR 2022 
 
 

# Date Division  Department Request Location/Area Action Taken Date 
Completed 

35 February 14th  4 Communications Post Town Hall 
Information on 
social media 

N/A Posted on social media and website. February 14th  

36 February 14th  4 Administration Add document to 
Council agenda 

N/A Item was added to the agenda. February 15th  

37 February 15th  1 Administration Add document to 
Council agenda 

N/A Item was added to the agenda. February 15th  

38 February 18th  4 Gas Department Add document to 
natural gas 
agenda 

N/A Will add to next agenda. March 10th  

39 February 18th 2 Public Works Large snow drift Twp 594/RR130 the wind created more issues yesterday 
and we will take care of this area along 
with the rest of the drifted roads in due 
course. 

February 18th  

40 February 18th  4 Ag Department Can we 
implement 
shelterbelt 
program 

N/A Can look into a municipal program. 
Used to have one that ended in 2013. 
As of now Tree Time is what we refer 
ratepayers to. 

February 22nd  

41 February 23rd 4 Communications post Prime 
Ministers Awards 
nomination 
deadline 
extension on our 
social media 
avenues and 
forward to Aspen 
View, Catholic 
School and/or 
directly to the 
three schools in 
our region 

N/A Will be schedule to appear on 
Facebook on February 25th . 

February 23rd  



 

 

COUNCIL REQUESTS FOR INFORMATION 

YEAR 2022 
 
 

# Date Division  Department Request Location/Area Action Taken Date 
Completed 

42 February 25th 5 GIS How many 
passes a grader 
has made 

Twp 590 from 
RR185 and West 

The outcome of the queries: on 590 
west of RR 185 verified the grader was 
there on the following dates:  
February 1st  590 from RR 183N - RR 
192N,   February 7th 590 from Hwy 855 
to RR 193A and February 18th 590 from 
Hwy 855 - RR 192S. 

February 25th  

43 February 25th  4 Environmental 
Operations 
Department 

Add to next 
agenda- 2022 
RCA Conference 

N/A Will put it on next utilities agenda. March 10th  

44 February 28th  4 Economic 
Development 

Post on regional 
social media and 
forward to ag 
producer contacts 
– federal funding 
youth 
employment and 
skills program 

N/A Posted on Regional social media. March 10th  

45 March 1st 5 Administration Put up Ukrainian 
flag to show 
solidarity 

County Office Parks and Recreation manager was 
notified and will put it up. 

March 1st  

46 March 1st 4 Ag/ 
Communication 

Post the February 
28th to March 4th 
Invasive Species 
Awareness Week 
info on County 
social media. 

N/A Evonne shared the AAAF post on 
Invasive Species Week on both 
Facebook and Twitter today. 

March 1st  

47 March 2nd  4 Economic 
Development 

Assist with 
Alberta HUB 
website updates 

N/A CEDO will assist March 2nd  



COUNCIL REQUESTS FOR INFORMATION 

YEAR 2022 
 
 

# Date Division  Department Request Location/Area Action Taken Date 
Completed 

48 March 2nd  4 Ag / 
Communication 

Post LARA 
events on social 
media 

N/A We try to share most LARA events on 
our social media at every chance we 
get. If Council would like to share every 
LARA post perhaps Council should 
consider making a motion to that affect 
for Evonne so she is aware we need to 
be re-sharing each post. For the time 
being we will go ahead and have 
Evonne share this. Communications 
posted the LARA events. 

March 4th  

49 March 3rd 4 Economic 
Development / 
Communications 

Post info Re: 
Alberta Hemp 
Alliance  

N/A CEDO forwarded to Evonne for County.  

50 March 7th 2 Public Works Updated on snow 
removal 

All over All snow removal equipment began early 
this morning. Currently it is much worse in 
the west end due to more open areas 
without tree or bush wind breaks. 
Graders will continue on their rounds as per 
policy. They wont be jumping around as 
most roads are in equally bad condition. I 
will continue to travel roads this afternoon 
and if deemed absolutely necessary, a 
change in direction could take place. 

March 7th  

51 March 9th  4 Fire Protective Make sure we are 
registered for 
AFCA conference 

N/A Will register all who want to attend. March 10th  

52 March 9th  4 Public Works Moving drifts Twp 594 East of 
RR163 

I just inspected Twp 594, east of RR 
163 and found it had been cleared at 
some time today. 

March 9th  

53 March 9th 4 Administration/ 
Finance 

Comment on 
Reporter 
questions. 

N/A Don’t have the time to answer all of the 
questions asked. Only information that 
was available was provided to 
Councillor 
 

March 9th  



 

COUNCIL REQUESTS FOR INFORMATION 

YEAR 2022 
 
 

# Date Division  Department Request Location/Area Action Taken Date 
Completed 

54 March 10th  4 Communications  Post if not already 
posted – Rural 
Health Beat 

N/A We haven’t shared this type of 
communication through our social 
media channels before. Reason being is 
that it doesn’t align with the objectives 
of the Social Media policy (Objective 
3.1: Increase awareness of municipal 
services, emergency response 
communication, needs and events such 
as public notices, upcoming projects). 
While this information does have value, 
it may be better suited to be shared 
through the Region’s channels.   

March 10th  

55 March 11th 2 Public Works Road hasn’t been 
graded yet 

Range Road 131 
north from Twp 
590-594 and Twp. 
594 going east from 
Range Road 130 

Was completed already March 11th  

56 March 11th  4 Finance Policing costs for 
the past and 
going forward 
years 

N/A   

57 March 11th  4 Administration Who can fill out 
AER survey on 
County’s behalf 

N/A   

58 March 11th  4 Asst. CAO Bring Social 
Media policy to 
next Policy 
Committee 
Meeting 

N/A Was discussed to do so. Will be brough 
to Council attention at the next Council 
meeting. 

March 11th  

59 March 11th 4 Communications Post “Coffee with 
a Cop” on social 
media 

N/A Scheduled the Coffee with a Cop poster 
to appear on social media on March 15 
and April 20. 

March 14th  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

COUNCIL REQUESTS FOR INFORMATION 

YEAR 2022 
 
 

# Date Division  Department Request Location/Area Action Taken Date 
Completed 

60 March 11th  4 Public works Access Shemluk and 
Brodyk Lakes on 
TWP 604 West of 
RR170 

The drifting to Shemluk is too hard for 
the grader to be wasting time on. The 
buggy with the V-plow will remove snow 
next week. 

March 11th  

61 March 11th 2 Communications Send to Vilna as 
well (#59) 

N/A Was already cc’d in previous email March 11th  



SHOP FOREMAN REPORT TO COUNCIL
2022/03/15

21
GOALS  

15%
GOAL COMPLETION

PUBLIC WORKS SHOP FOREMAN PLAN

(SHOP) GOVERNANCE

Goal Progress Update Tasks Current Completion

Mark Fedoretz:

Achievements:

1. Attend managers meetings

2. Attend safety meetings

3. Starting and helping complete projects  in the shop

4. Vehicle check lists .

5. Attend Departmental meetings

6. Signing Timesheets and bills

7. Oil samples and act on recommendations

Challenges: No value

Next Steps: No value

2022/03/15

Annual Inventory Count Month
to be
comple
te by:
Decem
ber



Warranty repairs Month
to be
comple
te by:
No
value



Annual Employee Evaluations Month
to be
comple
te by:
Decem
ber



Spec out vehicles and
equipment to be purchased for
all departments

Month
to be
comple
te by:
No
value



Behind
0%

0 / 100%

Administrative (PW Shop Foreman):
100%

https://smokylakecounty.executestrategy.net/user/goals/4495
5.1.c



Goal Progress Update Tasks Current Completion

Mark Fedoretz:

Achievements: No contract work to report this  period

Challenges: No value

Next Steps: No value

2022/03/15

Behind
0%

0 / 100%

On Track
0%
0 /

Mark Fedoretz:

Achievements: No contract work in this  reporting period.

Challenges: No value

Next Steps: No value

2022/03/15

Behind
0%

0 / 100%

Mark Fedoretz:

Achievements:

1. 511  Replace wing pin. February 17 2022

2. 525 Replace hose on dozer, replace hose for transmission, fix right rear
tandem tire. February 17 2022

3. 509 Tighten bolt and replaced cotter pin on wing. February 22 2022

4. 644 Replace blades. February 23 2022

5. 505 Change out tire and repair flat in shop. February 23 2022

6. 509 Replace transmission oil line. February 23 2022

7. 502 Fix block heater cord end. February 23 2022

8. 507A Fix oil leak. February 24 2022

9. 509 Pushed back in pole pins and replaced cotter pin. February 28 2022

10. 525 Fix transmission oil hose. February 28- March 2 2022

11. 511 Change out front right tire and repair flat in shop.  February 28 2022

12. 601 Put C-frame back on. March 1 2022

13. 509 Replace mow board blades. March 1 2022

14. 511 Try to start grader to get into shop. March 2 2022

15. 508 Repair tire. March 3 2022

Behind
0%

0 / 100%

Contract Work (PW Shop Foreman):
100%

Contract CVIPs

Council Member Inquiry (PW Shop
Foreman): 100%

Equipment (PW Shop Foreman): 100%

https://smokylakecounty.executestrategy.net/user/goals/4497
https://smokylakecounty.executestrategy.net/user/goals/4498
https://smokylakecounty.executestrategy.net/user/goals/4500
https://smokylakecounty.executestrategy.net/user/goals/4509


Goal Progress Update Tasks Current Completion

16. 525 Change out front tire and repair flat in shop. March 3 2022

17. 525 Changed out right rear tire and repaired tire in shop. March 3 2022

18. 502 Service and change front wheel lean hose. March 3 2022

19. 508 Replace mow board blades. March 4 2022

20. 511 Service and changed blades. March 4 2022

21. 508 Service and changed mow board s lides and circle shims. March 8
2022

22. 472 Replaced fuel injector line. March 8 - March 9 2022

23. 616 Replaced batteries in both front and rear engines . March 8 2022

24. 616 Service. March 9 2022

25. 507A Repair oil leak. March 9 2022

26. 502 Fix hydraulic oil leak. March 10 2022

27. 616 Put V-plow on. March 10 2022

28. 508A Changed left front tire and replaced tire on rim. March 10 2022

29. 502 Change Right front tandem tire and repair in shop. March 11 2022

30. 601 Diagnose starter issue. March 11 2022

31. 511 Change Right front tire and bring to shop for repair. March 11 2022

Challenges: No value

Next Steps: No value

2022/03/14

Mark Fedoretz:

Achievements:

1. 429 Service and new tires . February 17 2022

2. 410A Service. February 24 2022

3. 429 Fix electrical issues. March 8 2022

Challenges: No value

Next Steps: No value

2022/03/15

Behind
0%

0 / 100%

Protective Services
Maintenance/Repair (PW Shop
Foreman): 100%

https://smokylakecounty.executestrategy.net/user/goals/4510


Goal Progress Update Tasks Current Completion

Mark Fedoretz:

Achievements: No training to report

Challenges: No value

Next Steps: No value

2022/03/15

Behind
0%

0 / 100%

Mark Fedoretz:

Achievements:

1. 206 Service and replace water pump. February 16- February 22 2022

2. 195 Fix Wiring to lights . February 17 2022

3. 435 Service. February 25 2022

4. 195 Fix electrical issues. February 25 2022

5. 194 CVIP February 25- March 3 2022

6. 197 Replaced batteries . March 1 2022

7. 217 Fix lights  in trailer. March 1 2022

8. 195 Replace front s lack adjusters  March 1- March 3 2022

9. 120 Fix lights  and repair wiring in trailer. March 2 2022

10. 202 Service March 2 2022

11. 106A Service. March 2 2022

12. 155 Got running and brought to shop. March 4 2022

13. 196 CVIP. March 4- March 10 2022

14. 164 Changed oil in motor and re-winterized. March 7 2022

15. 110 Fix Electrical issues with limp mode. March 7 2022

16. 476 Fix Electrical issue upon no start. March 7 2022

17. 116 Check engine light on with aftertreatment system. March 8 2022

18. 199A CVI.P March 10 2022 -March 15 2022

19. 106A Replace front calipers  and brakes . March 9 2022

20. 104 Service and changed front CV axle. March 9 2022

21. 101A Scan and clear codes. March 9 2022

22. 118A Scan and let vehicle melt down in shop, check fluids . March 9 2022

Behind
0%

0 / 100%

Training (PW Shop Foreman): 100%

Vehicle (PW Shop Foreman): 100%

https://smokylakecounty.executestrategy.net/user/goals/4524
https://smokylakecounty.executestrategy.net/user/goals/4525


Goal Progress Update Tasks Current Completion

23. 108 Replace alternator. March 9 2022

24. 115 Replace  headlight bulb. March 11 2022

25. 109 Service. March 11 2022

Challenges: No value

Next Steps: No value

2022/03/15

Behind
0%
0 /

Sand truck 3 Month
to be
comple
te by:
Octob
er



Sand truck 2 Month
to be
comple
te by:
Octob
er



Sand truck 1 Month
to be
comple
te by:
Octob
er



Behind
0%
0 /

Behind
0%

0 / 150 Service(s)

31- Annual 3-Semi-Annually x 2
CVIP’s on trucks, trailers, vans
and buses. Trailers are done
from December to February.
Trucks are done from March to
April.

Sand trucks ready for Winter

150 Services to vehicles and
equipment: 150 Service(s)

https://smokylakecounty.executestrategy.net/user/goals/4526
https://smokylakecounty.executestrategy.net/user/goals/4527
https://smokylakecounty.executestrategy.net/user/goals/4528


Goal Progress Update Tasks Current Completion

Sand truck 1 Month
to be
comple
te by:
April



Sand truck 2 Month
to be
comple
te by:
April



Sand truck 3 Month
to be
comple
te by:
April



Behind
0%
0 /

Sand truck 3 Month
to be
comple
te by:
Octob
er



Sand truck 2 Month
to be
comple
te by:
Octob
er



Sand truck 1 Month
to be
comple
te by:
Octob
er



Complete
100%
100 /

Tandem Trucks ready for
summer

Sand trucks ready for Winter

https://smokylakecounty.executestrategy.net/user/goals/4529
https://smokylakecounty.executestrategy.net/user/goals/3136


Goal Progress Update Tasks Current Completion

Sand truck 3 Month
to be
comple
te by:
April



Sand truck 2 Month
to be
comple
te by:
April



Sand truck 1 Month
to be
comple
te by:
April



Overdue
0%
0 /

Overdue
0%
0 /

Overdue
0%

0 / 150 Service(s)

Tandem Trucks ready for summer

31- Annual 3-Semi-Annually x 2 CVIP’s
on trucks, trailers, vans and buses.
Trailers are done from December to
February. Trucks are done from March
to April.
150 Services to vehicles and
equipment: 150 Service(s)

https://smokylakecounty.executestrategy.net/user/goals/3138
https://smokylakecounty.executestrategy.net/user/goals/3153
https://smokylakecounty.executestrategy.net/user/goals/3158


(SHOP) MANAGER'S PLAN

Goal Progress Update Tasks Current Completion

Behind
0%
0 /

(SHOP) Training Event Form 2022

https://smokylakecounty.executestrategy.net/user/goals/4544


(SHOP) COUNCIL COMMITTEE MOTIONS/INQUIRIES

Goal Progress Update Tasks Current Completion

Patti Priest:

Achievements: A letter to Bruce & Patti Chern was prepared by Legis lative
Services to notify them of the Council Motion.
The Reeve s igned the letter on April 12, 2021, which scanned and emailed to
Bruce the same day. 

Municipal File: 3-116

Challenges: No value

Next Steps: No value

2021/04/12

Complete
100%
100 /

Mark Fedoretz:

Achievements: Trucks should be ready for pick up in February

Challenges: No value

Next Steps: No value

2022/01/18

On Track
52%
52 /

Patti Priest:

Achievements: Unit 455 retained for possible future sale.

Challenges: No value

Next Steps: No value

2021/08/19

Overdue
0%
0 /

Mark Fedoretz:

Achievements: its  on order and should be arriving in march 2022

Challenges: No value

Next Steps: No value

2021/10/05

Overdue
55%
55 /

Golden View Fabricating Ltd. One-pass
Pull Type Grader System

Enterprise Fleet Management Canada
Inc. Leases – Fleet Colours

County Surplus Equipment – Unit 455

Capital Purchase – Unit 196 Year-2021
Decap Belly Dump Trailer

https://smokylakecounty.executestrategy.net/user/goals/3742
https://smokylakecounty.executestrategy.net/user/goals/4154
https://smokylakecounty.executestrategy.net/user/goals/4030
https://smokylakecounty.executestrategy.net/user/goals/4153


EMERGENCY SERVICES REPORT TO COUNCIL AS OF:
2022/03/14

7
GOALS

FIRE SERVICES PLAN

(FIRE) COMMUNITY SERVICES

Goal Progress Update

5.1.e



Goal Progress Update

NEW  Scott Franchuk:

Achievements:  

Collected all donated fire gear from the 3 Fire Department

Catalogued all gear and equipment being sent to Ukraine

Delivered all gear and equipment to the warehouse in Edmonton

Completed the draft 2022 Fire Chief work plan

Completed a draft job description for the Fire Clerk position

Completed a job advertisement for the Fire Clerk position

Completed 25 Alberta Transporation invoices

Updating Mutual Aid agreement and sending the document to be executed

Started the planning for Emergency Prepareness Week

Started the planning for the Junior Firefighter Summer Camp

Transitional Solutions

Completed meeting with the project manager on the next phase

Arranging a meeting between TSI and all 4 municipalities  finance departments 

Challenges: No value

Next Steps: No value

2022/03/14

NEW  Scott Franchuk:

Achievements:  

29 Fire permits  issued with 17 inspected

1 Fireworks permit issued

Challenges: No value

Next Steps: No value

2022/03/14

1. Administrative Activity (FIRE): 100%

2. Fire Protective Services: 100%

https://smokylakecounty.executestrategy.net/user/goals/4808
https://smokylakecounty.executestrategy.net/user/goals/4810


Goal Progress Update

NEW  Scott Franchuk:

Achievements:  

The fire department responded to 5 collis ions , 2 fires and 1 fire alarm

The department hosted 3 practices

Members assisted with organizing the supplies and gear donated to Ukraine

6 members have completed their first aid, AED and CPR training

Challenges: No value

Next Steps: No value

2022/03/14

NEW  Scott Franchuk:

Achievements:  

Vilna Fire Department responded to 2 collis ions and 1 fire alarm

The department hosted 3 practices

Members assisted in organizing the supplies and gear being sent to Ukraine

Rescue 429 got new tires

Challenges: No value

Next Steps: No value

2022/03/14

NEW  Scott Franchuk:

Achievements:  

Waskatenau Fire Department responded to 1 collis ion

The fire department hosted 1 practice

Members assisted in organizing supplies and gear being sent to Ukraine

Challenges: No value

Next Steps: No value

2022/03/14

3. Smoky Lake Fire Department: 100%

4. Vilna Fire Department: 100%

5. Waskatenau Fire Department: 100%

https://smokylakecounty.executestrategy.net/user/goals/4811
https://smokylakecounty.executestrategy.net/user/goals/4813
https://smokylakecounty.executestrategy.net/user/goals/4814


Goal Progress Update

NEW  Scott Franchuk:

Achievements:  

Emergency Prepareness Day in Smoky Lake - May 7

Farm Extrication Course in St. Paul - May 27-29

Alberta Fire Chief Conference in Red Deer - May 29-31 

Challenges: No value

Next Steps: No value

2022/03/14

NEW  Scott Franchuk:

Achievements:  

No Council inquiries at this  time

Challenges: No value

Next Steps: No value

2022/03/14

6. Training Activity (FIRE): 100%

7. Council Member Inquiry (FIRE): 100%

https://smokylakecounty.executestrategy.net/user/goals/4812
https://smokylakecounty.executestrategy.net/user/goals/4809


PUBLIC WORKS SAFETY REPORT TO COUNCIL
2022/03/15

57
GOALS  

13%
GOAL COMPLETION

PUBLIC WORKS SAFETY PLAN

(SAFE) GOVERNANCE

Goal Progress Update Tasks Current Completion

Trevor Tychkowsky:

Achievements: Feb 24 AEMA monthly training 

Challenges: No value

Next Steps: No value

2022/03/15

Behind
0%

0 / 100%

Trevor Tychkowsky:

Achievements: no further action required

Challenges: No value

Next Steps: No value

2021/09/15

Behind
0%
0 /

Trevor Tychkowsky:

Achievements: Feb 25 made claim for training with ASIST for Nait IMT training 

Challenges: No value

Next Steps: No value

2022/03/15

Behind
0%
0 /

Behind
0%
0 /

Disaster Services (Safety O�cer):
100%

Apply for grants when needed

ASIST Training

Attend Disaster summit

https://smokylakecounty.executestrategy.net/user/goals/69
https://smokylakecounty.executestrategy.net/user/goals/3183
https://smokylakecounty.executestrategy.net/user/goals/3186
https://smokylakecounty.executestrategy.net/user/goals/3209
5.1.f



Goal Progress Update Tasks Current Completion

Trevor Tychkowsky:

Achievements: no further action required

Challenges: No value

Next Steps: No value

2021/05/17

Behind
0%
0 /

Trevor Tychkowsky:

Achievements: Dec 7 - Jan 18 dealt with 6 calls  for call center  

Challenges: No value

Next Steps: No value

2022/01/18

Behind
0%
0 /

Trevor Tychkowsky:

Achievements: Feb 25 ASIST meeting 
 

Challenges: No value

Next Steps: No value

2022/03/15

Behind
0%
0 /

Trevor Tychkowsky:

Achievements: Dec 15 booked EMO course for council Jan 11, 2022 

Challenges: No value

Next Steps: No value

2022/01/18

Behind
0%
0 /

Trevor Tychkowsky:

Achievements: Feb 3 meeting with AEMA and DEM's  for changes to bylaws 

Challenges: No value

Next Steps: No value

2022/02/18

Behind
0%
0 /

Behind
0%
0 /

Behind
0%
0 /

Attend yearly AEMA Summit

Attend yearly Disaster forum

Chair Organized regional team
(ASIST)

Do yearly training for EOC team

Hold regular meeting

Hold regular meeting (Regional
Councils)

Hold table top training for EOC
team

https://smokylakecounty.executestrategy.net/user/goals/3215
https://smokylakecounty.executestrategy.net/user/goals/3218
https://smokylakecounty.executestrategy.net/user/goals/3227
https://smokylakecounty.executestrategy.net/user/goals/3363
https://smokylakecounty.executestrategy.net/user/goals/3384
https://smokylakecounty.executestrategy.net/user/goals/3385
https://smokylakecounty.executestrategy.net/user/goals/3386


Goal Progress Update Tasks Current Completion

Trevor Tychkowsky:

Achievements: Jan 26 update on CEMP 
Feb 1, 2 update on CEMP 

 

Challenges: No value

Next Steps: No value

2022/02/18

Behind
0%
0 /

Trevor Tychkowsky:

Achievements: Mar 2 worked on fuel cardlock system not working properly 
Mar 8 made emergency run for parts  for PW tractor 

Challenges: No value

Next Steps: No value

2022/03/15

Behind
0%

0 / 100%

Behind
0%
0 /

Behind
0%
0 /

Trevor Tychkowsky:

Achievements: Jan 21 did final billing for phones to departments
Jan 21 did billing for safety delivered to town staff  

Jan 25 council departmental meeting 

Jan 31 worked on security system for office error on system 

Feb 3 listened to presentation legal obligation for snow plowing 

Feb 3 meeting with security company on different systems 

Feb 10 meeting with management for how to deal with COVID changes within
staff  

Challenges: No value

Next Steps: No value

2022/02/18

Behind
0%

0 / 100%

Update CEMP manual

Public Works (Safety O�cer): 100%

Work on security system and
gate operation for P.W.

Work on special projects when
required

Administrative (Safety O�cer): 100%

https://smokylakecounty.executestrategy.net/user/goals/3473
https://smokylakecounty.executestrategy.net/user/goals/71
https://smokylakecounty.executestrategy.net/user/goals/3482
https://smokylakecounty.executestrategy.net/user/goals/3483
https://smokylakecounty.executestrategy.net/user/goals/4485


Goal Progress Update Tasks Current Completion

Trevor Tychkowsky:

Achievements: dealt with 8 after hr calls  for Kyetech 

Challenges: No value

Next Steps: No value

2022/03/15

Behind
5%
5 /

Trevor Tychkowsky:

Achievements: Jan 18 did yearly filing on Cascade system 

Challenges: No value

Next Steps: No value

2022/02/18

Behind
0%
0 /

Behind
0%
0 /

Behind
0%
0 /

Trevor Tychkowsky:

Achievements: Feb 23 H&S committee meeting 

Challenges: No value

Next Steps: No value

2022/03/15

Behind
0%
0 /

Trevor Tychkowsky:

Achievements: Feb 24 dealing with broken phones 

Challenges: No value

Next Steps: No value

2022/03/15

Behind
0%
0 /

Trevor Tychkowsky:

Achievements: Feb 28 switched over phone plans for staff 

Challenges: No value

Next Steps: No value

2022/03/15

Behind
0%
0 /

Behind
0%
0 /

Receive calls from after hour
operator for taxpayers concerns

Cascade reports

Hold yearly meeting

Testing of drugs for staff
suspected to be under the
in�uence

Safety Committee

Cellular Devices

Manage phone problems

Social events

https://smokylakecounty.executestrategy.net/user/goals/4486
https://smokylakecounty.executestrategy.net/user/goals/4487
https://smokylakecounty.executestrategy.net/user/goals/4488
https://smokylakecounty.executestrategy.net/user/goals/4489
https://smokylakecounty.executestrategy.net/user/goals/4490
https://smokylakecounty.executestrategy.net/user/goals/4491
https://smokylakecounty.executestrategy.net/user/goals/4492
https://smokylakecounty.executestrategy.net/user/goals/4494


Goal Progress Update Tasks Current Completion

On Track
100%

0 / 0 Complaint(s)
Trevor Tychkowsky:

Achievements: Looking at Annual Safety days of April 29th or May 6th  

Challenges: No value

Next Steps: No value

2022/03/15

Behind
0%

0 / 100%

Trevor Tychkowsky:

Achievements: Mar 10 first aid for staff (5 staff)
temp date set for next course Mar 23 

Challenges: No value

Next Steps: No value

2022/03/15

Behind
0%

0 / 100%

Behind
0%
0 /

Trevor Tychkowsky:

Achievements: Mar 4 Completed BLS update
Mar 4 worked on power point instruction for first aid   

Challenges: No value

Next Steps: No value

2022/03/15

Behind
0%
0 /

Behind
0%
0 /

Trevor Tychkowsky:

Achievements: Mar 7 completed orientation for PW shop staff 

Challenges: No value

Next Steps: No value

2022/03/15

Behind
0%
0 /

Behind
0%
0 /

Behind
0%
0 /

Answer e-mails from Call center
for after hour complaints 0
Complaint(s)

Council Member Inquiry (Safety
O�cer): 100%

Training (Safety O�cer): 100%

Attend Alberta Safety
Conference

Instructor courses

Complete CPTED

Complete Orientation

Attend Annual H&S safety
conference

Safety Tracking

https://smokylakecounty.executestrategy.net/user/goals/4493
https://smokylakecounty.executestrategy.net/user/goals/4499
https://smokylakecounty.executestrategy.net/user/goals/4501
https://smokylakecounty.executestrategy.net/user/goals/4502
https://smokylakecounty.executestrategy.net/user/goals/4503
https://smokylakecounty.executestrategy.net/user/goals/4504
https://smokylakecounty.executestrategy.net/user/goals/4505
https://smokylakecounty.executestrategy.net/user/goals/4506
https://smokylakecounty.executestrategy.net/user/goals/4507


Goal Progress Update Tasks Current Completion

Behind
0%
0 /

Trevor Tychkowsky:

Achievements: Jan 19 worked on fire drill info 
Jan 19 worked on safety committee info 

Jan 20 contacted insurance on stolen trailer to look at findings 

Jan 24 sent worker competencies to management to be filled out 

Jan 28 went to Fort Sask for Phone supplies and also parts  for PW 

Jan 31 made changes to after hrs  protocol for Ag dept 

Feb 4 contacted another company for quote on wheelchair ramp 

Challenges: No value

Next Steps: No value

2022/02/18

Behind
0%

0 / 100%

Trevor Tychkowsky:

Achievements: March 7 finished books to be taken to AMHSA
Mar 10 took books to AMHSA for limited scope audit 

Challenges: No value

Next Steps: No value

2022/03/15

Behind
0%
0 /

Trevor Tychkowsky:

Achievements: Feb 28 reviewed  8 JSA's  with no issues noted 

Challenges: No value

Next Steps: No value

2022/03/15

Behind
0%
0 /

Trevor Tychkowsky:

Achievements: Feb 23 worked with contractor to get quote for wheelchair ramp
at county office 
Mar 3 worked with contractor for outs ide lighting at county Office.

Challenges: No value

Next Steps: No value

2022/03/15

Behind
0%
0 /

Attend Safety group NASC

Safety (Safety O�cer): 100%

Annual Safety Audit

Hazard Identi�cation

Assist all other departments

https://smokylakecounty.executestrategy.net/user/goals/4508
https://smokylakecounty.executestrategy.net/user/goals/4511
https://smokylakecounty.executestrategy.net/user/goals/4512
https://smokylakecounty.executestrategy.net/user/goals/4513
https://smokylakecounty.executestrategy.net/user/goals/4514


Goal Progress Update Tasks Current Completion

Trevor Tychkowsky:

Achievements: Mar 10 and 11th RUSA meeting and AGM Red Deer  

Challenges: No value

Next Steps: No value

2022/03/15

Behind
0%
0 /

Trevor Tychkowsky:

Achievements: Mar 3 did 2 s ite inspection small issues corrected 
Mar 4 did 1 s ite inspections no issues found 

Mar 14 did inspection and helped with road closure for snow removal 

Challenges: No value

Next Steps: No value

2022/03/15

Behind
0%
0 /

Trevor Tychkowsky:

Achievements: Feb 10 making changes to policies as per audit requirements 

Challenges: No value

Next Steps: No value

2022/02/18

Behind
0%
0 /

Behind
0%
0 /

Behind
0%
0 /

Trevor Tychkowsky:

Achievements: Feb 15, 2022 taxpayer damage
Our county grader was turning around in taxpayer entrance when he hit a snow
back that had a flowerpot in it.

- After investigation flowerpot was moved but not damaged

- Tried to contact taxpayer will look at it again when snow is  gone

 

Feb 24 2022 Taxpayer damage

Grader benching snow in ditches when it s lid down into taxpayers fence

- Grader was near a steep incline was trying to bench back snow

- Slid into fence breaking a few posts

Behind
0%
0 /

Vice president RUSA

informal inspections

Review safety manual

Tool box meetings

Incident investigation from
public

Incident investigation from staff

https://smokylakecounty.executestrategy.net/user/goals/4515
https://smokylakecounty.executestrategy.net/user/goals/4516
https://smokylakecounty.executestrategy.net/user/goals/4517
https://smokylakecounty.executestrategy.net/user/goals/4520
https://smokylakecounty.executestrategy.net/user/goals/4521
https://smokylakecounty.executestrategy.net/user/goals/4522


Goal Progress Update Tasks Current Completion

- Taxpayer notified will replace posts  in spring

 

Feb 28 2022 vehicle damage

County unit was clearing snow within the hamlets with loader when was near
some trees branch swung back hitting the s ide window breaking it.

- Lack of knowledge as to conditions

- Make sure we don’t work to close to trees

- Window was replaced

 

Mar 1 2022 Vehicle damage

Worker picked up stray dogs to be transported to the dog pound. When worker
was talking to pound operator the dogs were left ins ide the cab. The dogs bit
the door the door by the widow.

- Dogs were left unattended

- Place in crate when transporting them

- Damage to door was minor so was not fixed

Mar 2 , 2022 Injury

County worker was clearing snow with tractor and plow. Was trying to clean out
the shoulder of the road. Hit a stump causing the unit to come to a quick stop

- Lack of knowledge as to clean new area

- Make sure you travel s low when clearing area you don’t know

- Worker was wearing his  seatbelt but was jarred and was soar but continued
to work

- Worker didn’t seek further medical help but will let me know if it get worse.

Challenges: No value

Next Steps: No value

2022/03/15



Goal Progress Update Tasks Current Completion

Trevor Tychkowsky:

Achievements: Jan 26 filled out WCB paper work from incident that occurred in
June 2021  

Challenges: No value

Next Steps: No value

2022/02/18

Behind
0%
0 /

On Track
0%
0 /

On Track
100%

0 / 0 Inspection(s)
Trevor Tychkowsky:

Achievements: no further action required

Challenges: No value

Next Steps: No value

2021/05/17

On Track
38%

38.18 / 100%

Behind
0%
0 /

Trevor Tychkowsky:

Achievements: Jan 19 meeting with risk pro staff for audit requirements

Challenges: No value

Next Steps: No value

2022/02/18

Behind
0%
0 /

Trevor Tychkowsky:

Achievements: Mar 15 did generator startup 

Challenges: No value

Next Steps: No value

2022/03/15

Behind
-9%

0 / 12 Service(s)

On Track
100%

0 / 0 Inspection(s)

Fill out WCB reports Risk
Management

Transport worker to OIS clinic
Edmonton

Check over JSA forms from site
inspections 0 Inspection(s)

Risk Pro (Safety O�cer): 100%

Attend strat plan meetings

RMA Risk pro meeting and
requirements

Service Generators: 1 Service(s)
to 12 Service(s)

Jubilee insurance inspections 0
Inspection(s)

https://smokylakecounty.executestrategy.net/user/goals/4523
https://smokylakecounty.executestrategy.net/user/goals/4518
https://smokylakecounty.executestrategy.net/user/goals/4519
https://smokylakecounty.executestrategy.net/user/goals/70
https://smokylakecounty.executestrategy.net/user/goals/3213
https://smokylakecounty.executestrategy.net/user/goals/3443
https://smokylakecounty.executestrategy.net/user/goals/3456
https://smokylakecounty.executestrategy.net/user/goals/3395


Goal Progress Update Tasks Current Completion

Trevor Tychkowsky:

Achievements: Dec 7 contacted RMA of a VFIS claim for fire fighter death at
home 
Dec 16 contacted RMA trailer stolen from Bogdan's  pit

Challenges: No value

Next Steps: No value

2022/01/18

On Track
100%

0 / 0 Investigation(s)

Jubilee insurance investigations
0 Investigation(s)

https://smokylakecounty.executestrategy.net/user/goals/3396


(SAFE) COUNCIL & COMMITTEE MOTIONS/INQUIRIES

Goal Progress Update Tasks Current Completion

Patti Priest:

Achievements: Cheque No. 51069 dated March 25, 2021

Challenges: No value

Next Steps: No value

2021/03/29

Complete
100%
100 /

Patti Priest:

Achievements: Recorded on the Action List for historical reference.

Challenges: No value

Next Steps: No value

2021/03/17

Complete
100%
100 /

Patti Priest:

Achievements: Motion 900-21 emailed to the Safety Officer for follow up on
January 25, 2022 by the Legis lative Services Clerk.

Challenges: No value

Next Steps: No value

2022/01/25

Overdue
28%
28 /

Patti Priest:

Achievements: As per telephone conversation between the Legis lative Service
Clerk & the Safety Officer on September 22, 2021 at 12:33 pm, the Safety Officer
has confirmed he will be contacting Mr. Shepert on September 23, 2021 to
inform him of Councils  decis ion.

Challenges: No value

Next Steps: No value

2021/09/22

Overdue
65%
65 /

Damage Claim – Private Property
within the Hamlet of Spedden

Annual Safety Meeting

County Fuel Tank Inventory on Private
Land

Vehicle Damage Claim with respect to
Policy 14-A.10

https://smokylakecounty.executestrategy.net/user/goals/3663
https://smokylakecounty.executestrategy.net/user/goals/3671
https://smokylakecounty.executestrategy.net/user/goals/3972
https://smokylakecounty.executestrategy.net/user/goals/4107


PLANNING & DEVELOPMENT PLAN - USE FOR MONTHLY COUNCIL UPDATES
2022/03/10

16
GOALS  

27%
GOAL COMPLETION

PLANNING & DEVELOPMENT PLAN

(P&D) COUNCIL AND COMMITTEE MOTIONS/INQUIRIES

Goal Owner Progress Update Current Completion

Jordan Ruegg | Planning &
Development Manager

Jordan Ruegg:

Achievements: Surveying of the REC Lease will take place in Spring 2022, and
once it has been completed, the application can be made to Alberta
Environment and Parks to renew the Lease.

Challenges: No value

Next Steps: No value

2022/03/10

25%
25 /

66% behind

Jordan Ruegg | Planning &
Development Manager

Jordan Ruegg:

Achievements: The Planning and Development Department is  working in
preparing an amendment to the Land Use Bylaw No. 1272-14 to provide
provis ions for the keeping of small livestock animal units  in hamlet and
residential districts . Once an amendment has been prepared, the Planning
and Development Department will bring it to a future Committee of the Whole
meeting for discussion.

Challenges: No value

Next Steps: No value

2022/03/10

1%
1 /

88% behind

Recreational Lease Disposition Renewal – REC
Lease 170007 (NE-34-61-17-W4M)

Land Use Bylaw No. 1272-14 Amendment – Small
Livestock in Urban Areas

https://smokylakecounty.executestrategy.net/user/goals/3559
https://smokylakecounty.executestrategy.net/user/goals/3706
5.1.g



Goal Owner Progress Update Current Completion

Jordan Ruegg | Planning &
Development Manager

Jordan Ruegg:

Achievements: The Planning and Development Department is  working to
prepare the necessary documentation to apply for a reduction/elimination of
the 300 metre development setback which applies to the nuisance ground.
Once there is  a development permit application submitted to the County, the
County will be able to assist with the application to reduce/eliminate the
setback.
 

Challenges: No value

Next Steps: No value

2022/03/09

40%
40 /

25% ahead

Jordan Ruegg | Planning &
Development Manager

20%
20 /

5% ahead
Jordan Ruegg | Planning &

Development Manager
Jordan Ruegg:

Achievements: The Planning and Development Department is  working in
preparing an amendment to the Land Use Bylaw No. 1272-14 to provide
provis ions for the keeping of small livestock animal units  in hamlet and
residential districts . Once an amendment has been prepared, the Planning
and Development Department will bring it to a future Committee of the Whole
meeting for discussion.

Challenges: No value

Next Steps: No value

2022/03/09

96%
96 /

81% ahead

Jordan Ruegg | Planning &
Development Manager

Jordan Ruegg:

Achievements: The Planning and Development Department is  preparing a bylaw
to close the road plans and is  working with the landowner and a surveyor to
finalize the documents prior to said bylaw being forwarded to Council for
consideration of First Reading.

Challenges: No value

Next Steps: No value

2022/03/10

10%
10 /

5% behind

Application to Vary the 300M Setback - former
Waskatenau Nuisance Ground

What We Heard Report: Hamlet Chickens, Dark
Skies Designation, and RVs at Lake Lots

Lake & Hamlet Subdivision Signage Project

Closure of Road Plan 10 C.L. & Road Plan
3098HW, located within NE-19-57-13-W4M

https://smokylakecounty.executestrategy.net/user/goals/4096
https://smokylakecounty.executestrategy.net/user/goals/4099
https://smokylakecounty.executestrategy.net/user/goals/4102
https://smokylakecounty.executestrategy.net/user/goals/4111


Goal Owner Progress Update Current Completion

Jordan Ruegg | Planning &
Development Manager

Jordan Ruegg:

Achievements: The Planning and Development Department is  working with the
landowner and a surveyor to prepare the necessary documents to affect the
proposed road closures .

Challenges: No value

Next Steps: No value

2022/03/10

15%
15 /

52% behind

Jordan Ruegg | Planning &
Development Manager

Jordan Ruegg:

Achievements: The Planning and Development is  conducting a jurisdictional
scan of other municipalities  to determine how they address trails  within their
borders and has also had internal meetings with other departments to
discuss the strategy and the type of work and budgeting that it would entail.
The Planning and Development Department will also conduct a series of
engagement sessions in Spring 2022 to obtain public input on the proposed
trail strategy. Once these meetings and engagement sessions have taken
place, the feedback obtained will be brought to a future meeting for further
discussion.

Challenges: No value

Next Steps: No value

2022/03/10

25%
25 /

15% behind

Jordan Ruegg | Planning &
Development Manager

Jordan Ruegg:

Achievements: The Planning and Development Department is  currently working
on preparation of an amendment to the Land Use Bylaw to create a
"Recreation" Land Use District with “Permitted Uses”, including campgrounds,
RV parks , hunting lodges, resorts , bed & breakfasts , and other s imilar uses ,
and to propose the removal the aforementioned “Uses” from the list of
“Discretionary Uses” under the Agriculture District, and will bring this  proposed
amendment forward to a future County Council meeting for discussion.

Challenges: No value

Next Steps: No value

2022/03/10

10%
10 /

34% behind

Road Closure - Road Plan 10 CL and Road Plan
3098HW, NE-19-57-13-W4

Lake Trails Strategy

Land Use Bylaw 1272-14 Amendment to create a
Recreation District

https://smokylakecounty.executestrategy.net/user/goals/4181
https://smokylakecounty.executestrategy.net/user/goals/4221
https://smokylakecounty.executestrategy.net/user/goals/4352


Goal Owner Progress Update Current Completion

Jordan Ruegg | Planning &
Development Manager

Jordan Ruegg:

Achievements: The Planning and Development is  conducting a jurisdictional
scan of other municipalities  to determine how they address trails  within their
borders and has also had internal meetings with other departments to
discuss the strategy and the type of work and budgeting that it would entail.
The Planning and Development Department will also conduct a series of
engagement sessions in Spring 2022 to obtain public input on the proposed
trail strategy. Once these meetings and engagement sessions have taken
place, the feedback obtained will be brought to a future meeting for further
discussion.

Challenges: No value

Next Steps: No value

2022/03/09

26%
26 /

18% behind

Jordan Ruegg | Planning &
Development Manager

Jordan Ruegg:

Achievements: Surveying of the REC Lease will take place in Spring 2022, and
once it has been completed, the application can be made to Alberta
Environment and Parks to renew the Lease.

Challenges: No value

Next Steps: No value

2022/03/09

25%
25 /

6% ahead

Jordan Ruegg | Planning &
Development Manager

Jordan Ruegg:

Achievements: The renewal application for the Hanmore Lake Boat Launch
(DLO 170189) was submitted to Alberta Environment and Parks on January 19,
2022.

Challenges: No value

Next Steps: No value

2022/03/09

25%
25 /

6% ahead

Trails Strategy & Lake Accretion Update

Recreational Lease Disposition Renewal – REC
Lease 170007 (NE-34-61-17-W4M) (Copy)

Department License of Occupation (DLO)
Renewal – DLO 170189 (NE-20-61-17-W4M).

https://smokylakecounty.executestrategy.net/user/goals/4353
https://smokylakecounty.executestrategy.net/user/goals/4618
https://smokylakecounty.executestrategy.net/user/goals/4619
jordan
Text Box



Goal Owner Progress Update Current Completion

Jordan Ruegg | Planning &
Development Manager

Jordan Ruegg:

Achievements: The Planning and Development Department is  working in
preparing an amendment to the Land Use Bylaw No. 1272-14 to provide
provis ions for the keeping of small livestock animal units  in hamlet and
residential districts . Once an amendment has been prepared, the Planning
and Development Department will bring it to a future Committee of the Whole
meeting for discussion.

Challenges: No value

Next Steps: No value

2022/03/09

1%
1 /

18% behind

Jordan Ruegg | Planning &
Development Manager

84%
84 /

65% ahead
Jordan Ruegg | Planning &

Development Manager
Jordan Ruegg:

Achievements: The Planning and Development Department is  preparing a bylaw
to close the road plans and is  working with the landowner and a surveyor to
finalize the documents prior to said bylaw being forwarded to Council for
consideration of First Reading.

Challenges: No value

Next Steps: No value

2022/03/09

15%
15 /

4% behind

Jordan Ruegg | Planning &
Development Manager

Jordan Ruegg:

Achievements: The Planning and Development Department is  preparing a bylaw
to close the road plans and is  working with the landowner and a surveyor to
finalize the documents prior to said bylaw being forwarded to Council for
consideration of First Reading.
 

Challenges: No value

Next Steps: No value

2022/03/10

15%
15 /

4% behind

Land Use Bylaw No. 1272-14 Amendment – Small
Livestock in Urban Areas (Copy)

What We Heard Report: Hamlet Chickens, Dark
Skies Designation, and RVs at Lake Lots (Copy)

Closure of Road Plan 10 C.L. & Road Plan
3098HW, located within NE-19-57-13-W4M (Copy)

Road Closure - Road Plan 10 CL and Road Plan
3098HW, NE-19-57-13-W4 (Copy)

https://smokylakecounty.executestrategy.net/user/goals/4620
https://smokylakecounty.executestrategy.net/user/goals/4623
https://smokylakecounty.executestrategy.net/user/goals/4625
https://smokylakecounty.executestrategy.net/user/goals/4626
jordan
Text Box



NATURAL GAS COUNCIL REPORT
2022/03/14

81
GOALS

NATURAL GAS PLAN

Goal Progress Update

Daniel Moric:
Achievements: No value

Challenges: No value

Next Steps: No value
2022/03/14

Daniel Moric:
Achievements: No value

Challenges: No value

Next Steps: No value
2022/03/14

Daniel Moric:
Achievements: -Odorant truck was back in service on March 10th. Hydro test on tank was completed by Advance Tank Centre in Edmonton.
-Deliveries completed to Lac La Biche District Gas Co-op, Town of Redwater, County of Thorhild, and Village of Boyle.

Challenges: No value

Next Steps: No value
2022/03/14

AMR meter expiration
replacementNote: Strategic
Priorities Chart Feb 6, 2017:
100%

Odorant Activity: 100%

Deliver Odorant 0 Hours

https://smokylakecounty.executestrategy.net/user/goals/131
https://smokylakecounty.executestrategy.net/user/goals/134
https://smokylakecounty.executestrategy.net/user/goals/1441
5.1.h



Goal Progress Update

Daniel Moric:
Achievements: No value

Challenges: No value

Next Steps: No value
2022/03/14

Daniel Moric:
Achievements: - No planned use for trailer as of recent. Trailer will be on standby until required.
-Will be completing routine maintenance to the trailer itself. (Checking brakes , greasing hubs, etc.)

Challenges: No value

Next Steps: No value
2022/03/14

CNG Trailer: 100%

Compressed natural gas
trailer 0 Trailer(s)

https://smokylakecounty.executestrategy.net/user/goals/135
https://smokylakecounty.executestrategy.net/user/goals/1461


Goal Progress Update

Daniel Moric:
Achievements:

Attend weekly manager meetings.

Receive customer phone calls.

Respond to emails.

Assist in producing monthly gas bills.

Febuary 2022 gas price was $6.74/GJ. March 2022 gas price has increased to $6.84/GJ.

Apply for new gas services and complete all of the required paperwork.

Continue to get easements and contracts signed as necessary.

Working on invoicing construction, odorant and CNG jobs.

Posted in the gas bills for customers wanting to go on equalized billing as well as for paperless billing.

Practicing social distancing as much as possible during these uncertain times. Staff  have been given
additional PPE to help prevent contracting and transferring COVID-19

Challenges: No value

Next Steps: No value
2022/03/14

Daniel Moric:
Achievements: - No service calls  this  reporting period

Challenges: No value

Next Steps: No value
2022/03/14

Daniel Moric:
Achievements: Attend weekly managers meetings

Challenges: No value

Next Steps: No value
2022/03/14

Administrative Activity (GAS):
100%

Service Calls: 100%

Management meeting

https://smokylakecounty.executestrategy.net/user/goals/136
https://smokylakecounty.executestrategy.net/user/goals/1420
https://smokylakecounty.executestrategy.net/user/goals/1426


Goal Progress Update

Daniel Moric:
Achievements:  Every month, monitor the amount of gas purchased from Gas Alberta and compare to the amount of gas sold. Allows us to

closely monitor possible under/above ground leaks or metering issues that may occur.

Challenges: No value

Next Steps: No value
2022/03/14

Daniel Moric:
Achievements: Letters  will be processed and sent out once meter reading is  complete

Challenges: No value

Next Steps: No value
2022/03/14

Daniel Moric:
Achievements: Currently have 368 natural gas accounts receiving bills  by email.

Challenges: No value

Next Steps: No value
2022/03/14

Daniel Moric:
Achievements: - Attended the Federation Managers Meeting in Calgary on Feb 23-25th. Discussed Alberta Energy Regulator

(AER) changes in regulation as well as the upcoming charges from the AER for operating high pressure pipelines . Starting this  year, we

are being charged a levy based on our high pressure pipeline inventory. The Federation is  in talks  with AER for Co-op's  to be exempt from

this  levy, as this  is  mainly meant for investor owned pipeline companies to start collecting income in case they go into receivership to

help offset abandonment costs  if the pipelines become part of the Orphan Well Program through the province.

Challenges: No value

Next Steps: No value
2022/03/14

Utility Personnel Meeting

Gas balancing

Delinquent accounts

Paperless billing

Attend Conventions

https://smokylakecounty.executestrategy.net/user/goals/1429
https://smokylakecounty.executestrategy.net/user/goals/1433
https://smokylakecounty.executestrategy.net/user/goals/1439
https://smokylakecounty.executestrategy.net/user/goals/1440
https://smokylakecounty.executestrategy.net/user/goals/1443


Goal Progress Update

Daniel Moric:
Achievements: -Auditors  are working on completing the financial audit.

Challenges: No value

Next Steps: No value
2022/03/14

Daniel Moric:
Achievements: Other duties include picking up the mail from the post office every morning, picking up parcels  from the post office or

Pappy's  as needed, delivering mail from the County Office to the post office as needed, cleaning and dis infecting my office daily, and

doing misc filing in the vault to ensure the natural gas paperwork is  filed to the appropriate land file.

Challenges: No value

Next Steps: No value
2022/03/14

Daniel Moric:
Achievements: Continually review and update the Federation O&M Policy Manual, as required.

Challenges: No value

Next Steps: No value
2022/03/14

Daniel Moric:
Achievements: -William Gray has completed his  1st year Gasfitter course through Red Deer College.
-Polyethylene fus ion recertification course training is  scheduled for May 10th at County of Two Hills  Gas Utility shop.

 

Challenges: No value

Next Steps: No value
2022/03/14

Auditor documentation

Other duties

O & M Policy

Training Activity (GAS): 100%

https://smokylakecounty.executestrategy.net/user/goals/1444
https://smokylakecounty.executestrategy.net/user/goals/1467
https://smokylakecounty.executestrategy.net/user/goals/1468
https://smokylakecounty.executestrategy.net/user/goals/137


Goal Progress Update

Daniel Moric:
Achievements: -with the snow blowing and drifting, operators  have been cleaning the snow away from our RMO's  and regulator stations .

In some areas, the snow has completely covered the regulator stations along the roads, so we have cleaned the snow from them to

make them visable and to allow access to the valves and regulators  in case of an emergency. 

Challenges: No value

Next Steps: No value
2022/03/14

Daniel Moric:
Achievements: -9 line locates have been completed during this  reporting period.

Challenges: No value

Next Steps: No value
2022/03/14

Daniel Moric:
Achievements: - Monitor end of line gas pressures and compare to monthly gas balancing to check for underground leaks .

Challenges: No value

Next Steps: No value
2022/03/14

Daniel Moric:
Achievements: All new gas lines installed in 2021 have been GPS-ed. The data has been submitted to the Federation and Rural Utilities .

Challenges: No value

Next Steps: No value
2022/03/14

Daniel Moric:
Achievements: - No activity this  reporting period.

Challenges: No value

Next Steps: No value
2022/03/14

Natural Gas Construction of
Infrastructure: 100%

Line locates 0 Locate(s)

End Pressure Test

GPS Services and
Alterations

Install gas lines

https://smokylakecounty.executestrategy.net/user/goals/138
https://smokylakecounty.executestrategy.net/user/goals/1419
https://smokylakecounty.executestrategy.net/user/goals/1465
https://smokylakecounty.executestrategy.net/user/goals/1466
https://smokylakecounty.executestrategy.net/user/goals/1470


Goal Progress Update

Daniel Moric:
Achievements: No s igns installed or repaired this  reporting period

Challenges: No value

Next Steps: No value
2022/03/14

Daniel Moric:
Achievements: No cut and caps during this  reporting period.

Challenges: No value

Next Steps: No value
2022/03/14

Daniel Moric:
Achievements: No value

Challenges: No value

Next Steps: No value
2022/03/14

Daniel Moric:
Achievements: - Currently have approx 84 AMR meters not being picked up by our handheld reader s ince the cold snap. Will be reading

these meters manually as the replacement AMR heads that transmit the reading to our handheld reader are on back order for an

unknown period of time.

Challenges: No value

Next Steps: No value
2022/03/14

Sign installation 0 Sign(s)

Cut and Caps

RMO Replacement
Meter recalls and maintenance:
100%

Replace defective gas
meters

Meter Recalls

https://smokylakecounty.executestrategy.net/user/goals/1473
https://smokylakecounty.executestrategy.net/user/goals/1474
https://smokylakecounty.executestrategy.net/user/goals/1476
https://smokylakecounty.executestrategy.net/user/goals/139
https://smokylakecounty.executestrategy.net/user/goals/1449
https://smokylakecounty.executestrategy.net/user/goals/1464


Goal Progress Update

Daniel Moric:
Achievements: No value

Challenges: No value

Next Steps: No value
2022/03/14

Council Member Inquiry (GAS):
100%

2020 INFRASTUCTURE LINE
REPLACEMENT: 100%

Budget - 2020
INFRASTUCTURE LINE
REPLACEMENT: $50k

2020 RMO STATION
REPLACEMENT PLAN RESERVE:
100%

Budget - 2020 RMO
STATION REPLACEMENT
PLAN RESERVE: $70k

2020 MODEMS FOR RMO: 100%

Budget - 2020 MODEMS
FOR RMO: $22k

2020 REPLACE TRUCK: 100%

Budget - 2020 REPLACE
TRUCK: $50k

2021 INFRASTUCTURE LINE
REPLACEMENT: 100%
2021 RMO STATION
REPLACEMENT PLAN RESE:
100%
2021 REPLACE TRUCK -
removed: 100%
2021 REFURBISH TRUCK BOX:
100%
2022 INFRASTUCTURE LINE
REPLACEMENT: 100%
2022 RMO STATION
REPLACEMENT PLAN: 100%
2022 MAPPING UNIT: 100%
2022 REPLACE TRUCK -
removed: 100%

https://smokylakecounty.executestrategy.net/user/goals/140
https://smokylakecounty.executestrategy.net/user/goals/432
https://smokylakecounty.executestrategy.net/user/goals/296
https://smokylakecounty.executestrategy.net/user/goals/433
https://smokylakecounty.executestrategy.net/user/goals/297
https://smokylakecounty.executestrategy.net/user/goals/434
https://smokylakecounty.executestrategy.net/user/goals/298
https://smokylakecounty.executestrategy.net/user/goals/436
https://smokylakecounty.executestrategy.net/user/goals/300
https://smokylakecounty.executestrategy.net/user/goals/467
https://smokylakecounty.executestrategy.net/user/goals/468
https://smokylakecounty.executestrategy.net/user/goals/469
https://smokylakecounty.executestrategy.net/user/goals/470
https://smokylakecounty.executestrategy.net/user/goals/494
https://smokylakecounty.executestrategy.net/user/goals/495
https://smokylakecounty.executestrategy.net/user/goals/496
https://smokylakecounty.executestrategy.net/user/goals/497


Goal Progress Update

Daniel Moric:
Achievements:  Employees fill out a Job Safety Analys is  while working. They are supplied with a JSA booklet, as well as a s implified JSA is

on our Customer Service Report that is  completed for every job.

Challenges: No value

Next Steps: No value
2021/10/05

Daniel Moric:
Achievements: Employees continue to be on call for after hours issues that may arise.

Challenges: No value

Next Steps: No value
2021/10/05

Daniel Moric:
Achievements: -Check each RMO weekly as part of our regular maintenance. This  ensures we can rectify any issues as they arise.

Challenges: No value

Next Steps: No value
2021/10/05

2022 REFURBISH TRUCK BOX:
100%
2023 INFRASTUCTURE LINE
REPLACEMENT: 100%
2023 RMO STATION
REPLACEMENT PLAN RESE:
100%
2023 REPLACE T RUCK - re mo
ve d: 100%
2023 REFURBISH TRUCK BOX:
100%
Documentation of jobs
Daily Vehicle Inspections
Pre job meetings

Undertake On-Call

RMO Checks

Complete Invoicing
Clean truck

https://smokylakecounty.executestrategy.net/user/goals/498
https://smokylakecounty.executestrategy.net/user/goals/528
https://smokylakecounty.executestrategy.net/user/goals/529
https://smokylakecounty.executestrategy.net/user/goals/530
https://smokylakecounty.executestrategy.net/user/goals/531
https://smokylakecounty.executestrategy.net/user/goals/1421
https://smokylakecounty.executestrategy.net/user/goals/1422
https://smokylakecounty.executestrategy.net/user/goals/1423
https://smokylakecounty.executestrategy.net/user/goals/1424
https://smokylakecounty.executestrategy.net/user/goals/1425
https://smokylakecounty.executestrategy.net/user/goals/1427
https://smokylakecounty.executestrategy.net/user/goals/1428


Goal Progress Update

Daniel Moric:
Achievements: Started attending the toolbox meetings at the beginning of the week.

Challenges: No value

Next Steps: No value
2021/10/05

Daniel Moric:
Achievements: Complete explosives magazine inventory monthly

Challenges: No value

Next Steps: No value
2021/10/05

Daniel Moric:
Achievements: Monthly odorant intensity checks ( 20 locations )

Challenges: No value

Next Steps: No value
2021/10/05

Daniel Moric:
Achievements: Collect meter readings monthly for customer billing

Challenges: No value

Next Steps: No value
2021/10/05

Daniel Moric:
Achievements: -Complete vehicle/equipment maintenance as required.

Challenges: No value

Next Steps: No value
2021/10/05

Tool Box meeting

Magazine check

Odor sample

Main O�ce Safety Meeting
Meter readings

Vehicle maintenance

Strategic plan

https://smokylakecounty.executestrategy.net/user/goals/1430
https://smokylakecounty.executestrategy.net/user/goals/1431
https://smokylakecounty.executestrategy.net/user/goals/1432
https://smokylakecounty.executestrategy.net/user/goals/1434
https://smokylakecounty.executestrategy.net/user/goals/1437
https://smokylakecounty.executestrategy.net/user/goals/1442
https://smokylakecounty.executestrategy.net/user/goals/1445


Goal Progress Update

Daniel Moric:
Achievements: -Line walkers  have completed the line walking of our high pressure natural gas pipelines and have started on our TAP's  6

and 8 low pressure.

Challenges: No value

Next Steps: No value
2021/10/05

Daniel Moric:
Achievements: Completed

Challenges: No value

Next Steps: No value
2021/10/05

Daniel Moric:
Achievements: Check Pressure Factor Measurement (PFM) on meter sets  measuring above 1 PSI, as required by Measurement Canada.

Will be sending the  yearly PFM report to MC in January for the year 2021. They audit our PFM reporting every 3 years and complete a

scheduled s ite vis it to ensure correct metering practices are followed.

Challenges: No value

Next Steps: No value
2021/12/08

Daniel Moric:
Achievements:  
Completed our public building inspections in June.

Challenges: No value

Next Steps: No value
2021/10/05

Equipment maintenance
Leak detection

Job Interviews
Employee evaluations

PFM check

Public building inspections

https://smokylakecounty.executestrategy.net/user/goals/1446
https://smokylakecounty.executestrategy.net/user/goals/1451
https://smokylakecounty.executestrategy.net/user/goals/1452
https://smokylakecounty.executestrategy.net/user/goals/1453
https://smokylakecounty.executestrategy.net/user/goals/1457
https://smokylakecounty.executestrategy.net/user/goals/1458


Goal Progress Update

Daniel Moric:
Achievements: -Cathodic protection is  the protection of the underground metallic pipelines from oxidization and rusting using sacrificial

anodes of varying metals . Yearly, we check the condition of these anodes and replace the anodes as they deplete beyond their

effectiveness . This  helps greatly extend the lifetime of our high pressure pipelines and the risers  that extend out of the ground. This  is

completed during the summer, as the readings are less accurate during the winter due to frozen soil conditions . We also monitor the

pipes for the fuel pumps at the County shop as required by the regulatory bodies

Challenges: No value

Next Steps: No value
2021/10/05

Daniel Moric:
Achievements: Required yearly to ensure the molecular content of the natural gas we are supplying to customers is  within acceptable

standards

Challenges: No value

Next Steps: No value
2021/10/05

Daniel Moric:
Achievements:  During construction, equipment is  washed and bleached prior to entering properties to minimize the risk of Clubroot

transfer.

Challenges: No value

Next Steps: No value
2021/10/05

Daniel Moric:
Achievements: Continue to read natural gas meter us ing the AMR system monthly

Challenges: No value

Next Steps: No value
2021/10/05

Cathotic protection

Tetler bag samples

Hydro Axing
Wash and bleach all equipment.

Maintain Facilities.
Automatic Meter Readings

https://smokylakecounty.executestrategy.net/user/goals/1459
https://smokylakecounty.executestrategy.net/user/goals/1460
https://smokylakecounty.executestrategy.net/user/goals/1463
https://smokylakecounty.executestrategy.net/user/goals/1472
https://smokylakecounty.executestrategy.net/user/goals/1475
https://smokylakecounty.executestrategy.net/user/goals/1477


Goal Progress Update

Daniel Moric:
Achievements: Currently being reviewed by the County's  legal team. Sent to Brownlee LLP on May 10. Awaiting update From Brownlee.

Challenges: No value

Next Steps: No value
2021/06/07

Daniel Moric:
Achievements: The County is  in the process of applying Caveats to delinquent properties in Vilna. 

Challenges: No value

Next Steps: No value
2021/06/08

2020 CARRY OVER RMO
STATION PROJECT: 100%

Budget - 2020 CARRY OVER
RMO STATION PROJECT:
$50k

Review of Bylaw No. 1332-18:
Natural Gas

Natural Gas Accounts under the
jurisdiction of other
Municipalities

(GAS) Training Event Form 2022

https://smokylakecounty.executestrategy.net/user/goals/1737
https://smokylakecounty.executestrategy.net/user/goals/1738
https://smokylakecounty.executestrategy.net/user/goals/3788
https://smokylakecounty.executestrategy.net/user/goals/3789
https://smokylakecounty.executestrategy.net/user/goals/4556


DAVE FRANCHUK - REPORT TO COUNCIL
2022/03/10

ENVIRONMENT & PARKS PLAN

(E&P) COMMUNITY SERVICES

Goal Progress Update Current Completi…

Dave Franchuk:

Achievements: No value

Challenges: No value

Next Steps: No value

2022/03/10

22%
22 / 100%
3% ahead

Parks and Recreation Work Plan: 100%

https://smokylakecounty.executestrategy.net/user/goals/4567
5.1.i



(E&P) INFRASTRUCTURE

Goal Progress Update Current Completi…

Dave Franchuk:

Achievements: Reporting period from February 8, 2022 to March 10, 2022.
 

Feb 9      Submitted alberta one call registration.

Feb 10    Provincial restrictions , relaxations meeting.

Feb 14    Managers meeting.

Feb 15    Environment and Parks meeting.

Feb 17    Evergreen meeting.

Feb 22    Managers meeting / Departmental Operations meeting.

Feb 23    Joint Health and Safety / Water study review / Alberta Care Conference.

Feb 24    Alberta Care Conference.

Feb 25    Alberta Care Conference.

Feb 28    Managers meeting

Mar 2     Complete Alberta Care Conference report.

Mar 7      Managers meeting / Work on propane cylinder contract.

Mar 8     Work on propane cylinder contract.

 

 

 

.  

 

 

Challenges: No value

Next Steps: No value

2022/03/10

4%
4 / 100%

-

Administrative Activity (E&P): 100%

https://smokylakecounty.executestrategy.net/user/goals/4837


Goal Progress Update Current Completi…

Dave Franchuk:

Achievements: Reporting period from February 8, 2022 to March 10, 2022.
No Council member inquiries during this  reporting period.

Challenges: No value

Next Steps: No value

2022/03/10

21%
21 / 100%
2% ahead

Dave Franchuk:

Achievements: Reporting period from February 8, 2022 to March 10, 2022.
Feb 8      Clearing snow and Whitefish lake area.

Feb 9      Clearing snow at Bonnie Lake and Bellis .

Feb 10    Tend to fallen trees along Muni Core trail. 

Feb 14    Maintenance and garbage pick up at Spedden and Bonnie Lake.

Feb 15    Taking down Christmas lights  at Warspite and Spedden.

Feb 16    Cleaning toilets  on Municore trail.

Feb 18    Maintenance at shemlock Lake and 855 day use areas.

Feb 22    Main office snow removal and Maintenance at Spedden.

Feb 23    Tend to fallen trees at Bellis  Beach.

Feb 24    Tend to fallen trees at Bellis  Beach.

Feb 25    Main office and Spedden snow removal, Tend to fallen trees at Kaduk lake campsite.

Feb 28    Bonnie Lake and hamlet of Warspite maintenance.

Mar 1      Fly Ukrainian flag and Bellis  Beach maintenance.

Mar 2       Tend to fallen trees at Shemlock Lake.

Mar 3      Snow removal at main office, maintenance on Municore trail.

 

Summary:  Do to the weather spent most of the days clearing snow and tending to fallen trees at campsites earl so
we arn't overwhelmed when the snow melts .   

Challenges: No value

Next Steps: No value

2022/03/10

21%
21 / 100%
2% ahead

Council Member Inquiry: 100%

Parks and Recreation: 100%

https://smokylakecounty.executestrategy.net/user/goals/4838
https://smokylakecounty.executestrategy.net/user/goals/4839


Goal Progress Update Current Completi…

Dave Franchuk:

Achievements: Reporting period from February 8, 2022 to March 10, 2022
Feb 8        Updating regional report report.

Feb 10      Wash and cleaning at the Warspite booster station and Warspite water facility.

Feb 11      Continue to update regional report. 

Feb 14      Order water testing supplies , wash and clean Edwand booster station.

Feb 22      Calibrate regional chlorine analyzers  at Waskatenau, Warspite, Bellis , and Vilna.

Feb 28      Update standard operating proceedures .

Mar 1        Calculate monthly regional water usage.

Mar 2        Take surface pro to Thorhild and train Thorhild water operator how to use this  unit.

Mar 4        Work on regional report.

Mar 7        Wash and tidy up Spedden water facility.

 

Summary:  Overall the system is  working terrific.  We did receive low pressure and no water complaints  at Whitefish
Lake, but wasn't a regional issue it was a building freeze up problem on their end.   

Challenges: No value

Next Steps: No value

2022/03/10

25%
25 / 100%
6% ahead

Dave Franchuk:

Achievements: Reporting period from February 8, 2022 to March 10, 2022.
Feb 23-25    Alberta Care Conference (Dave).

Feb 10          First Aid training (Terry).

Challenges: No value

Next Steps: No value

2022/03/10

20%
20 / 100%
1% ahead

Regional Water: 100%

Training activity: 100%

https://smokylakecounty.executestrategy.net/user/goals/4843
https://smokylakecounty.executestrategy.net/user/goals/4854


Goal Progress Update Current Completi…

Dave Franchuk:

Achievements: Reporting period from February 8, 2022 to March 10, 2022.
Feb 8      Training alternate garbage truck driver/  Clearing snow from bin s ites .

Feb 9      Training alternate garbage truck driver/ Sanding and snow removal at bin s ites

Feb 14    Moving Electronics to sea can.

Feb 15    Clearing snow around bin s ites , pick up dicarded couch at Warspite bin s ite.

Feb 16    Clean toilets  at Smoky Lake and Bellis  s ites , clear snow and sanding at bin s ites .

Feb 22    Snow removal at Waskatenau and Smoky Lake transfer stations .

Feb 23    Snow removal at the Vilna and Spedden transfer stations .

Feb 25    Snow removal at the Bellis  transfer station.

Mar 2      Clearing snow at Spedden and Smoky Lake and moving refrigerators  to metal piles .

Mar 5&6  Clearing snow at Smoky Lake, Bellis  and Spedden traansfer stations over the Weekend.

 

Summary:  Due to the snow and heavy winds we had to clear snow a lot.  We are keeping track of hour suppling Vilna
transfer station with an operator till they replace the one that left.   

Challenges: No value

Next Steps: No value

2022/03/10

20%
20 / 100%
1% ahead

Dave Franchuk:

Achievements: Repoting period from February 8, 2022 to March 10, 2022.
Feb 11      Clean out screen bucket at the Warspite lift station.

Feb 17      Repair shelving at the Warspite lift station and tidy up building.

Feb 25      Lift and clean pumps, and test alarm system at the Warspite sewage lift station.

Mar 4        Clean out screen bucket at Warspite lift station. 

Challenges: No value

Next Steps: No value

2022/03/10

24%
24 / 100%
5% ahead

Waste Management: 100%

Waste Water: 100%

https://smokylakecounty.executestrategy.net/user/goals/4855
https://smokylakecounty.executestrategy.net/user/goals/4863


Goal Progress Update Current Completi…

Dave Franchuk:

Achievements: Reprting period from February 8, 2022 to March 10, 2022.
Feb 8      Repairs  to Bellis  truckfill furnace.

Feb 10    Update water truckfill prepaid accounts .

Feb 14    Arrange date for water testing devices to get annual calibration and certification done.

Feb 15    Replace sump pump at Bellis  potable water truckfill.

Feb 16    Correct truckfill billing a little hickup in the computer system by repeating billing.

Feb 17    Reset Bellis  credit card reader.

Feb 18    Collect water samples from regional and Vilna reservoir deliver for lab analys is . 

Feb 24    Submit annual drinking water report to Alberta Environment and Parks .

Feb 28    Warspite meter reading.

Mar 2      Change out broken water meter at a res idence.

Mar 7      Noticed a water loss within the distribution line going to Spedden, Started troubleshooting.

Mar 8      Plowed snow to Valve  set in field resolved leak issue.

 

Summary:  There have been no complaints  with the Water quality, we will be directional flushing the warspite water
lines in the Spring.  We are keeping a close eye on the water quality at Vilna reservoir during the snow melt there
may be a water infiltration issue, and possibly a flooding issue within the Village. 

Challenges: No value

Next Steps: No value

2022/03/10

22%
22 / 100%
3% ahead

Water Activity: 100%

https://smokylakecounty.executestrategy.net/user/goals/4868


(E&P) BUSINESS AS USUAL

Goal Progress Update Current Completi…

0%
0 /
-

BAU Environment Actions

https://smokylakecounty.executestrategy.net/user/goals/4883


ASB DEPARTMENTAL REPORT MARCH 22, 2022
2022/03/08

14
GOALS  

62%
GOAL COMPLETION

AGRICULTURAL SERVICE BOARD PLAN

(ASB) PHYSICAL ENVIRONMENT

Goal Progress Update Current Com… Start Date Due Date

NEW  Carleigh McMullin:

Achievements: Meetings and Training attended February 15-March 22

Carleigh attended Grazing School for Women meeting-February 16th

Council Departmental Meeting- February 22nd 

Joint Health & Safety Meeting- February 23rd

Amanda attended AAAF Weed Review Committee meeting- February 24th 

LARA Agronomy Update- February 24th 

Meeting with Alyssa from LARA- February 25th

LARA AGM- March 1st

AISC Weed Free Forage Meeting- March 2nd 

Beaver River Watershed IWMP Session-March 7th 

Professional Vegetation Mangers Association Spring Conference and AGM- March
10th 

Grazing School for Women Winter Workshop- March 12th

LARA monthly Check-in phone conference- March 21st 

 

Other administrative activities  includes day-to-day things such as :

80%
80 / 100%
4% behind

2017/12/31 2022/12/31Administrative Activity 2022: 100%

https://smokylakecounty.executestrategy.net/user/goals/4631
5.1.j



Goal Progress Update Current Com… Start Date Due Date

Reviewing the action plan from the ASB meetings and completing tasks accordingly. 

Preparing RFDs

Answering daily phone calls  and e-mails  both internally and externally

Discussions with staff about department 

Speaking with AEP about both DCL's  and TFA's  

Completing DCL's  and TFA applications

Reviewing documents for other committees Ex. AAAF Weed Review Committee & AAAF
Legis lative Review and Pest Committee

Completing tasks for the Grazing School for Women Committee

Note: These are s imply day-to day activities  this  does not include every detail.

Challenges: No value

Next Steps: No value

2022/03/07

NEW  Carleigh McMullin:

Achievements: LARA Upcoming Events:
 

Alberta Verified Beef Production + Training: March 8th 

Cover Crops and Cows: March 9th

Finding Fairness in Farm Transitions : March 15th

Working Well Workshop: March 23rd

Challenges: No value

Next Steps: No value

2022/03/07

99%
99 / 100%

-

2017/12/31 2022/12/31ASB Environmental Services 2022:
100%

https://smokylakecounty.executestrategy.net/user/goals/4634


Goal Progress Update Current Com… Start Date Due Date

NEW  Carleigh McMullin:

Achievements: 1) Request sent on February 18th requesting we look into a  Municipal
Shelterbelt Program for our ratepayers . Result: Reply sent from Amanda on February 22nd
stating, ' At one time there was Prairie Shelterbelt Program which was federally funded
under the Agri-Environment Services Branch. Under that program people could order free
tree seedlings and they would get shipped to municipal locations where we would just
distribute them. That program ended in 2013.
To have something to ‘replace’ the loss of this  program some municipalities  started their
own shelterbelt programs to help offset the costs  of tress and/or shipping for their
res idents (Flagstaff has a program as well). A number of the other municipalities  just
started referring res idents to local nurseries or Tree Time. That is  what we do here as Tree
Time’s  trees are grown by our local nursery here in the county. Tree Time has also been very
good working with us to provide us information brochures for res idents and donating trees
for door prizes at our Farmers Appreciation BBQ.

https: //treetime.ca/alberta-shelterbelt-program.php

There certainly are numerous benefits  to shelterbelts  and if council wanted we could look
into a municipal program, but obviously there would be costs  associated with that.

 

2) Request sent on March 1st asking that we share that February 28th - March 4th is
Invasive Species Awareness Week on County Social Media. Result:  March 1st we shared the
AAAF post on Invasive Species Week on both Facebook and Twitter. 

 

3) Request sent on March 2nd asking that we share LARA's  events on County Social
Media. Result:  We already share almost all of LARA's  posts  as much as we can. A
suggestion was made via e-mail on March 3rd that Council consider making a motion that
states we are to 're-share' all of LARA's  event announcement posts  this  way the
Communications department has clear direction on what needs to be shared. 

Challenges: No value

Next Steps: No value

2022/03/07

80%
80 / 100%
4% behind

2017/12/31 2022/12/31

NEW  Carleigh McMullin:

Achievements:

We have 2 returning operators  and have advertised for 1 mower operator position for
the 2022 season. 

Challenges: No value

Next Steps: No value

2022/02/03

77%
77 / 100%
7% behind

2017/12/31 2022/12/31

Council Member Inquiry 2022: 100%

Mowing Activity 2022: 100%

https://treetime.ca/alberta-shelterbelt-program.php
https://smokylakecounty.executestrategy.net/user/goals/4639
https://smokylakecounty.executestrategy.net/user/goals/4641


Goal Progress Update Current Com… Start Date Due Date

NEW  Carleigh McMullin:

Achievements:

40 beavers as of March 7th, 2022

21 muskrat as of February 8th, 2022

Challenges: No value

Next Steps: No value

2022/03/07

0%
0 /
-

2020/01/01 2022/12/31

NEW  Carleigh McMullin:

Achievements:

Carleigh, Trevor and Amanda received First Aid training on March 9th, 2022. 

Challenges: No value

Next Steps: No value

2022/03/07

79%
79 / 100%
5% behind

2017/12/31 2022/12/31

NEW  Carleigh McMullin:

Achievements:

Advertised for 3 weed inspectors  to begin May 2nd, 2022. 

Challenges: No value

Next Steps: No value

2022/02/03

78%
78 / 100%
6% behind

2017/12/31 2022/12/31

100%
0 / 0

Inspection(s)
-

2021/01/01 2021/12/31

NEW  Carleigh McMullin:

Achievements:

Attended February and March JH&S meetings. 

Challenges: No value

Next Steps: No value

2022/03/07

70%
70 /

3% behind

2020/01/01 2022/12/31

0%
0 / 100%

84% behind

2017/12/31 2022/12/31Pest Control 2022: 100%

Problem Wildlife (Beaver
Control) 2022

Training Activity 2022: 100%

Weed Control 2022: 100%

Weed Inspections (Copy) 0
Inspection(s)

Safety Activity 2022

https://smokylakecounty.executestrategy.net/user/goals/4642
https://smokylakecounty.executestrategy.net/user/goals/4643
https://smokylakecounty.executestrategy.net/user/goals/4647
https://smokylakecounty.executestrategy.net/user/goals/4648
https://smokylakecounty.executestrategy.net/user/goals/4649
https://smokylakecounty.executestrategy.net/user/goals/4650


Goal Progress Update Current Com… Start Date Due Date

NEW  Carleigh McMullin:

Achievements:

4 dog calls  s ince February 8th. 

Animal Control Technician was asked by Bylaw Enforcement on February 17th to go
investigate a dog complaint.  He just needed to take pictures , and see if the dog had
been out on the road and reported back to her. 

No successful catches. 

Challenges: No value

Next Steps: No value

2022/03/07

0%
0 /
-

2021/10/05 2022/12/31

101%
20 / 0 Call(s)

20 Call(s) ahead

2021/01/01 2022/12/31

101%
4 / 0 Dog(s)

4 Dog(s) ahead

2021/01/01 2022/12/31

0%
0 / 100%

59% behind

2021/01/01 2022/12/31

Dog Catching 2022

Dog Catching Phone Calls 2022 0
Call(s)

Dog Catching Success 2022 0
Dog(s)

ASB Environmental Services 2022:
100%

https://smokylakecounty.executestrategy.net/user/goals/4651
https://smokylakecounty.executestrategy.net/user/goals/4652
https://smokylakecounty.executestrategy.net/user/goals/4653
https://smokylakecounty.executestrategy.net/user/goals/4654


GIS REPORT TO COUNCIL
2022/03/14

12
GOALS  

40%
GOAL COMPLETION

GIS PLAN

(GIS) GOVERNANCE

Goal Progress Update Tasks Current Completion

On Track
20%

20 / 100%
Carole Dowhaniuk:

Achievements:

Asset Management

Fixed Regions Assets  under Parks and Recreation that were tagged as
a County Asset 

Verified with Public Works Manager Emcon looks after all Stop Signs
approaching Primary and Secondary Hwys. they can remain as false
asset's  in our Asset Management Program.

Challenges: No value

Next Steps:

follow up with who maintains the TWP and RGE Rds along primary and
secondary hwys 

Input 2022 Haul Road Agreements - 6 received from Bob February 14

Digitize Gas Taps prior to Annual Gas Dept GIS Review

2022/03/14

On Track
20%
20 /

GIS Tasks: 100%

Input Spatial Data

https://smokylakecounty.executestrategy.net/user/goals/4455
https://smokylakecounty.executestrategy.net/user/goals/4475
5.1.k



Goal Progress Update Tasks Current Completion

Carole Dowhaniuk:

Achievements:

Prepare and send Summary of GIS review Public Works

update transportation and maintenance  layers as per Annual Review

Challenges: No value

Next Steps:

Schedule time with PW Manager, PW Foreman and Dwight - data analys is
- mobile App

Schedule Agriculture Review- March

Schedule Gas Review - March/April

2022/03/14

Behind
18%
18 /

Carole Dowhaniuk:

Achievements:

currently working with Munis ight on subdivis ion updates

currently preparing for Spring Land Ownership update

Challenges: No value

Next Steps:

Work with planning - create list of subdivis ion applications to verify
update in Altalis  and Webmap

2022/03/14

On Track
0%
0 /

GIS Work Schedule

GIS Data Input

https://smokylakecounty.executestrategy.net/user/goals/4476
https://smokylakecounty.executestrategy.net/user/goals/4456


Goal Progress Update Tasks Current Completion

Carole Dowhaniuk:

Achievements:

Smoky Lake County online public connection with MuniSight has had
236,855 vis its  from May 31, 2018 - March 13, 2022.

from February 14, 2022 to March 13, 2022 (27 days) total visits were
4,749.

Regional online public connection with MuniSight has had 106,670 vis its
from May 31, 2018 - March 13, 2022.

from February 14, 2022 to March 13, 2022 (27 days) total visits were 427.

Verify quality assurance on Public Site.

Challenges: No value

Next Steps: No value

2022/03/14

On Track
93%
93 /

Carole Dowhaniuk:

Achievements:

No action was taken during this  reporting period

Challenges: No value

Next Steps:

Coordinate time with snow plow flag operators  for review lists  and maps
- extremely busy winter, and covid playing roll in coordination.

2022/03/14

Behind
85%
85 /

County Website Tool –
MuniSight- GIS Site Validation

GIS Data Analysis

https://smokylakecounty.executestrategy.net/user/goals/4457
https://smokylakecounty.executestrategy.net/user/goals/4458


Goal Progress Update Tasks Current Completion

Carole Dowhaniuk:

Achievements:

No action was taken during this  reporting period

Challenges: No value

Next Steps:

continue working with staff on updating miss ing Address Signs in our GIS

project plan with culvert crew on updating and locating miss ing culverts
in our GIS

verify data completion of Brushing/Axing for 2021

2022/03/14

On Track
91%
91 /

Carole Dowhaniuk:

Achievements:

7 Maps sold from February 14 to March 11, 2022

Challenges: No value

Next Steps: No value

2022/03/14

On Track
217%

13 / 6 Map(s)

Carole Dowhaniuk:

Achievements:

Review General Service Hour Reports  and distribute to the region.

Challenges: No value

Next Steps:

Review March General Service Hour Reports  and distribute report.

2022/03/14

On Track
20%

20 / 100%

GIS – Data collection
MuniSight/Mobile App

Map Sales 2022: 6 Map(s)

Smoky Lake Region (GIS): 100%

https://smokylakecounty.executestrategy.net/user/goals/4459
https://smokylakecounty.executestrategy.net/user/goals/4460
https://smokylakecounty.executestrategy.net/user/goals/4462


Goal Progress Update Tasks Current Completion

Carole Dowhaniuk:

Achievements:

Review and Training for Management in Titan AVL 

Challenges: No value

Next Steps:

Assis  with training for AMP V2

Assis  with training for Planner

2022/03/14

On Track
20%

20 / 100%

Carole Dowhaniuk:

Achievements:

Assist Divis ion Five Councilor - road request Twp 590 west of RR 183

Location audit was performed and details  were provided.

Challenges: 

Next Steps: Schedule Committee of the whole meeting - GIS:

over view of MuniSght  -  internal and public site.

6 min demo of new software available to municipality at no cost.

2022/03/14

On Track
21%

21 / 100%

Training (GIS): 100%

Council Member Inquiry (GIS): 100%

https://smokylakecounty.executestrategy.net/user/goals/4463
https://smokylakecounty.executestrategy.net/user/goals/4468


(GIS) MANAGER'S PLAN

Goal Progress Update Tasks Current Completion

On Track
33%
33 /

(GIS) Training Event Form 2022

https://smokylakecounty.executestrategy.net/user/goals/3522


COMMUNICATIONS COUNCIL REPORT
2022/03/14

9
GOALS  

75%
GOAL COMPLETION

EVONNE ZUKIWSKI

Goal Progress Update Current Compl…

NEW  Evonne Zukiwski:

Achievements:

Scheduled RCMP Community Engagement on social media (scheduled for February 14 &
February 21)- March 14, 2022

Scheduled Prime Minister Award on Facebook (scheduled for February 25)- February 24, 2022

Posted LARA upcoming events on social media- March 4, 2022

101%
5 / 0 Request(s)

NEW  Evonne Zukiwski:

Achievements:

Virtually attended ASB/ Environmental Operations/ Natural Gas/ Fire meeting- February 16, 2022

Virtually attended Departmental meeting- February 22, 2022

Virtually attended Joint Health & Safety Committee meeting- February 23, 2022

Virtually attended County Council meeting- February 24, 2022

101%
8 / 0 Meeting(s)

NEW  Evonne Zukiwski:

Achievements:

Added RCMP Community Engagement as website notice- February 14, 2022

Updated Mower employment opportunity (updated ad format)- February 14, 2022

101%
39 / 0 Update(s)

100%
100 / 100%

Administrative Activity (COM): 100%

0%
0 / 100%

Communication Activity (COM): 100%

Council Member Request/ Inquiries 0 Request(s)

Meetings Attended 0 Meeting(s)

Website Updates 0 Update(s)

https://smokylakecounty.executestrategy.net/user/goals/1714
https://smokylakecounty.executestrategy.net/user/goals/4655
https://smokylakecounty.executestrategy.net/user/goals/4562
https://smokylakecounty.executestrategy.net/user/goals/4563
https://smokylakecounty.executestrategy.net/user/goals/4657
5.1.l



Goal Progress Update Current Compl…

Updated Municipal Committees list- February 16, 2022

Added Heritage Board Meeting as website notice- February 17, 2022

Added Heritage Board Meeting to website calendar- February 17, 2022

Added Parks & Recreation Worker employment opportunity- February 17, 2022

Added Peace Officer employment opportunity- February 24, 2022

Turned 'Stray Animal' webpage live- February 24, 2022

Updated Municipal Committee list- March 1, 2022

Updated Councillor contact information- March 1, 2022

Posted Reeve's  Report- March 1, 2022

Posted March calendar- March 1, 2022

Added March meeting links of website calendar- March 1, 2022

Posted Information Technician employment opportunity- March 3, 2022

Posted Victoria Home Guard AGM as website notice- March 7, 2022

Added Victoria Home Guard AGM to website calendar- March 7, 2022

Posted Subdivis ion Appeal Hearing as website notice- March 7, 2022

Added Subdivis ion Appear Hearing to website calendar- March 7, 2022

Posted March Grapevine- March 8, 2022

Posted Summer Temporary Employment Program (STEP) employment opportunity- March 8, 2022
 

Website Stats
January- average of 63 page views per day
February- average of 67 page views per day
March 1-11- average of 88 page views per day

Top pages viewed:
- Home page
- Employment opportunities
- Maps
       - Contact us 



Goal Progress Update Current Compl…

NEW  Evonne Zukiwski:

Achievements:

Emailed Mower Operator employment ad to Redwater Review for publishing March 2- February 14

Emailed Parks & Recreation Worker employment opportunity ad to Redwater Review for publishing
March 2- February 17

Created Peace Officer employment opportunity (small ad) for print media and emailed to
Redwater Review for publishing March 2- February 24, 2022

Created Stray Animal webpage under Agricultural Services- February 24, 2022

Emailed Peace Officer employment opportunity to the Alberta Association of Community Peace
Officers- March 1, 2022

Created Information Technician employment opportunity (small ad) for print and emailed to
Redwater Review for publishing March 9 and 16- March 3, 2022

Posted Peace Officer employment opportunity on Alberta Municipalities  website- March 3, 2022

Posted Information Technician employment opportunity on Alberta Municipalities  website- March
3, 2022

Posted Peace Officer employment opportunity on RMA website- March 4, 2022

Posted Information Technician employment opportunity on RMA website- March 4, 2022

Emailed Subdivis ion Appeal Hearing ad to Redwater Review for publishing March 16- March 8,
2022

Emailed STEP employment opportunity ad to Redwater Review for publishing March 16 & March
23- March 8, 2022

101%
16 / 0 Ad(s)

Created

NEW  Evonne Zukiwski:

Achievements:

Completed and published March 2022 Grapevine. Emailed to the Redwater Review for publishing
March 9, 2022- March 2, 2022

25%
3 / 12

Newsletter(s)

NEW  Evonne Zukiwski:

Achievements:

Shared LARA Agronomy Update event- February 14, 2022

Scheduled RCMP Community Engagement (scheduled for February 14 & February 21) -
February 14, 2022

Scheduled Grazing School for Women event (scheduled for February 24)- February 14, 2022

101%
60 / 0 Post(s)

Communications for Departments 0 Ad(s) Created

Produce & Distribute Grapevine: 12 Newsletter(s)

Social Media Posts 0 Post(s)

https://smokylakecounty.executestrategy.net/user/goals/4659
https://smokylakecounty.executestrategy.net/user/goals/4660
https://smokylakecounty.executestrategy.net/user/goals/4663


Goal Progress Update Current Compl…

Scheduled Weed Inspector employment opportunity (scheduled for February 17)- February 16,
2022

Posted Weed Inspector employment opportunity on Twitter- February 17, 2022

Scheduled Heritage Board Meeting (scheduled for February 18 and March 17)- February 17, 2022

Scheduled Parks & Recreation Worker employment opportunity (scheduled for February 18, March
2 & March 9)- February 17, 2022

Shared LARA 'Cover Crops and Cows' event- February 22, 2022

Scheduled Ferry Crossing history post (scheduled for February 24)- February 22, 2022

Scheduled Prime Minister Award (scheduled for February 25)- February 24, 2022

Shared Grazing School for Women event- February 24, 2022

Scheduled Peace Officer employment opportunity (scheduled for February 25, March 9 & March
20)- February 24, 2022

Shared LARA "Elaine Froese' event- March 1, 2022

Shared Invasive Species Week ad- March 1, 2022

Posted LARA upcoming events- March 4, 2022

Posted Victoria Home Guard AGM (and scheduled for March 14)- March 7, 2022

Posted blowing snow/ travel advisory- March 7, 2022

Scheduled Subdivis ion Appeal Hearing (scheduled for March 8 & March 21)- March 8, 2022

Scheduled Dust Control ad (scheduled for March 24 & April 19)- March 8, 2022

Scheduled Development Permit reminder (scheduled for March 23)- March 8, 2022

Scheduled Transfer Station Regular Hours (scheduled for March 28 & April 1)- March 8, 2022

Scheduled Daylight Savings begins reminder (scheduled for March 11)- March 8, 2022

Scheduled Ag Safety Week (scheduled for March 14)- March 8, 2022

Scheduled STEP employment opportunity (scheduled for March 10)- March 8, 2022

Shared LARA Working Well Workshop- March 10, 2022

 

Social Media Stats:

Facebook
Total Followers- 1,779 (Gained 12 new followers in the last 28 days)
Top posts  and interactions :



Goal Progress Update Current Compl…

     - Snow clearing after wind storm (March 7, 2022)
     - Employment ads

Twitter
Total Followers- 1,144 (Gained 6 new followers in the last 28 days)

 

NEW  Evonne Zukiwski:

Achievements:

Contacted All-Net Municipal Solutions again to inquire about app development program
capabilities  and cost- February 16, 2022

Received introductory information and pricing from All-Net Municipal Solutions on App service.-
March 10, 2022

Requested availability for app demo presentation- March 10, 2022

All-Net Municipal Solutions provides app services to:
Town of Sundre
Town of Wainwright
Cardston County
Cypress County
Town of Princeton (see link at bottom of page)
RM of Alexander

Recommend: Schedule a Committee of the Whole Meeting for All-Net Municipal Solutions App demo.

45%
45 /

Municipal Information Sharing through Smart Phone
Applications

https://linkprotect.cudasvc.com/url?a=https%3a%2f%2fwww.sundre.com%2fp%2fiphone-and-android-apps&c=E,1,6u0MSYDqAFRyBRg7Ond076GKsRU7Um5JaJciUMpbK4rZ5iqPWswlmFCshVAPUgfeNuEtxhEUNU2MplTPFbScUsWK72AnX_wd_5-YNAa4mnUy5gCt0dJlqOTu-SLp&typo=1
https://linkprotect.cudasvc.com/url?a=https%3a%2f%2fwainwright.ca%2fliving%2fwainwright-app%2f&c=E,1,GcDplImQolk8QauADL6-4kUccfQrHGRhS4Ocgscu9QNIEZiQim7x8WtraMSSGTGvEIhkoxQZbsdQm8azpjU6yDVLj2rzitdFQQ7G6KiY6Xl7W4-B16q3sFbhZg,,&typo=1
https://linkprotect.cudasvc.com/url?a=http%3a%2f%2fwww.cardstoncounty.com%2fp%2fiphone-android-apps&c=E,1,2JwPAj2_QRsZeC1wPFil3OdzMXwqpxCHlD-JpPbsmnb7vQBthvpO3zcBz_AXmPizQxMfd767TO-c9IbxUv2hOITt89riI9SoA6x_yVHt4Z4,&typo=1
https://linkprotect.cudasvc.com/url?a=http%3a%2f%2fwww.cypress.ab.ca%2fp%2fiphone-and-android-apps&c=E,1,RWsrsdHRud7GkU8iZf1-SWuNIZTDSeDoUzWiz4Mn1Eif5B-rTgEHl6ilcy8qh5fq8AmWmTxKmuf9PRH1VklX7RvbV17PT72QnlesduwvmrWPfEMc&typo=1
https://linkprotect.cudasvc.com/url?a=https%3a%2f%2fwww.princeton.ca%2f&c=E,1,2UaXax7ZJ0kT4ZbtW20z0JcjA1C6PgWlCtwqeQk-s_oqGxpWuBdfNKLtROmTKlB7J4XNgFoMU-hJiuhSescyJKbW8-KZnuCILRh_z-5xrMnphOrQc14E&typo=1
https://linkprotect.cudasvc.com/url?a=https%3a%2f%2fwww.rmalexander.com%2fp%2fiphone-and-android-apps&c=E,1,OaB_p340wBUWjGRiTkSeHVOCv9brttE_pOqpN2TuW2XBmpEzaBgKcoVpB2q4TEL6XMy5_1OniWXHp0lRUP0KfRO4pRHMHUnfNV6OCkc9hCo,&typo=1
https://smokylakecounty.executestrategy.net/user/goals/4780
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Public Works Department: Work Plan  MANAGEMENT 

 

SMOKY LAKE COUNTY 
 

Title:   
     

Policy No.:     06-13           E    

Section:  3 - M  Code: P - A Page No.:       1   of   8  
 

Purpose: To establish a Public Works Department Work Plan for the Smoky Lake County 
Public Works Department Program.       

 

Policy Statement and Guidelines: 
 

STATEMENT: 
 

The Public Works Department Work Plan, Schedule “A” outlines the Work Schedule of 
Projects and duties on a daily, weekly, monthly, periodic and seasonal time frame which provides 
detail work to be undertaken in the Public Works Department Program. Smoky Lake County 
Public Works Department: Personnel List, Schedule “B” outlines the department’s personnel 
and job classifications. 
 
BENEFITS: 
 

The Public Works Department Work Plan will provide the following benefits: 
 ■ Broaden the portfolio of the Public Works Department Program. 
 

 ■ Good understanding of the process of the Public Works Department. 
 

 ■ Increase efficiency and strengthen timeframe of deadlines.  
 

 ■ Establishes accountability of the Program. 
 

 ■ Communication Tool. 
  
REVIEW: 
 

The Public Works Department Work Plan will be reviewed and presented to Council on an annual 
basis beginning of each year. 
 

 Date   
 

 

 

 

 

 

 

 

 

 

___________________________ 

    Chief Administrative Officer 

Approved March 1, 2010 #435-10 – Page 9289 

Amended February 17, 2011 #358-11  - Page 9654  

Amended March 29, 2012 # 416-12 -  Page 10022 

Amended March 1, 2013 # 464-13 -  Page 10499 

Amended March 3, 2014 #350-14  -  Page 11116 

Amended March 20, 2015 #455-15  -  Page 11646 

Amended April 4, 2016 #541-16  -  Page 12150 

Amended March 30, 2017 #586-17  -  Page 12592 

Amended March 13, 2018 #364-18  -  Page 12989 

Amended March 13, 2019 #480-19  -  Page 13511 

Amended  March 5, 2020 #618-20  -  Page 14036 

Amended March 4, 2021 #465-21  -  Page 14501 

Amended March 22, 2022  
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Public Works Department: Work Plan  MANAGEMENT 

 

Section 03-M                Policy: 06-13 

 SCHEDULE “A” 
 

       PUBLIC WORKS DEPARTMENT:  WORK PLAN 2022 
 

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

DAILY 

2-3 Hours Communication: Phone 
calls from ratepayers, 
councilors, office. 

Address issues. After conversation: Inspect 
and Address. 

Document and if 
necessary, send out 
work force. 

1 Hour Organize Work Force. Communicate Plan. As per assigned work. Time Sheets. 

2 Hours Time sheets 
Daily journal 
E-Mail communication. 

Verify time sheets 
Document activities 
Check e-mails. 

Control of Public Works Dept. 
Respond to emails. 

Check and Sign 
Document all that took 
place. 

0.5 Hour Daily Vehicle Inspection Vehicle Inspection Inspect vehicle as per Vehicle 
Inspection Booklet 

Provision for sound and 
safe transportation 

1 Hour 
 

Work Place inspection. 
Summer and winter 
projects. 

Hazard identification along 
with proper signage. 

Identify obstructions and 
hazards within the working 
area. Document and discuss. 

Tasks will be performed 
safely avoiding incident. 

WEEKLY 
½ Hour  
½ Hour 

Safety Meeting 
List Work Schedule. 

List on White Board and 
verbally communicate. 

Discuss past week incidents 
and how to solve issues. 

Communication Tool. 
Monitor. 

1  Hour Invoicing. Verify invoices to projects and 
check paper work. 

Authorize for Payment. Submit to Central 
Office. 

10-20 
Hours 

Road Inspections. Drive Roads and list 
conditions. 

Complete road improvements. Improved and safe 
driving conditions. 

1 ½ Hours Management Meetings. Meet with all Management 
Departments. 

Update departments on Public 
Works activities for the week. 

Monitor and complete 
tasks. 

1 Hour List tasks that can be 
improved upon. 

Weekly review of programs 
occurring. 

Compile a listing for 
improvements. 

Monitor and 
communicate. 

1 Hour Truck Cleaning. Maintain a professional 
vehicle appearance. 

Clean County Vehicle. Adhere to County 
Policy. 

½ Hour Communication. Speak with Managers. Discuss projects inside and 
outside of shop. 

Communicate. Become 
more efficient. 

1-4 Hours  Council Requests County Infrastructure Issues Inspect after receiving a 
request 

Solving the issue at 
hand. 

MONTHLY  

 Safety Meeting; Managers, 
Representation from each 
Department, including 
Council. Attend monthly 
Council meetings. 

Report from each 
Department. 

Discussion and 
Recommendations. 

Safe Work 
Environment. 

 
 

Monthly reports to Council. Manager Report Form. Complete a manager’s report 
for each meeting. 

Information for 
discussion with Council 
and management. 

April-
October 

Culvert Maintenance 
Program. 

Replacing, installing and 
repairing. 

Inspection and prioritize. Proper drainage. Report 
update to Council. 

April-
September 

Gravelling Projects. Annual gravel haul. Organize and schedule areas 
to be graveled. 

Improved quality of 
roads. Monitor. 

Mid May to 
October 

Rehabilitation. Shoulder Pulls. Schedule and direct Work 
Force. 

Improve quality of 
roads. Document. 

March to 
November 

De-Watering. Rock extraction from beneath 
water table. 

Schedule and direct work 
force. 

Stock pile suitable 
material for crushing. 
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Public Works Department: Work Plan  MANAGEMENT 

 

PUBLIC WORKS DEPARTMENT:  WORK PLAN 2022- Continued: 

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

MONTHLY- Continued 

May to 
August 

Oil Treatment of 
Roads. 

Hauling of Gravel and 
Mixing Oil. 

Schedule and direct Work Force. Improve quality of roads. 
Document. 

May to 
September 

Base 
Stabilization. 

Hauling of Gravel and 
mixing MG30. 

Schedule and direct Work Force. Improve quality of roads. 
Document and Monitor. 

June to 
October 

Construction. Backsloping, create ditches, 
raise road surface. 

Schedule and direct Work Force. Improve quality of roads. 
Document. 

May to 
August 

Private Dust 
Control. 

Haul gravel, mix oil or 
MG30. Spread and compact 

Schedule and direct Work Force. Create dust control in front 
of private residence. 

October Snow Retention Snow fence installation. Schedule Warspite snow fence 
installation. 

Hold back drifting onto main 
street. 

October Replenish Salt 
Supply. 

Contact Salt Supplier. Research best value. Fill salt bin. 

October Winter Road 
Sand Supply. 
 

Screening and Hauling 
Sand. Co-ordinate calcium 
blending with sand. 

County trucks haul screened sand 
from White Earth Pit to County Shop 
yards. 

Sand in place for winter icy 
conditions. 

QUARTERLY 

 G.I.S. Data Updates Provide information on assets to be 
installed into the system; updates on 
gravel and oil based roads, culverts, 
signage, dust controls, winter flag 
driveways, fencing, hydro-axe 
progress, construction and any other 
pertinent infrastructure. 

Monitor assets, location and 
costs. 

PERIODIC  

 
 

Gravel Crushing 
Tender 

Create Crushing Tender Complete a new gravel crushing 
Tender as the old contract is being 
completed 

Assure a contractor is in 
place for future gravel 
crushing. 

 Bridge 
Maintenance. 

Major Repairs or 
Replacement. 

Communicate with Associated 
Engineering, Alberta Transportation 
and Contractor. 

Safe Passage over creeks. 
Monitor and Document. 

 Bridge 
Maintenance. 

Minor repairs as directed 
by Associated 
Engineering. 

Work requirements completed by 
Public Works staff. 

Bridge quality 
improvement. 

 Job interviews. Prospective staff selection. Advertise for specific positions and 
interview qualified individuals. 

Selection of individual 
most fitting and qualified 
for the position. 

 Conventions. Attend Conventions. Incorporate material into Public 
Works activities. 

Education and 
Communicate. 

 Strategic Plan Quarterly Reports Document actions taken to fulfill the 
plan. 

Progression of Smoky 
Lake County. 

 Backsloping 
Program 

Control of brush and 
noxious weeds along 
county roadways. 

Inspect road prior to and after 
completion. 

Create proper drainage 
and reduce road 
maintenance costs. 

 Five -Year Road 
Plan. 

 

Document Information. Study roads, determine which roads 
will need attention and schedule 
construction. 

Budgeting Preparations. 

 

 Fires. Emergency Services 
Responses. 

Assist Fire Department as required. 
Debriefing. 

Monitor Roster for 
Emergency Services. 
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Public Works Department: Work Plan  MANAGEMENT 

 

 
PUBLIC WORKS DEPARTMENT:  WORK PLAN 2022- Continued: 

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

PERIODIC- Continued  
 Meeting with Council and 

Ratepayers. 
Address Issues. Investigate situations. Document Activities. 

 Personnel Communication. Workers Issues. Improve job execution. Address 
Concerns. 

Quality Control. 

 Annual Safety Meeting Managers Annual 
Report 

Discuss the previous and 
present years work schedule  
expectations and safety issues. 

Communication to staff, 
managers and Council on work 
and safety within the county. 

 Employee Evaluations. Evaluate Staff. Complete Evaluation Forms. Improve quality of working 
relationship and communication 

 
 

Beaver Dam Situations Removal Track-hoe, back-hoe, or manual 
labour to break apart structures. 
Dynamite where necessary. 

Ensure proper water flow and 
drainage. 

 Public Works: Work Plan Plan for the upcoming 
year  

Review all Work Plans, and 
Programs – make appropriate 
changes. 

Submit to Council-Annually. 

 Budget Meetings. 
 

Budget Meetings for 
Public Works and 
Capital Assets. 

Evaluate Programs and capital 
needs, price out items and 
prepare budget. 

Meet with the Finance Manager. 

 Various Meetings with Council:  
-Departmental Meeting 
- Council Meeting 
-Committee of The Whole 
-Aggregate Company Meeting 

County Procedures  Discussions and 
recommendations provided in 
accordance to Public Works 
activities. 

Provide information and clarity. 

 Post-Wind Road Inspections Tree Obstruction Document and organize for 
brushing crews to remove trees 
from county roadways. 

Provide public access and safe 
transportation along County 
roads. 

 Policy Statement and 
Guidelines. 
(Meetings) 

Review County 
Policies. 

Make amendments to existing 
policies and create new policies 
when required. 

Governance. 

 Heavy Equipment Cross 
Training. 

Public Works staff 
training. 

Training staff on equipment 
including grader, back hoe, 
reclaimer, track hoe and cat. 

Having the flexibility to place 
staff on various pieces of 
equipment in case of illness, 
injury or holiday time by existing 
employees. 

 Custom Grader Maintenance 
and Sanding Smoky Lake 
Complex, Vilna Cultural Center, 
H.A.K. School parking lot, 
Waskatenau hall; upon request. 

Parking lot 
maintenance. 

Winter snow removal and 
summer gravel blading. 

Quality Control. 

 Regional Heritage Board Labour Assistance. Installation of signs and or 
monuments upon request. 
Maintenance of Victoria Trail 
pullouts. 

Quality Control. 

 Training and Professional 
Development 

Attend Conventions 
and Seminars. 

Further Education. Advancement in knowledge and 
practical procedures. 

 Haul Road Agreements Govern Hauling 
Activity 

Have Contractor fill out and sign 
an agreement prior to hauling 
on County roads. 

Assurance of haul roads 
remaining or returning to the 
condition prior to initiating the 
haul. 
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Public Works Department: Work Plan  MANAGEMENT 

 

PUBLIC WORKS DEPARTMENT:  WORK PLAN 2022 - Continued: 

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

PERIODIC -Continued 
 Muni-Site 

Development 
Entries Enter new culvert and culvert repair 

locations along with completed 
Brushing and Hydro-axing areas. 

Documentation for 
information and future 
requirements. 

 North Saskatchewan 
River Boat Launch’s. 

Maintenance. Haul away debris and silt build-up from 
boat launch entrance to the river. 

Provide proper access 
to the river. 

Upon 
Request 

Metis Crossing Maintenance Provide snow removal and gravel 
hauling and spreading upon request. 

Quality Control. 

SEASONAL 

 Road Maintenance. Snow Removal. Grade 
Roads. Repair and 
monitor washouts and 
control flooding issues. 
Patch Oiled Roads. 

Maintain Crown along with creating 
smooth driving surface. 
Assure proper slope and drainage. 

Road Quality 
Improvement. 
 
Document. 

 Brushing and tree 
removal. 

Right-of-way 
maintenance. 

Remove leaners, fallen trees, and any 
debris along roads and ditch area. 

.Allow for safe travel 
and proper flow of water 
along ditch bottom. 

As per 
Work Plan 

Hydro-axe. Mulch brush and trees. Operate hydro-axe in selected area; 
provide Ag. Dept. with map showing 
cleared area ready for spraying. 

Improve site lines and 
overall drainage. 

March- 
April 
 

Winter and spring 
Culvert inspection. 

Culvert obstruction 
removal. 

Excavation of snow and ice along with 
steaming ice filled culverts. 

Allow for ease of spring 
run-off along county 
roads. 

 Ice Inspections Inspections for ice build-
up on and along county 
roads due to natural 
springs. 

Assign proper Work Force to break 
apart and remove ice build-up. 

Maintain safe driving 
conditions. 

 Replenish Oil Supply. Contact Oil Suppliers. Research for best oil available. Fill tanks at best price. 

 Oil Tank 
Maintenance. 

Contact Gas Department. Service burners. Oil remains hot. 

 Project Analysis. Study procedures, time 
spent, quantities, cost of 
previous years work. 

Investigate. 
Research. 
Monitor. 

Budget process. 
Improve upon past 
performance. 

 Work schedule After adoption of the five-
year road plan, schedule 
projects. 

Organize road projects. Create 
calendars. 

Scheduled projects and 
tasks are completed. 

January Smoky Lake County 
Annual Booklet 

Annual Report Document Public Works previous year 
Projects, maintenance and activities. 

Public Awareness. 

February - 
March 

Dust Control 
Advertisement. 

Create advertisement. Submit to local newspapers and County 
Grapevine. 

Accept applications and 
schedule seasonal dust 
control applications. 

October - 
November 

Flag Driveway Snow 
Removal 
Advertisement 

Create advertisement Submit to local newspaper and County 
Grapevine. 

Accept applications and 
document locations for 
snow removal 

 Register contract 
trucks and equipment. 

Create advertisement. Submit to local newspapers and County 
Grapevine. 

County has access to 
acquiring additional 
trucks and equipment to 
perform services. 

April and 
October 

Sign Inspection Spring and Fall sign 
inspection and 
documentation. 

Ensure signs are in place and in good 
condition, note areas that may require 
additional signage. 

Safety awareness. 

          Page 5 of 8 



Public Works Department: Work Plan  MANAGEMENT 

 

PUBLIC WORKS DEPARTMENT:  WORK PLAN 2022- Continued: 

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

SEASONAL -Continued  
 Haul Road 

Inspection 
Weekly inspections 
during gravel, oil and 
log hauling. 

Document any damage that was a 
direct result of hauling; schedule any 
repair that will be necessary, 

Assure haul roads are safe 
for travel. 

April Grader Operator 
Meeting 

Seasonal Road 
Maintenance 
Discussion 

Winter and summer road maintenance 
practices. 
Gravel recommendations. 

Road quality improvement. 

October Plow/Sand Truck 
Meeting 

Winter Road 
Maintenance 
Discussion 

Repetition of proper snow removal 
techniques.Discussion and awareness 
of rough road surfaces inspected and 
documented prior to the winter season. 

Road quality improvement. 

October Pre-Snow Removal 
Road Inspections 

Inspection of County 
Roadways. 

Document any road flaws or obstacles. Allow for safe snow 
removal. 

October Pre-Snow Removal 
Driveway Inspections 

Inspection of Flag 
Driveways. 

Document obstructions to avoid during 
snow removal. 

Avoid any incident from 
occurring. 

 Operational Budget Equipment Costs and 
Wages 

Analyze actual costs as compared to 
projections made each season. 

Efficiency and Quality 
Control. 

 Private Gravel Pick-
Up and Sales 
 
 
 

New Time Slot for 
Gravel Customers 

Advertise new hours for private gravel 
pick-up. 
June 1 to September 30 
Tuesdays and Thursdays 
From 9:00 A.M. - 3:00 P.M. 

Provide more efficient 
service by having a 
dedicated loader operator 
during these new time slots. 

 Annual County 
Council Road Tour 
 

Road Conditions and 
Evaluations 

Point out proposed and completed road 
projects. Document any issues that 
may need to be resolved. 

Provide valuable 
information to Council in 
regards to road 
improvement. 

April - 
November 

 County Culverts 
Program 
 

Culvert Inspections 
and Replacement 

Ability to upgrade and add culverts 
under and along county roadways. 

Improve drainage. 

August Smoky Lake 
Demolition Derby 

Site Maintenance Level and compact surface at the 
demolition derby site. 

Improve riding surface. 

 H.A.K. Parking Lot 
and Access Road 

Site Maintenance Grader blade road and parking surface. Allow for smooth 
transportation and  improve 
drainage. 

November- 
April  

Church yards and 
Cemeteries. 

Snow removal. Tractor snow removal upon request. Allow safe access to church 
and cemetery locations. 

2022 ASSIGNMENTS 

 Gravel Sources. Exploration for 
gravel: 

a. Crown Land 
b. Private Land 

Application for S.M.E.’s on County 
land. Obtain permission to explore 
and dig test holes. 

Strategic Priorities 
Operational: 2 - Secure 
alternate sources of pitrun 
for crushing purposes. 

 Dust Control. New Methods of 
Dust Control. 

Research and inspect new methods 
of dust control. 

Strategic Plan 
 

 Shop Yard 
Expansion 

 Contact Arnold 
Dubetz 

Discuss purchase of land north of 
county Shop yard. 

Yard Expansion. 

2022 
 

 Waspite Ferry 
Landing 

Boat Launch 
Construction upon 
approval from A.E.P. 
(Alberta Environment 
and Parks) 

Excavate, shape, place filter cloth and 
gravel. 

Suitable Water Craft 
Landing. 
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Public Works Department: Work Plan  MANAGEMENT 

 

PUBLIC WORKS DEPARTMENT:  WORK PLAN 2022- Continued: 

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

2022 ASSIGNMENTS-Continued 

Sept.-2022 
 

Village of 
Waskatenau  
Drainage Ditch. 

Drainage Improvement. Monitor ditch bottom for any 
obstruction. 

Drainage Improvement. 

June-2022 Village of 
Warspite 
Drainage Ditch; 
Continue ditching. 

Drainage Improvement 
a. Ditch running from 

52 St. East through 
old school property. 

Remove trees growing in 
and along the drainage 
ditch. Maintain by cutting 
and spraying. 

Alleviate water backup and 
flooding of neighboring 
properties. 

May – June 
2022 
NEW 

Lake Resort and 
Hamlet Signage 

Sign Installation Stake sign locations for first 
call; install signs at 
predetermined locations. 

Signs to provide subdivision 
layout and and land locations 
for ease of navigation.  

November/March 
 

 Snow Removal Bridge Decks Incorporate with “Flag” 
Driveway Snow Removal. 

More efficient rather than 
clearing bridge decks in a 
separate round. 

May – July 2022 
 

Mons Lake Beach Beach creation. Waiting 
approval from A.E.P. 
(Alberta Environment 
and Parks) 

Haul away overburden and 
replace with beach sand. 

Eliminate overburden erosion 
and create a suitable beach 
front. 
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Public Works Department: Work Plan  MANAGEMENT 

 

SCHEDULE “B” 
 
 

Smoky Lake County: Public Works Department Year - 2022 
 
 

Personnel List 
 

P.W Dept. Grader Gravel Trucks Tractor Hydro- 
Axe 

Skid 
Steer 

Rock Construction Culvert Patching Fencing Hoe Cat Street Brushing Signs Other 

Both 
Seasons 

Belly 
Dump 

Tandem Winter Winter Both 
Seasons 

Both 
Seasons 

Summer 
Extraction 

Winter 
Excavation 

x. Packer 
x. General labour 
x. Sign install. 
x. Reclaimer 
x. Grader 
x. Oil Truck 

Installation Cleaning   Track Back Both 
Seasons 

Sweeping Winter Summer Both 
Seasons 

Relief Operators 

Babiuk, Dwayne   x x       x x x      x x  Plow Truck 

Bochar, Jason  x  x               x  x Low Boy 

Bruce, Garry     x      x x x x  x  x x   Plow Truck 

Cherniwchan,Craig  x  x               x  x Low Boy 

Cherniwchan,Doug  x  x               x  x Low Boy   Rock Truck 

Chichak, Wayne x         x            Welder 

Chimko, Marion  x  x               x  x Low Boy 

Denesik, Will     x x    x   x      x x x Gravel Checker 

Dowhaniuk, Barry x         x             

Drew, Dana     x      x x x x  x  x x   Plow Truck   Grader 

Garner, Ken x         x             

Jasinsky, Dwayne x       x- RT x -RT          x  x Grader    Snow Tractor Snow Excavator 

Kapicki, Dan     x  x   x   x      x x x  

Kozma, Gerry x         x         x   Shop help - winter 

Minailo, Chris    x  x x   x   x     x x x x Loader – Contract trucks   Tractor - Snow 

Moric, Dale  x  x x     x         x  x Oil Tanker, Low Boy, Water Tanker, Cat, skid 
steer 

Novosiwsky, Max  x x       x   x  x x      Low boy, Water Tanker, Cat, Garbage Truck 

Podloski, John x         x             

Pritchard, Dwayne x         x         x   Hydro Axe 

Pritchard, Dwight   x x      x           x Tractor, Oil Truck, Garbage Truck, Belly Dump 

Rurka, Robert x         x             

Smith, Rick    x    x- TH x- TH   x   x    x  x Plow Truck 

Trufyn, Matt   x x x     x       x  x  x Plow Truck, Garbage Truck, Rock Truck, Oil 
Truck-Tandem 

Watamaniuk, Justin     x x  x-RT x-RT          x  x Patching 

Watamaniuk, 
Kirstin 

Scale Shack Operator and Public Works Clerk 

NOTE: General Maintenance- All employees assist with Signs, Brushing, Tree Removal, Garbage Removal, Inventory, Assist other County Departments. Full-time basis and as duties needed. 

 
 

Primary Job   
Seasonal   
Casual    
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Public Works Department:  Shop Foreman Work Plan  SUPERVISOR 

 

SMOKY LAKE COUNTY 
 

Title:   
                  

Policy No.:     07-13   
E 

Section:  3 - M  Code: P - A Page No.:       1   of   5  
 

Purpose: To establish a Public Works Shop Foreman Work Plan for the Smoky Lake County 
Public Works Department Program.       

 

Policy Statement and Guidelines: 
 

STATEMENT: 
 

The Public Works Department Work Plan, Schedule “A” outlines the Work Schedule of 
Projects and duties on a daily, weekly, monthly, periodic and seasonal time frame which provides 
detail work to be undertaken in the Public Works Department Program. Smoky Lake County 
Public Works Department: Shop Foreman Personnel List, Schedule “B” outlines the 
department’s personnel and job classifications. 
 
BENEFITS: 
 

The Public Works Department Work Plan of the Shop Foreman will provide the following benefits: 
 ■ Broaden the portfolio of the Public Works Department Program. 
 ■ Good understanding of the process of the Public Works Department. 
 ■ Increase efficiency and strengthen timeframe of deadlines.  
 ■ Establishes accountability of the Program. 
 ■ Communication Tool. 
  
REVIEW: 
 

The Public Works Department Shop Foreman Work Plan will be reviewed and presented to Council 
on an annual basis beginning of each year. 
 

 Date   
 

 

 

 

 

 

 

 

 

 

___________________________ 

    Chief Administrative Officer 

Approved March 1, 2010 #437-10 – Page 9292 

Amended February 17, 2011 #359-11 -  Page 9656 

Amended March 29, 2012 #418-12 -  Page 10024 

Amended March 1, 2013 #467-13 -  Page 10502 

Amended March 3, 2014 #352-14  - Page 11120 

Amended March 20, 2015 #456-15  - Page 11649 

Amended  April 4, 2016 #542-16  - Page 12154 

Amended March 30, 2017 #587-17  - Page 12595 

Amended March 13, 2018 #365-18  - Page 12992 

Amended March 13, 2019 #481-19  - Page 13514 

Amended March 5, 2020 #619-20  - Page 14040 

Amended March 4, 2021 #468-21  - Page 14512 

Amended March 22, 2022  
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Public Works Department:  Shop Foreman Work Plan  SUPERVISOR 

 

Section 03-M                Policy: 07-13 

 SCHEDULE “A” 
 

                 PUBLIC WORKS DEPARTMENT: SHOP FOREMAN WORK PLAN 2022 
 

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

DAILY 
1 Hour 
 

Six employees time 
sheets to sign and 
verify 

Payroll. Verify work done in shop. Sent to main office for 
payroll department. 

1-8 Hours Rap and Work 
Experience. 

Supervisor roll. Ensure work done 
properly. 

To train properly. 
Strat Plan 1.2e 

1 Hour 99 Vehicle check 
lists to review. 
 
40 Equipment 
check lists to review 

To be checked promptly and monitored for 
mileages and hours that will be used for 
warranties and parts. 

To check for problems, to 
ensure proper repairs are 
scheduled to be done. 

To get equipment and 
vehicles on the road 
as fast as possible. 
Follow National Safety 
Code Requirements 

1-8 Hours Repairs to 
equipment and 
vehicles. 

Whatever may require repairs Prioritize repairs to have 
most important equipment 
or vehicles running first. 

 Strat Plan 1.2a 

1-4 Hours 
 

Order Parts Look up parts required for repairs 
Source parts  

Order parts required to 
complete necessary 
repairs to vehicles and 
equipment 

To reduce the amount 
of time vehicles and 
equipment are in for 
repairs 

½ Hour 
 

Pre-job assessment Discuss which units to be repaired and 
recognize hazards. 

Repair units accordingly 
and in a timely fashion. 

Keep vehicles and 
equipment mobile. 

WEEKLY 
2-3 Hours Review purchase 

orders and invoices. 
Sign and verify prices. Make sure that we are 

charged for only items 
purchased, companies, 
are paid on time to avoid 
interest charges. 

To keep equipment 
and vehicles mobile 
for projects. 

½ - 1 
Hour 

Monday morning 
tool box meeting. 

Discuss with employees’ daily procedures 
and equipment or vehicles being worked. 

Designate equipment or 
vehicles to be worked on. 

To keep equipment 
and vehicles mobile 
for projects. 

½- 1   
Hour 

Management 
Meetings. 

Meet with all management departments. Update departments on 
Public Works Shop 
activities for the week. 

Monitor and complete 
tasks. Communicate. 
Strat plan 1.1g 

1-2 Hours 
 

Review tracking 
information 

Prioritize services Determine and schedule 
equipment and vehicles 
for service 

Keep vehicle and 
equipment services to 
minimal down time 

MONTHLY  

1-8 Hours 
Per unit 
 

325 Pieces of 
equipment and 
vehicles to service 
and repair 
 
150 Services to 
vehicles and 
equipment 
 

Repair items that require attention 
Change engine oils in pickups every 5000 
kms, or by oil life meter. Change engine oils 
in Class 8 trucks every 250 – 500 hrs. Check 
over units (brakes, steering, suspensions). 
Change oil in engines on graders: 500 Hours 
Other oils as per OEM spec Construction 
equipment every 250 – 500 hours. Service 
and repair chainsaws, weed eaters, riding 
mowers and push mowers. 

Make sure all equipment 
is safe for use 
 
 
Be sure items are done 
so that warranties are not 
voided. 
 
Monitor oil samples for 
problems that may arise. 

Minimize down time 
 
 
 
To keep equipment 
and vehicles mobile 
for projects. 
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Public Works Department:  Shop Foreman Work Plan  SUPERVISOR 

 

PUBLIC WORKS DEPARTMENT:   SHOP FOREMAN WORK PLAN 2022- Continued: 

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

MONTHLY- Continued 
1-3 Hours Report to Council. Enter information into cascade 

reporting. 
Maintenance on vehicles 
completed during 
previous month. 

Deliver for Agenda 
Package. 
Strat Plan 1.1f 

1-3 Hours Safety Committee Meeting. Attend and discuss safety issues. Implement safety 
procedures. 

Keep work place 
safe. 

Occasional Budget. Review budget numbers. Monitor progress. Document. 

PERIODIC  
1-3 days per 
unit 

31- Annual 
3-Semi-Annually x 2 
37 in total 
CVIP’s on trucks, trailers, vans 
and buses. Trailers are done 
from December to February. 
Trucks are done from March to 
April. 

Remove all wheels and brake 
drums, measure drums and 
shoes, replace any worn items, 
do all repairs required at this time. 
CVIP’s and repairs may take from 
1 day to 2 weeks to complete 
depending on amount of work to 
be done and parts availability. 

Commercial inspections 
according to government 
specs. Organize staff. 

Keep equipment 
and vehicles mobile 
and repaired in a 
timely fashion. 

Scheduled 
by the 
Company 

Warranty repairs. Repairs as required. Coordinate with dealers to 
have repairs done. Be 
sure items are covered 
under warranty to avoid 
extra charges. 

Keep equipment 
and vehicles mobile 
and repaired in a 
timely fashion. 

Training and 
Professional 
Development 
 

Upgrade when required Attend necessary training as 
required 

Attend seminars or 
technical training to learn 
new and improved 
techniques 

Keep up with 
changing times  

As per 
budget 

Spec out vehicles and 
equipment to be purchased for 
all departments. 

As per Five-Year Capital Asset 
Budget. 

Obtain spec. Communicate. 
Supply budget 
numbers for year. 

SEASONAL 

1-2 days 8 – Graders ready for winter 
Starting October 1st.  2-3 
graders at a time. 

Change hydraulic, transmission 
and engine oil, install snow 
equipment. 

Make sure maintenance is 
done according to 
manufacturer’s specs. 

Keep equipment 
mobile. 

1-2 days 4 – Tractors. Install snowblade. Prepare for winter 
snowplowing. 

Keep equipment 
mobile. 

1-2 days 
UPDATED 

3 – Sand trucks ready for 
October. 1 extra plow truck 

Install sanders and snowplows. 
 

Prepare for winter 
season. 

Keep equipment 
mobile. 

1-2 days 8 – Graders ready for summer 
– April.  
2-3 graders at a time. 

Remove wings. Prepare for season. Keep equipment 
mobile. 

1 – 2 days 
UPDATED 

4 – Trucks ready for summer – 
April 

Remove sanders and plows. 
 

Prepare for gravel and 
patching season 

Keep equipment 
mobile. 

1-2 days 4 – Tractors. Remove snowblades. Get tractors ready for 
mowing and construction. 

Keep equipment 
mobile. 

1 day 
 

Unit 616: Caterpillar Buggy 
when required. 

Install as required when 
necessary. 

Prepare for winter 
snowfall and summer 
projects. 

Keep equipment 
mobile. 
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Public Works Department:  Shop Foreman Work Plan  SUPERVISOR 

 

PUBLIC WORKS DEPARTMENT: SHOP FOREMAN WORK PLAN 2022- Continued: 

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

SEASONAL – Continued. 
As required 15-20 Units: Prepare fire 

equipment for fire season. 
At all times water trucks 
and tanks filled with water 
and fuel at all times for 
emergency. 

Change oil in proper time to 
eliminate down time during 
busy season 

Get equipment repaired in 
shortest time possible. 

Keep equipment 
mobile. 

1 day 
 

Annual Safety Meeting Discuss plans for the year and 
upcoming updates. 

Inform staff of changes. So staff understands 
what our goals are. 

1-2 days 
 

Work plan Update work plan as 
necessary. 

Make any necessary 
changes to reflect current 
tasks. 

Keep Council informed 
of changes. 

1 – 3 days 
 

Annual employee 
evaluations 

Performance appraisal.  Inform employees of their 
strengths and weaknesses. 

Help employees 
understand their duties. 

1-5 weeks 
 

Annual inventory count Count parts for audit. Perform manual count of 
parts. 

To verify that parts that 
have been used have 
been accounted for. 

1-2 days 1 – H.A. Kostash School 
Bus 
1 – Vilna School Bus. 
1 – Seniors Bus 

Oil changes and repairs. 
$200.00 special certificate 
required to maintain. 

Keeping their equipment 
serviced. 

Keep equipment 
mobile. 

1-2 days 
when time 
permits  

Contract CVIPs 
 

Commercial Vehicle 
Inspections on private trucks. 

Inspect as per Alberta 
Transportation specs as we 
are a carrier open inspection 
facility.  

Added revenue to 
County $300/inspection. 

3 days RUSA Convention. Attend seminars. To get new information on 
products and services and 
new regulations. 

Change with times. 
 
 

1 day  RMA Spring Convention Meet with various Suppliers. To get new information on 
products and services and 
new regulations. 

Keep current on new 
items. 

1-2 days    
       

Insurance Review Go through insurance listings. Review insurance list and 
verify any additions or 
deletions are correct. Make 
sure serial numbers are 
correct. 

Be sure vehicles and 
Equipment are insured 
 

CVIP’s 111:  January  191:  October  404:  March 
112:  November  194:  February  405:  March  
136: May  195:  October  445:  March        
138:  April  196:  January  447:  February & August  
141:  September  197:  February  451:  October  
155:  April  198:  March                    459: August                            
158:  August  199A:  October                                    
159:  March  208:  March                                                                   
170:  May  214: December   
180:  May  217:  March                                     
181:  January  308:  May & November            
183:  June  322:  March & September                      
188:  February  401:  December                
189:  January  403:  March  
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Public Works Department:  Shop Foreman Work Plan  SUPERVISOR 

 

 

SCHEDULE “B” 
 

Smoky Lake County: Public Works Department: Shop Foreman Year - 2022 
 

Personnel List 
 

 Shop  
Foreman 

Mechanic CVIP Technician Welder  Shop Helper Apprentice Shop Clerk 

Mark Fedoretz        

Orrianna Kropf        

Mike Skoreyko        

Shane Dubitz        

Larry Kokotilo        

Ryden Shapka        

Darline Zdebliak        

NOTE:  
 

FULL TIME 
PART TIME 
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Natural Gas Department:  Natural Gas Manager Work Plan MANAGEMENT 

 

SMOKY LAKE COUNTY 
 

Title:   Natural Gas Department: 
    

Policy No.:     01-11 
E 

Section:  9 - M  Code: P - A Page No.:       1   of  6 
 

Purpose: To establish a Natural Gas Department Work Plan for the Smoky Lake County 
Natural Gas System.       

 

Policy Statement and Guidelines: 
 

STATEMENT: 
 

The Natural Gas Department Work Plan, Schedule “A” outlines the Work Schedule of Projects 
and duties on a daily, weekly, monthly, periodic and seasonal time frame which provides detail work 
to be undertaken in the Natural Gas System. Smoky Lake County Natural Gas Department: 
Personnel List, Schedule “B” outlines the department’s personnel and job classifications. 
 
BENEFITS: 
 

The Natural Gas Department Work Plan of the Natural Gas Manager will provide the following 
benefits: 
 

 ■ Broaden the portfolio of the Natural Gas System. 
 

 ■ Good understanding of the process of the Natural Gas Department.  
 

 ■ Increase efficiency and strengthen timeframe of deadlines.  
 

 ■ Establishes accountability of the Program. 
 

 ■ Communication Tool. 
  
REVIEW: 
 

The Natural Gas Department Work Plan will be reviewed and presented to Council on an annual 
basis beginning of each year. 
 

 Date   
 

 

 

 

 

 

 

___________________________ 

    Chief Administrative Officer 

Approved March 1, 2010 #438-10 – Page 9294 

Amended March 1, 2013 #469-13 – Page 10507 

Amended March 3, 2014 #353-14  - Page 11122 

Amended March 20, 2015 #457-15  - Page 11652 

Amended April 4, 2016 #543-16  - Page 12156 

Amended March 30, 2017  #588-17  - Page 12597 

Amended March 13, 2018 #366-18  - Page 12994 

Amended March 13, 2019 #482-19  - Page 13516 

Amended  March 5, 2020 #620-20  - Page 14042 

Amended March 4, 2021 #466-21  - Page 14504 

Amended March 22, 2022  
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Natural Gas Department:  Natural Gas Manager Work Plan MANAGEMENT 

 

Section 09-M                Policy: 01-11 

 SCHEDULE “A” 
 

                 NATURAL GAS DEPARTMENT: NATURAL GAS MANAGER 
 WORK PLAN 2022 

 

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

DAILY 

2-8  
Hours 

Line locates Locate and mark County gas 
lines for construction, seismic, 
and whoever is working by 
County gas lines. 

Insure gas lines are located and 
properly marked. Manpower of 2 
to 3 men. 

Eliminate the possibility of 
disrupted gas service due to 
damage lines. 

2-6  
Hours 

Customer 
complaints 

Gas odor calls, on-off readings of 
meters, listen to general 
complaints. 

Answer customer questions, 
delegate duties, going out to 
customer residents. 

Document and monitor 
service for improvements. 

1-2  
Hours 

Documentation of 
jobs 

Complete necessary 
documentation work completed. 

Address and monitor tasks. Accountability. 

0.5 
Hours 

Daily Vehicle 
Inspections 

Ensure vehicles are in safe 
working condition before 
operation. 

Check fluids, lights, tires, visibility, 
etc. 

Safe operating condition prior 
to driving. 

1 Hour Pre job meetings Complete necessary paper work. Identify  and record hazards and 
control measures. 

Safety at job site. 

0.25 
Hours 
 

Mail/parcels Pick up and deliver mail. Pick up and deliver mail to Post 
Office as well as pick up parcels 
from Post Office and Pappy’s. 

Mail and packages are 
handled routinely and 
efficiently. 

After 
Office 
Hours 

On-Call Man emergency phone. Take after hour’s emergency 
calls. 

Continuance of gas service. 

WEEKLY 
12 
Hours 

RMO Checks Check RMO stations. Record station operations, 
metering, meter oil levels, 
odorant, glycol, heaters, and line 
heaters. 

Insure gas quality and 
operation of the station to 
insure continuous gas flow. 

1.5  
Hours 

Management 
meeting 

Meet with all management 
departments. 

Update all departments of Natural 
Gas Department activities for the 
week. 

Discuss and work with all 
departments. Help each other. 

1-3 hrs. Invoicing Check Customer Service 
Requests. 

Invoice for third party work. Provides income for gas 
department. 

1 hr. Clean truck Maintain a professional 
appearance. 

Keep County vehicle clean. Adhere to County Policy. 

1  Hour Utility Personnel 
Meeting 

Communicate projects and tasks. Work schedules reviewed for the 
week and month. 

Education and monitoring. 

2 Hour Tool Box meeting Communicate with all 
departments. 

Review any incidents and report 
weekly activities. 

Learn from past experiences. 

MONTHLY 

1 Hour Magazine check Explosive inventory. Check and record inventory. Legal requirement. 

20 
Hours 

Odor sample Checking for gas quality. Take sniff tests at different 
locations from each RMO and 
record. 

Insures sufficient odor in gas 
line for customer safety and 
address legal requirements. 

4 hrs. Gas balancing Check differences between 
bought gas and sold gas. 

Document gas purchase verses 
gas sold. 

Gives an indication of 
possible gas loss problems.  

1-2 Hrs Main Office Safety 
Meeting 

Attend monthly office safety 
meetings. 

Review any incidents and report 
monthly activities in office. 

Safer work environment.  
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Natural Gas Department:  Natural Gas Manager Work Plan MANAGEMENT 

 

NATURAL GAS DEPARTMENT:   NATURAL GAS MANAGER WORK PLAN 2022 - Continued: 

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

MONTHLY-Continued 
1-2 Hrs Joint Health and 

Safety Meeting 
Attend monthly Joint 
Health and Safety 
Meetings. 

Review any incidents, report weekly 
activities, and review safety policies 
and correspondence. 

Safer work environment. 

32 hrs AMR meters Reading meters. Download AMR meter to reader and 
read all installed AMR meters. 

Takes 1 person approximately 
4 days to read app. 1450 
meters. 

10 Hrs. Meter readings Reading meters. Manually reading meters not on 
AMR. 

2 people approximately 1 day. 

8 hrs. Managers 
reports 

Manager report form. Complete a manager’s report for 
monthly council meeting. 

Provide information for council 
and management. 

8-24  
Hours 

Delinquent 
accounts 

Collect arrears. Collect overdue accounts or leave 
notice. Lock off if necessary for no 
payments. 

Generate income. 

1-8 hrs 
 

Paperless billing Set up customers 
monthly gas bills to be 
sent by email. 

Send out notification that it is 
available, gather information from 
interested customers, and enter into 
our system. 

Less paper consumed, less 
time spent folding and putting 
bill in envelopes, and less 
postage costs. 

10 to 12 
Days 

Odorant Deliver Odorant. Deliver odorant to approximately 
300 RMO’s in 35 different Gas  
Co-ops. 

Safety and income generating 
for the County. 

PERIODIC  

2-3 
Hours 

Vehicle 
maintenance 

Oil changes and general 
truck maintenance. 

Assist in oil change and general 
repair when necessary. 

Safe and well-maintained 
vehicle. 

100 hrs 
 

Conventions  Attend conventions. Incorporate materials into Natural 
gas activities. 

Education and 
communication. 

8 hrs Auditor 
documentation 

Have documentation 
available for auditor. 

Prepare spreadsheets and invoices 
for auditor. 

Present council with end of 
year financial report. 
 

16 hrs Strategic plan Quarterly report. Document actions to fulfill the plan. Communicate and educate. 

80 hrs. Equipment 
maintenance 

Change oil, general 
repair and replacement. 

Complete oil changes and 
lubrication. 

Well maintained equipment 
works longer. 

40 hrs Utility meetings Manager report.  Prepare request for decisions, 
agendas. 

Communicate with council on 
activities happening in the 
department and natural gas 
industry. 

40 hrs. Budget meetings Research information. Prepare budgets for operating and 
capital purchases. 

Long term financial stability. 

20 hrs. 
 

Replace 
defective gas 
meters 

Replace gas meters if 
they have stopped 
reading gas. 

Monitor readings monthly, inspect 
or replace meters that have stopped 
metering gas. 

Accurate balancing and 
payment for gas used. 

20 hrs. Departmental 
meetings 

Compile all information. Prepare departmental work plan. For all to know what the 
department does. 

250 hrs. Leak detection Underground leaks. Find and repair leaks. Prevent gas loss and maintain 
public safety. 

10 Hrs. Job interviews Interviewing for new staff Advertise and arrange interviews. Hire best available candidate 
when approved. 

5 hrs. Employee 
evaluations 

Evaluate staff. Complete documentation of 
evaluation. 

Improve working relation and 
communication. 
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Natural Gas Department:  Natural Gas Manager Work Plan MANAGEMENT 

 

NATURAL GAS DEPARMENT: NATURAL GAS MANAGER WORK PLAN 2022 - Continued: 

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

PERIODIC- Continued  

4 hrs. Work plan  Plan for the upcoming year 
:2021. 

Review work plans and 
make appropriate changes. 
 

Submit to council 
annually. 

40 hrs. 
 

Prepare budgets Budget meeting for Gas 
Department needs. 

Evaluate capital and 
operational budget.  

Meet with finance 
manager and council 
for approval. 

8 Hours Safety Annual safety meeting. Attend county wide safety 
meeting. 

Review incidents, find 
remedies, 
communicate with all 
county staff on working 
safely. 

20 to 40 
Days 

PFM check Pressure meter factoring. 
Required legally. 

Go to all PFM sets and 
make sure that proper 
pressure is going through 
the meter. 

Insures accurate 
measurement of gas to 
customers. 

5 to 10 
Days 

Public building inspections Check public building where 
large groups of people 
gather. 

Check churches, schools, 
halls, lodges, etc. for gas 
leaks within the buildings 
and appliance condition. 

Safety to places where 
large groups of people 
may gather. 

40 to 70 
Hours 

Cathotic protection Perform test. Test cathotic beds and 
sacrificial anodes. Replacing 
when necessary. 

Protect metal gas lines 
from getting pin hole 
due to electrolysis. 

16 Hours  Tetler bag samples Collect sample bags of gas. Take samples for each RMO 
at different locations, send 
away for a lab analysis. 

Required legally. 
Provide documentation 
of gas quality. 

151 hrs. Compressed natural gas 
trailer 

Provide compressed natural 
gas in emergency situations. 

Travel to various locations 
with CNG trailer. 

Provide emergency 
gas for other Gas Co-
ops and Third party 
jobs. 

4 to 8 days Budget Capital and operating 
budget. 

Work with finance and 
management to prepare 
budgets. 

Approval by council for 
natural as department 
day to day operational 
finances and capital 
purchases. 

8 to 40 
Hours 

Hydro Axing Communicate with Public 
Works. 

Check for grown in right- of- 
ways and give direction to 
Pubic Works on what needs 
to be trimmed. 

Clean right of way for 
line walking, line 
locating and line 
repair. 

80 to 800 
Hours 

Meter Recalls Replace outdated meters. 
Legally required. 

Replace outdated meter with 
a current sealed meter. 
Repair leaks. 

Less gas loss and 
eliminates the yearly 
PFM checks. 

40 to 60 
Hours  

End Pressure Test Check pressures at various 
locations at end of lines. 

Insert gauges at various 
locations and occasionally 
get readings. 

Check if lines are 
delivering sufficient 
gas to customers. 

60 Hours GPS New service’s and 
Alterations. 

GPS all new services and 
Alterations. 

Used for GIS system 
and future use for line 
locating if tracer wire 
deteriorates.  
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Natural Gas Department:  Natural Gas Manager Work Plan MANAGEMENT 

 

NATURAL GAS DEPARMENT: NATURAL GAS MANAGER WORK PLAN 2022 - Continued: 

Time Work 
Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

PERIODIC- Continued 

25 hours 
 
 

Other duties Office. Assist admin staff with misc office 
duties such as filing, operating 
folding and postage machines, etc. 

Make for good working 
relationship with office staff. 

5 hours 
 
 

Bank Deposit Complete County deposit 
at Bank 

Deliver the County bank deposit to 
the local bank for processing of 
cheques 

Transfer of funds into County 
accounts. 

8-60 hours 
 
 

Training Training for Operations Attend various training courses 
offered. Some are required for 
operations, as well as renewal 
training for expired courses. 

Enhance operations. 

40 Hours O & M Policy Check if we are 
complying with the O & M 
Policies. 

Fix, install or replace necessary 
equipment. 

Comply with O & M Policy Manual 
Operations. 

1-10 hours 
 

Council 
Requests 

Respond to Council 
requests. 

Upon request of Council, respond 
or investigate based on situation 

Comply and communicate with 
Council 

60 Hours Inventory Take inventory at shop. Physical count all inventory in our 
shop. 

Monitoring for year-end. 

SEASONAL 

May to 
November 

Construction Install gas lines. Construct new gas services. New customers. 

May to 
November 

Construction Install underground lines. Install underground secondary gas 
lines. 

Generates an income and helps 
County customers. 

May to  
November 

Construction Wash and bleach all 
equipment. 

Wash and bleach equipment used 
in construction prior to crossing 
property lines. 

Prevent the spread of Club Root 
by this department. 

May to 
November 

Sign installation Replace and install new 
signs. 

Install new sign at new construction 
crossings and replace old 
unreadable or damaged ones. 

Make people aware of gas lines 
crossing roads, etc. 

8 to 80 
Hours 

Cut and Caps Terminate released lines. Dig up gas lines that have been 
released, cut and cap the service. 

Remove unwanted gas lines. 

May to 
November 

Maintenance Maintain facilities. Do maintenance on above ground 
facilities (Reg Stations, RMO’s, 
etc). 

Tighten the system, less leaks 
more profit. 

ASSIGNMENTS 

15 Hrs. Automatic Meter 
Readings 

Group AMR meter 
customers. 

Group AMR customers to Taps and 
individual regulating stations.  

Use for gas loss and balancing 
 

50 hours 
 
 

Sign Repair  Repairing Natural Gas 
signage 

Replace or repair existing Natural 
Gas signage throughout the 
County. 

Better public image and better 
visibility to public. 

May to 
November 
(when 
required) 
 

Line 
Replacement 

Upgrade/replace gas lines 
when deemed necessary 

Installing larger gas lines to replace 
either undersized or defective gas 
lines. 

Increase system capacity to allow 
for future expansion. 
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SCHEDULE “B” 
 

Smoky Lake County: Natural Gas Department Year - 2022 
 

Personnel List 
 

 Gas Manager Gas Servicemen Labourer 

Daniel Moric    

James Vezeau    

Barry Letwin    

Daniel Malysh    

William Gray    

Summer Labourer    

NOTE: 

 

    FULL TIME 
 
    SEASONAL 
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SMOKY LAKE COUNTY 

 

Title:   Environmental Operations Management Work Plan   Policy No.:     01-12  

Section:  04 – M      Code: P – A      Page No.:      1   of    11  
     E 

 

Purpose: To establish an Environmental Operations Work Plan for the Smoky Lake County for the 
Environmental Operations of Water, Wastewater and Waste Management Program.      

 

Policy Statement and Guidelines: 
 

STATEMENT: 
 

The Environmental Operations Management Work Plan, Schedule “A” outlines the Work Schedule of 
Projects and duties on a daily, weekly, monthly, periodic and seasonal time frame which provides detail work 
to be undertaken in the Environmental Operations for Water, Wastewater and Waste Management Program. 
Smoky Lake County Environmental Operations Department: Personnel List, Schedule “B” outlines the 
department’s personnel and job classifications. 
 
BENEFITS: 
 

The Environmental Operations Management Work Plan will provide the following benefits: 
 

 ■ Broaden the portfolio of the Environmental Operations of Water, Wastewater and Waste   
 Management Program. 
 

 ■ Good understanding of the process of the Environmental Operations of Water, Wastewater  
 and Waste Management Department. 
 

 ■ Increase efficiency and strengthen timeframe of deadlines.  
 

 ■ Establishes accountability of the Program. 
 

 ■ Communication Tool. 
  
REVIEW: 
 

The Environmental Operations of Water, Wastewater and Waste Management Work Plan will be reviewed 
and presented to Council on an annual basis beginning of each year. 
 

 Date   
 

 

 

 

 

 

 

 

 

 

___________________________ 

    Chief Administrative Officer 

Approved January 12, 2009  # 014-09 - Page 33 

Amended January 10, 2012 # 233-12 – Page 130 

Amended March 1, 2013 #472-13  - Page 10509 

Amended March 3, 2014 #354-14  -  Page 11125 

Amended March 20, 2015 #458-15  -  Page 11655 

Amended  April 4, 2016  #544-16  -  Page 12160 

Amended March 30, 2017 #589-17  -  Page 12599 

Amended March 13, 2018 #367-18  -  Page 12996 

Amended March 13, 2019 #483-19  -  Page 13518 

Amended March 5, 2020 #621-20  -  Page 14044 

Amended March 4, 2021 #467-21  -  Page 14507 

Amended March 22, 2022  
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Section 04-M                Policy: 01-12 

 

SCHEDULE “A” 
 

Environmental Operations Management:  WORK PLAN 2022 
Time Work Schedule 

Projects 
Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

DAILY 
½  Hour Communication: 

Phone calls or emails 
from ratepayers, 
councilors and office. 

Address issues regarding 
complaints or billing inquiries.  

Inspect and Access provide reply 
if required. 

Rectify and Document the 
issue. 

¼  Hour Organize daily projects.  Communicate plan, and 
safety concerns.  

As per assigned work. Time sheets. 

¼  Hour Morning mail Collect County mail. Collect and or mail if required and 
pick up parcels.  

Provide mail to front desk. 

¼ Hour 
 

Vehicle inspection Check vehicle in the morning 
and when done for the day. 

Go through checklist provided. Fill out the checklist for 
future records. If there are 
issues with the vehicle 
report to the Shop Forman 
to have rectified. 

2 Hours 
 

Check Warspite potable 
Water system 
 

Monitor Chlorine content at 
plant and distribution system.  

Collect samples from the plant 
and distribution system and test 
for total chlorine content.  
Calculate all chemical 
consumption. Monitor all chemical 
pumps, and visual inspection to 
assure all equipment is working 
properly.   

Record all results on daily 
logs 
Level 2 water distribution 
certification required.                                             
 
 
 
 

1 Hour  Check Regional 
equipment at the 
Warspite system 

Monitor pressures and 
chloramine residuals. If 
results are not efficient the 
operator will troubleshoot 
system.  

Tend to adjustments required. Record all results on daily 
logs. 
Level 2 water distribution 
certification required. 

1 Hour Monitor Warspite 
sewage lift station 

Monitor pump operation and 
ensure level sensing 
electronics are in good 
operation. 

Manually work pumps and have a 
visual check on water levels while 
pump is in operation. Clean out 
sewage traps, daily.  

Record all results on the 
daily logs. Level 1 water 
sewer certification 
required. 

2 hours 
 

Check Spedden Water 
system 
 
 
 

Monitor Chloramine content 
at plant and distribution 
system. 

Collect samples from the plant 
and distribution system and test 
for chlorine content.  Calculate all 
chemical consumption.  Monitor 
all chemical pumps.         

Record all results on daily 
logs 
Level 2 water treatment 
required.                                             
 

1.5 hours 
 

Check regional 
equipment, at the 
Spedden facility 

Monitor pressures and 
chloramine residuals. Tend to 
booster station. If results are 
not satisfactory the operator 
will trouble shoot system. 

Tend to adjustments required. 
Communicate with St.Paul 
County and assist and rectify if 
any issues come up. 

Record all results on daily 
logs.  Level 2 water 
distribution certification 
required. 

1 hour 
 

Check regional and 
distribution system at 
the Bellis Potable Truck 
fill 

Monitor pressures and 
chloramine residuals. If 
results are not efficient the 
operator will troubleshoot the 
system. 

Tend to adjustments required. Record all results on daily 
logs. Level 2 water 
distribution certification 
required. 
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Environmental Operations Management:  WORK PLAN 2022- Continued: 

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

DAILY- Continued 
½ 
hour 
  

Check on pumps 
and Booster station 
at the Smoky Lake 
regional station 

Monitor pressure and 
chloramine residuals. Tend to 
the booster station.  If results 
are not satisfactory the 
operator will trouble shoot the 
system. 

Tend to adjustments required. Record results on daily logs.  
Level 2 water distribution 
certification required. 

½ 
hour 

Check regional 
equipment and 
testing at the Vilna 
and Waskatenau 
water facilities 

Collect water samples and 
testing for mono and free 
chloramine.    

Tend to adjustments if required. Record results on daily logs.  
Level 2 Water Treatment 
certification required.  

1 
hour 
 

Tend to Regional 
Waterline First Calls 

Allocate the first call to either 
Smoky Lake County, or the 
County of Thorhild. 

Each County will mark or determine if 
the work proposed is not a conflict 
with the Regional Waterline, and 
notify the Contractor or Landowner. 

Record each First Call ticket 
number and actions taken. 
Keep these records for 3 
years. 

½ 
hour  
 

Edwand booster 
station check 

Monitor pressure and pump 
runtimes, assure system is 
properly operating. 

Tend to adjustments is required. Record results on daily logs.  
Level 2 water distribution 
certification required. 

½ 
hour  
 

Check on Warspite 
Booster station 

Assure proper operation of 
pumps and monitor pressure. 

Tend to adjustments when required. Record results on daily logs. 
Level 2 water distribution 
certification required. 

½ 
hour  
 

Check Regional 
side of Whitefish 
Lake Reservoir. 

Monitor water and chemical 
levels. Assure the system is 
in proper working order. 

Tend to adjustments and visual 
inspections of system.  Add 
chemicals when required.  

Record results on daily logs.  
Level 2 water treatment 
required. 

½ 
hour 
NEW 

Supervising Vilna 
Potable water 
system. 

Test chloramine residual 
entering the reservoir within 
the distribution system. 

Review Vilna’s operator in training 
paperwork and test results.  Alberta 
Environment and Parks requires a 
daily check due to the poor reservoir 
conditions. 

Level one water certification 
required.  Record results 

WEEKLY 

½ 
hour 

Safety Meeting Report Verbally. Listen to safety issues that caused 
concern in the previous week and 
how to resolve, and report our 
department’s plans for the week.   

Communication tool Monitor. 

1 
hour 

Managers Meeting Verbally report to 
Management team of weekly 
direction and concerns. 

Communicate with the other 
managers of weekly events. An 
opportunity to plan tasks with other 
departments and notice of events that 
may affect each department’s weekly 
activities. 

Management Communication 

½ 
hour 

Invoicing  Verify invoice to specific 
water or waste site. 

Code, date and authorize. Submit to appropriate office 
personnel. 

10 
hours 
 

Water Testing and 
equipment 
calibration of 
Regional sites 
within Smoky Lake 
County 

A sample is collected at each 
site and is tested regarding 
Mono Chlorine, Free 
Chlorine, and Free Ammonia.  
Each site Chloramine 
Analyzer must be calibrated 
weekly.   

We would collect 3 samples at every 
site.  Each sample will take 15 
minutes to complete.  Sites to be 
collected from are: Spedden, Vilna, 
Bellis, Smoky Lake, Warspite, and 
Waskatenau.  Beakers, and test 
tubes are to be cleaned and 
Chloramine analyzers are to be 
recalibrated reflecting results. 
Time allocated reflects travel time.     

Record results on weekly 
logs.  Level 2 water 
distribution certification 
required. 
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Environmental Operations Management:  WORK PLAN 2022 - Continued: 

Time Work 
Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

WEEKLY - Continued 
9 hours 
 

Enzyme 
substrate 
tests   
(Bac-T 
samples) 
                                                       

Collect water samples, and 
deliver to aspen health 
authority.  Record all results 
on weekly log.   Also collect 
coins in coin operated truck 
fill in Warspite 

Collect water samples throughout the 
county, Waskatenau truck fill, Warspite 
potable and raw, Smoky Lake truck fill, 
Bellis potable and raw, Vilna Truck fill, 
Spedden potable, Spedden raw, and 
lakes with swimming facilities. 

These samples are couriered to 
the Provincial Laboratory for 
public health, with the results 
sent back to the county. If 
results fail we would redo this 
process, and rectify the problem 
found immediately followed with 
a report to Alberta Environment.  

½ hour Flush 
Warspite 
distribution 
lines  

Monitor chloramine residual 
at end of distribution line. If 
results are less than 0.5 
mg/l we flush in order to 
bring the residual to an 
acceptable level.     

Open hydrant and test for total 
chloramine, when the water reaches the 
desired level the valve is shut slowly and 
caps are replaced.   

Record result on daily log sheet. 

2 hours 
 
 
 

Maintenance 
and calibrate 
testing 
equipment 

Inspect, clean and follow 
manufacture guidelines for 
calibrating chlorine content 
meters, PH meters, and 
alkalinity meters.    

Replace reference electrolyte cartridge in 
PH meter, mix a standards solution used 
to compare results.  

Record all results on weekly 
logs. 

2 hours 
 
 

Wash and tidy 
service trucks 

Maintain professional 
appearance of utility 
department.  

Wash outside, inside, tidy service box, 
clean tools and restock supplies as 
needed.   

Service truck is safe and 
maintains clean appearance.  

½ hour  In house 
courier 

We are asked to deliver 
packages to other municipal 
offices. 

Since we must check the plants though 
out the county or attend meetings we will 
deliver packages to Waskatenau, Smoky 
Lake Vilna, Thorhild or St Paul. 

Deliver and Drive safe. 

2 hours 
 

Shock truck fill 
wells 

If Alberta Health notifies us 
of a sample that has 
contained Bacteria or E Coli 
the well is shocked and 
flushed.   

If Bacteria is detected approximately a 
gallon of Hypochloral Chlorine is poured 
down the well and then tested the next 
week.  If E Coli is detected the reservoir 
is flushed and drained and treated with 
bluestone.  We retest and send off to the 
Alberta health lab that same day.   

Follow up on resamples repeat 
if necessary. And document in 
the daily logs.  

3 hours  
 

Check on 
pumps and 
Booster 
station at the 
Egremont 
regional 
station 

Monitor pressure and 
chlorine residuals.  Tend to 
the booster station.  If 
results are not satisfactory 
the operator will trouble 
shoot the system.  

Adjust chlorine and ammonia pumps to 
ensure monochloramine levels are 
sufficient.   

Record work done for future 
inquires. Service and maintain 
equipment. 

24 
hours 
 

Skid Steer 
Operations 

Have skid steer tend to 
clean ups around waste 
transfer stations and water 
facilities. 

Push up dry waste pits and burn pits to 
provide more dumping area. Push 
refrigerators to metal pile once freon is 
removed. Move heavy items to proper 
locations. Cut grass at transfer stations 
and water facilities, and assist with snow 
removal. 

Record work done for future 
inquiries. Service and maintain 
equipment. 
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Environmental Operations Management:  WORK PLAN 2022- Continued: 

Time Work 
Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

WEEKLY - Continued 
12 hours  
Winter 
24 hours 
Summer 
 

Smoky Lake 
Transfer 
Station/Landfill 

Waste Transfer 
Operator is provided 
on site for 
maintenance and 
directing the public. 

Direct public, maintain recycling 
sites and take it or leave it shack, 
weed trimming, picking litter, burn 
pits maintenance, keeping 
records of loads brought in, and 
charging customers when 
required while providing receipts.    

Maintain all logs and inform the manager of 
incidents, requirements and issues that may 
arise. All transfer stations and Landfills must 
have an operator present as per Alberta 
Environment and Parks requirements and 
must have a basic transfer station 
certification. 

12 hours 
Winter 
16 hours 
Summer 
 

Bellis Transfer 
Station 

Waste Transfer 
Operator is provided 
on site for 
maintenance and 
directing public. 

Direct public, maintain recycling 
sites, weed trimming, picking 
litter, burn pit maintenance, 
keeping records of loads brought 
in, and charging customers when 
required while providing receipts.  

Maintain all logs and inform the manager of 
incidents, requirements and issues that may 
arise.  All transfer stations must have an 
operator present as per Alberta Environment 
and Parks requirements and must have a 
basic transfer station certification.  

12 hours 
Winter 
16 hours 
Summer 
 

Spedden 
Transfer 
Station/Landfill 

Waste Transfer 
Operator is provided 
on site for 
maintenance and 
directing the public. 

Direct public, maintain recycling 
sites, weed trimming, picking 
litter, burn pit maintenance, 
keeping records of loads brought 
in, and charging customers when 
required while providing receipts.  

Maintain all logs and inform the manager of 
incidents, requirements and issues that may 
arise.  All transfer stations must have an 
operator present as per Alberta Environment 
and Parks requirements and must have a 
basic transfer station certification. 

MONTHLY 
2 hours Attend Joint 

Health and 
safety 
meetings 

A monthly meeting 
is arranged for the 
department to 
provide input.  

Communication of safety issues 
that have occurred and provide 
input of options to prevent these 
occurrences to happen in the 
future. 

Discuss the outcome of the safety meeting 
with the Environmental Operations staff and 
bring forward any concerns they may have 
regarding safe work practice.   

1 hour Attend main 
office/staff 
safety meeting 

A monthly meeting 
for Office staff to 
discuss safety and 
other issues 
pertaining to the 
staff. 

Provide input of options to 
prevent future occurrences and 
listen to the other options. 

Discuss the outcome of the safety meeting 
with the Environmental Operations staff and 
bring forward any concerns they may have 
regarding safe work practice and to notify 
them of general issues that came up in the 
meeting. 

1 hour Read meters  Meters are read 
monthly at Warspite. 

Set up Itron auto reader, drive 
down the streets and verify the 
readings.  We download the 
information at the office and 
review bills before they are sent 
out.  Install meter if required. 

Bill water usage. 

1 hour Service 
distribution 
pumps 

Proactive approach 
on general 
maintenance. 

Grease, check propellers for wear 
and housing for signs of 
cavitation wear, and add or 
replace packing as needed. 

Record all results on monthly log. 

1 hour Order supplies Order chemicals, 
repair parts and 
tools necessary to 
effectively operate 
facilities.  

Distribute to facility where 
required. 

Record inventory, and prices to assist in 
annual budget. 

4 hours 
 
 

Report to 
council 

Monthly report 
required by council. 

Prepare and deliver briefing or 
debriefing for Supervisor and 
council, monthly, and as required 
individual request of council, 
environment, health officials and 
the CAO.  

File all for future reference. 
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Environmental Operations Management:  WORK PLAN 2022- Continued: 

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

MONTHLY-Continued 
4 hours 
 

Organize all the take it 
or leave it shacks. 

Go through items taken in and 
determine if the item can be 
used again and is safe and 
corresponds with the take it or 
leave it policy 

Remove the items that do not 
correspond with the Take it or Leave 
it policy 

Maintain a neat and 
safe facility for the 
public. 

On call 
 

On call duties Required for emergencies and 
weekend system checks. 
 
 

Treatment facilities require the plant 
to be monitored on weekends during 
the high consumption seasons, small 
repairs are required throughout the 
system. 

Report and monitor, 
the same as regular 
plant checks. 

4 hours Inspect Waste 
Transfer Stations 

Go through each Transfer 
Station with designated waste 
operator. 

Discuss operational issues, if cat 
work is necessary, burn pits cleaned, 
road maintenance, and when recycle 
contractors are to be notified for pick-
up or maintenance.    

Follow up by 
contacting desired 
county equipment or 
contractors needed. 

2 hours 
 

Check truck fill 
stations 

Proactive approach:  Check for 
leaks, line stress, station in 
proper working order, and 
maintain clean and tidy site.  

Visual inspection of site as well as 
inside building.  Assure receipt 
printer is working, unplug or change 
paper role when required.   Assure 
all lights are working, and 
mechanical components are in 
proper working order.  

On site record of 
what was done, how 
long it took, supplies 
needed, and date of 
visit.   

3 hours 
 

Attend Evergreen 
Meetings 

Regional Waste Commission 
meeting communication of 
Evergreens activities. 

Provide input when required.  Learn 
valuable information regarding our 
own sites, compare ideas and 
networking.  

Agenda package is 
forwarded to the 
utility meeting 
agenda. 

2 hours or 
more if a 
leek is 
determined. 
 

Regional Waterline 
leek monitoring 

Review SCADA system to 
assure the system is tight with 
no water loss occurring. 

If a water loss is noticed visually 
inspect lines for surfacing water. Test 
for chemicals in surface water.  
Notify Engineers and or contractor of 
issue 

Document location of 
leek, monitor repairs 
and collect any 
information that has 
transpired.  

PERIODIC 

20 hours 
Varies on 
amount of 
recyclables. 
  

Arrange for recyclable 
waste to be picked up 

This includes wastes such as, 
propane bottles, Tires, metals, 
agriculture chemical 
containers, batteries, paints, 
and electronics.   

Arrange for Freon to be removed 
from refrigeration units and mercury 
from microwaves, prior to bailing.  
Collect all propane bottles and stored 
at one site for pick up. Notify recycle 
contractors when areas are almost 
full.   

Record the weights 
or totals of materials 
taken as a small 
revenue is collected 
for some materials. 

2 hours 
 

Regional Waterline 
construction/ technical 
meeting 

Attend Regional Waterline 
Meeting involving the waterline 
twinning and requirements to 
provide adequate pressure and 
chloramine residual to 
Whitefish Lake and Mallaig. 

Provide input regarding the County’s 
and Regional Waterline 
Commissions interests. A huge 
learning curve on all the new 
infrastructure that will be operating. 

File all records of 
meetings to assist 
with future issues. 

8 hours 
 

Prepare crossing 
agreements 

Review crossing proposal 
request 

By using crossing agreement 
template indicate all requirements of 
the agreement. 

Have the agreement 
signed and approved 
and keep on file. 

1 hour  
 

Whitefish Lake Offsite 
Reservoir 
construction/technical 
meeting 

Attend Regional Reservoir 
technical meeting, and onsite 
construction, become aware of 
the site and its operation. 

Provide input regarding the County’s 
and regional Waterline Commissions 
interests. 

File all records of 
meetings to assist 
with future issues. 
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Environmental Operations Management:  WORK PLAN 2022- Continued: 

Time Work 
Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

PERIODIC-Continued 
1 hour Tend to overdue 

accounts 
 

Review bills and provide 
notice when the account is 
in arrears. 

Notice is provided in the customer’s bill, 
if there is still no payment we physically 
go to the customer and provide them 
with a written shut off notice.   

If payment is not made 
we will inform the 
customer that the 
service will be shut off. 

10 hours Arrange for 
regular 
maintenance at 
Transfer 
Stations  

Maintenance on burn pits, 
cutting grass, snow 
removal, toilets, and cat 
work at dry fill pits.  

Ashes removed from pits and hauled to 
Evergreen site, have Ag department cut 
grass, have public works have snow 
plowed and cat level dry fill sites, and 
vac truck to clean toilets.  

Record when these 
duties were performed 
and code    contractor’s 
invoices.  

20 hours per 
Operator 

Water operator 
training 

Continuing education is 
required by the Alberta 
Water and Waste  
Water Association 

Level 2 operators must maintain the 
required (CEU’s) Continuous Education 
Units.   

Send attendance 
records in to the 
Alberta Water and 
Waste Water 
Association.  

20 hours 
 

Waste 
Management 
Training 

Continuing education is 
required by the Alberta 
Environment and Parks. 

A Land fill operations certificate is 
required when a municipality has a level 
3 landfill in operation. The supervisor 
must maintain the required CEU’s. 

Send attendance 
records tin to the Solid 
Waste Association of 
North America. 

5 hours/ 
week 

Operator relief   Tend to water operations 
when Waskatenau of Vilna 
operators require time off. 

Complete daily checks and maintenance 
of water treatment facilities and sewage 
lift stations at Vilna/Waskatenau.  

Record on daily logs of 
activities and invoice 
the municipality. 

20 hours 
  

Maintain 
Lagoons 

Expose manholes and 
valves, and repair access 
roads. 

Visual inspection, prevent weeds 
growth, and rodents from burrowing on 
slopes to prevent erosion from 
occurring.   

Record the date 
maintenance occurred 
and the costs of the 
project. 

16 hours Flushing sewer 
lines  

Have a Vac truck flush 
sewer with high velocity and 
clean sewage lift station 
settling chamber.  

Organize for contractor, assist and 
supervise.  
Reassure all manholes are in place.  

Monitor and record all 
results. 

4 Hours  
 

Flush regional 
line 

Collect data from daily logs 
to determine which portion 
of the line has a low 
chloramine residual and 
flush accordingly.   
 
 

When portion of the line is determined, 
assure each municipality has a sufficient 
amount of water, notify all regional 
members and open valve, monitor by 
randomly testing Chloramine residual.  
When the residual is at the desired 
levels (1.0 >) close valve and monitor 
the entire system.   

Record all results in the 
daily logs and notify the 
commission of the 
metered amount of 
water that was flushed. 

1 hour 
 

Council 
Request 

Look into issue and rectify if 
possible to do so within 
budget 

Bring issue to next possible meeting if 
the issue is over the proposed budget 
and may require a motion by council to 
proceed. 

Document the work 
completed, and notify 
council. 

Depends on 
nature of job  
approximately  
8 to 24 hours. 
 

Emergency 
repairs. 

Repair leaks throughout 
distribution and sewage 
systems, and repairs on 
treatment facilities.  

Notify all customers who are affected, 
dig up line, locate all underground 
utilities.  Hold a pre job meeting to 
identify any safety issues that may arise.  
Inspect and repair.  Clean up and 
reclamation of site. 

Record site 
information, and notify 
Alberta Environment if 
required. 

Varies on 
number of 
meetings. 

Attend required 
meetings 

Departmental operations, 
Strategic plan, budget, and 
meetings with the Town or 
Villages.   

Provide input regarding the 
Environmental Operations Department. 

Prepare information, 
record information and 
carry out requests. 
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Environmental Operations Management:  WORK PLAN 2022- Continued: 

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

PERIODIC- Continued 

1 hour 
depends on 
amount of 
waste 
discarded 
NEW 

Pick up discarded 
waste furniture or 
appliances from 
County property.  

Receive a complaint from staff or 
the public of waste discarded on 
County property.  Sometimes 
heavy items rectify if it will take 
more than one person.  

Carefully pick up waste 
using PPE to prevent from 
getting stuck with sharp 
items.  If possible look for 
identification to report the 
littering of waste to bylaw 
enforcement.  

Record details of what 
was picked up, where, 
and how long it took.  
Follow up with bylaw 
enforcement.  

SEASONAL 

16 hours 
 

Repair waste transfer 
station fences 

Mend fences due to trees falling 
on the fence.    

Cut the trees that are 
against the fence and ones 
that may be an issue in the 
future.  Mend fence or 
replace portion if required.  

Record the areas that 
have been repaired and 
monitor for future 
issues. 

1 hour  
 

Review water pricing Review price increases or 
decreases in water rates from 
Capital Region Waterloine 
Services Commission 

Bring rates forward to 
Council with an updated 
draft of the Water and 
Sewer Bylaw with proposed 
changes. 

Follow Councils 
decision and bill 
accordantly. 

2 hours or 
depending on 
amount of 
applicants  

New hire on if required.  Create add for position and have 
it advertised in house if no eligible 
candidate then publicly advertise.  

Review all applications, 
contact references, arrange 
for interviews. 

Notify all applicants of 
the final decision.  
Prepare successful 
candidate for 
employment, provide 
payroll clerk necessary 
information and have 
new employee safety 
oriented  

Every spring  
8 hours. 

Annual safety meeting All day meeting to discuss and 
interact with all employees on 
safe work practices.  

Provide an update of past 
and upcoming events of the 
Environmental Operations 
Department as well as 
being informed of what 
other departments have to 
report.  Acknowledge input 
from guest speakers 
informing us of issues that 
may arise.  

Ensure all safety 
equipment and PPE is 
in proper order and 
maintain a safe working 
environment throughout 
the year. 

Spring and 
Fall  
8 hours 

Exercise distribution 
main valves   

8 main valves throughout 
Warspite distribution system, will 
take approximately 1 hour per 
valve.  Proactive approach to see 
if these valves are in good 
working order.  

Basically the valves are 
closed and opened. This 
process is repeated till the 
valve moves easily.    

Record the results and 
date when this was 
done. 

Spring and 
Fall 
12 hours 

Exercise all hydrants 12 Fire hydrants throughout 
Warspite, this is a proactive 
approach to assure all the 
hydrants are in proper operating 
order for emergency purposes. 
This would include a visual 
inspection as well, and would 
take about 1 hour per hydrant.   

Each hydrant is flushed, 
and inspected for corrosion, 
and valve wear. 

Record the results and 
date when this was 
done. 
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Environmental Operations Management:  WORK PLAN 2022- Continued: 

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

SEASONAL - Continued 
Spring and Fall 
12 hours 

Exercise all hydrants 12 Fire hydrants throughout 
Warspite, this is a proactive 
approach to assure all the 
hydrants are in proper operating 
order for emergency purposes. 
This would include a visual 
inspection as well, and would 
take about 1 hour per hydrant.   

Each hydrant is flushed, and 
inspected for corrosion, and 
valve wear. 

Record the results and 
date when this was 
done. 

Spring and Fall 
8 hours 

Exercise all CC 
valves 

At the present time, there is 46 
service CC valves. As well as 
regular maintenance we would be 
able to tell which ones are in 
need of repair.   

Each CC is closed and 
opened, and we verify with 
customer if these valves are in 
proper working order.      

Record the results and 
date when this is done. 
 

Spring and Fall 
36 hours 
 

Inspect and exercise 
regional line valves 

Assure all valves and blow offs 
are working properly 

Open and close valves, run 
water through blow offs 
assure proper drainage.  
Inspect man holes maintain 
sites for easy access.  

Record results and 
rectify any problems.  
Record the dates when 
this was done. 

Summer 
 8 hours 
 

Weed control at 
lagoon sites 

Both lagoons should have weed 
control for both appearance and 
to provide rodent prevention.  

Spray each facility and inspect 
for rodent burrowing activity 
mow grass 2 times in summer 

We would record the 
date this was done as 
well as the amount of 
chemical used. 

12 hours Clean and repair 
paper incinerators 

These are the incinerators at the 
waste transfer stations for county 
residents to burn private 
letters/information.  We have 5 
incinerators throughout the 
county that must have the ashes 
removed.     

Lift the unit with the backhoe 
in order to remove the ash.  
Inspect the units and replace 
top screen when required. 

Place incinerator back 
into position and 
assure that it is in safe 
working order.   

3 hours Weed control at 
Spedden Water 
treatment plant 

Weed control for appearance and 
safety. 

Cut down existing weeds and 
spray to prevent,   

We would record the 
date this was done as 
well as the amount of 
chemical used. 

30 hours Freon Removal Remove the Freon from every 
discarded refrigeration unit at 
every transfer station.  

With the recovery unit tend to 
every discarded refrigeration 
unit by piercing the copper 
piping containing Freon.  
During this procedure weigh 
the amount of product 
collected and document. Send 
product for recycling.  

A CFC/HCFC/HFC 
Control in the 
Refrigeration and Air 
Conditioning Industry 
certification is required.  

8 hours Provide budget Review the costs that have 
occurred and forecast the capital 
and operation budget for the 
upcoming year.   

Look into capital items that are 
required and provide council. 
With costs 

Prepare budget for 
council and when 
passed follow 
diligently.   

2 hours Employee 
evaluations/interviews 

Prior to Budget, meet with 
employees regarding evaluation.    

Discuss improvements and 
praise when required. Verbal 
or written reprimand if 
required. 

Record and submit it a 
raise is in order. 

3 to 4 days  
 

Attend conferences or 
workshops related to 
Water or Waste 

Arrange for enrollment and 
accommodations for County staff 
and Council. 

Attend presentations that are 
provided. 

Provide a report on all 
the information you 
received. 
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Environmental Operations Management:  WORK PLAN 2022- Continued: 

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

SEASONAL - Continued 
1 hour  
 

Waste site Seasonal 
time changes 

Have the winter/summer hours 
posted on the website and other 
County information sites, 
regarding the Landfills and 
Transfer stations.  

Notify all staff which this may 
affect. 

Continue to inform 
public and re-advertise 
if necessary. 

2 hours  
 

Update workplan List new projects and 
maintenance of new facilities, 
and jobs that have been 
introduced to the department. 

Review the expectations of 
the department and duties that 
have been added or removed, 
list accordantly.     

Maintain records for 
future development 
and follow current work 
plans direction.    

2022 ASSIGNMENTS  
16 hours  
 

GIS Assist Carol with updates and 
input to the GIS system 

   Provide information relating 
to water, wastewater, and 
waste and update when 
repairs and improvements are 
carried out 

   Document and 
continue to update. 
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SCHEDULE “B” 
 

Smoky Lake County: Environmental Department Year - 2022 
 

Personnel List 
 

 Water 
Stations 

Waste 
Water 

Regional 
Water 

Skid 
Steer 

Garbage 
Truck 

Smoky Lake 
Transfer St. 

Bellis 
Transfer St. 

Spedden 
Transfer St. 

Vilna 
Transfer St. 

Transfer 
Station 

Maintenance 

Water Water  Water Waste Waste Waste Waste Waste Waste Waste 

Dave Franchuk           

Terry Bodnar           

Lorne Fedirchuk     Fill in for 
Syd 

     

Syd Kuryliw    1 day a 
week  

3 days a 
week 

     

Scott Adamson          4 days a week 

Avery Sinclair      2 days/week 
(summer)  
1 days/ week 
(winter) 

1 day a week    

Walter Mazur        2 days a week   

Beth Kydd       1 day a week    

Scott Keller       sick leave    

Ed Kuchera       sick leave    

NOTE: 

 

  PRIMARY JOB 
 
  PART TIME 
  
  CASUAL                   
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Agricultural Service Board - Agricultural Fieldman:   2022 MANAGEMENT 

 
SMOKY LAKE COUNTY 

 

Title:   Agricultural Service Board – Agricultural 

  Fieldman Work Plan   
Policy No.:     01-15 

Section:  62 – M      Code: P– A      Page No.:        1   of   9          E 
 

Purpose: To establish an Agricultural Service Board Work Plan for the Smoky Lake County 

Agricultural Service Board Program.      
 

Policy Statement and Guidelines: 
 

STATEMENT: 
 

The Agricultural Service Board Work Plan, Schedule “A” outlines the Work Schedule of Projects and 
duties on a daily, weekly, monthly, periodic and seasonal time frame which provides detail work to be 
undertaken in the Agricultural Program. Smoky Lake County Agricultural Department: Personnel List, 
Schedule “B” outlines the department’s personnel and job classifications. 
 

 

BENEFITS: 
 

The Agricultural Service Board Work Plan will provide the following benefits: 
 

 ■ Broaden the portfolio of the Agricultural Service Board Program. 
 

 ■ Good understanding of the process of the Ag Department. 
 

 ■ Increase efficiency and strengthen timeframe of deadlines.  
 

 ■ Establishes accountability of the Program. 
 

 ■ Communication Tool. 
 

REVIEW: 
 

The Agricultural Service Board Work Plan will be reviewed and presented to Council on an annual basis 
beginning of each year. 
 

 Date   
 

 

 

 

 

 

 

 

 

 

 

  

    Chief Administrative Officer 
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Agricultural Service Board - Agricultural Fieldman:   2022 MANAGEMENT 

Section 62-M                Policy: 01-15 

SCHEDULE “A”  
AGRICULTURAL SERVICE BOARD:  WORK PLAN 2022 

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcome 

DAILY 

1-2 
hrs 

General 
Administration 

Approve staff time sheets, code 
ASB invoices, maintain records 
(spraying, weed inspection, 
mowing, complaints), order parts, 
chemical, toxicants and maintain 
staff records, assist office staff 
with various duties. 

Assign duties to crews. 
Inspect work being done.  
Complete ASB Duties. 
Keep up to date on emails, data 
entry, timely coding of invoices as 
per accounts payable requests.  

Detailed and organized ASB 
records, Admin staff satisfied 
with flow of information. 
Required ASB duties under the 
Acts completed. 

1hr Phone Calls County residents’ concerns. 
Agricultural Information on 
Invasive species, chemicals, 
toxicants, trees, soils, land and 
custom rates. 

Address and handle concerns in 
a timely fashion. 
Include proper departments on 
concern if needed. 

Document complaints and 
maintain records. Follow up to 
confirm problems were 
investigated and rectified. 
Document calls and requests. 

1hr Bank Deposits 
and Mail run 

County deposits and mail. Deliver bank deposits and take 
mail to post office. 

Help out office staff. 

30 
mins 
 

Job Safety 
Assessment  

Complete daily before starting a 
new job. 

Fill out form. Discuss hazards 
with co-workers if job is being 
carried out with multiple people.  

Give completed form to Safety 
Officer for filing.  

15 
mins 

Vehicle walk 
around 

Inspect Vehicle Inspect vehicle and fill out 
inspection check list. 

Drive safely. 

WEEKLY 

1hr Manager 
Meetings 

Meet with all department heads to 
ensure open communication 
between departments. 

Assist other departments as 
required. 

Communication tool. 
Method of accountability for the 
department 

1hr ASB Staff 
Meetings in Ag 
bay at the 
beginning of every 
week 

Meet with ASB Staff. Discuss work plans for the week.  
Address safety concerns and 
other issues. 

Communication tool to address 
timelines and safety. 

1hr Toolbox Safety 
Meetings at Shop 

Attend weekly safety meeting. Discuss safety issues and 
incidents.  Discuss workers 
concerns. 

Staff use meeting to address 
concerns and issues that take 
place in the work week. 

1hr Code Invoices Code to specific account number. Review current budget in codes. Proper coding. 

1hr ASB Staff 
Timesheets 

Review and sign ASB staff 
timesheets. 

Ensure timesheets are being 
completed and handed in on time 
to payroll. 

All timesheets are handed in 
and completed properly and on 
time. 

MONTHLY  

2-3 
hrs 

Monthly Reports 
to Council 

Cascade Report. Fill out report. Maintain record of reports. 
Method of communication to 
Council and administration as to 
what the Ag. Department has 
done for the past 2 months. 

5-6 
days 

Prepare ASB 
Agenda packages 
and write RFD’s 

Research topics. 
Prepare packages. 

Prepare Agenda’s and Request of 
Decisions Photocopy and 
distribute packages. 

Complete action list from the 
meeting. 

2-3 
days 

Farm/ Field Visit Meet with ratepayers and 
agricultural producers to diagnose 
weed, pest or disease issues. 

Provided identification of problem 
and possible solutions. 

Maintain record of field visits. 

2 hr Joint Health and 
Safety Committee 
Meetings 

Attend monthly. Discuss safety issues and 
incidents.  Discuss workers 
concerns. 

Use meetings to address 
concerns and issues that take 
place in the work week. 
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Agricultural Service Board - Agricultural Fieldman:   2022 MANAGEMENT 

AGRICULTURAL SERVICE BOARD:  WORK PLAN 2022- Continued: 

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

MONTHLY - Continued 

1-2 hrs.  Main Office Safety 
Meeting 

Attend monthly office 
safety meetings. 

Review any incidents and report 
monthly activities in office. 

Safer work environment. 

1-2 hrs Monthly Time 
Sheets 

Summary sheet of 
work, vacation and sick 
days. 

Fill out and hand in. Review staff 
timesheets, sign and give to payroll. 

Monitor ASB issues. 

1-5 hrs 
 
 

Departmental 
Meeting 

Attend monthly. Complete manager report, discuss 
upcoming events happening within 
the ASB. 

To provide Council with 
monthly updates and 
information.  

3 days 
NEW 

Dog Calls Attend calls when 
received 

Go to area of concern and try to catch 
the dog, speak to complainant if 
necessary to gather more information 

Complaints dealt with in a 
timely manner 

PERIODIC 

2-3 days Job Interviews Interviewing staff. Advertise and arrange interviews. Hire staff as required. 

1 day Northeast AAAF 
Regional Meeting 

Attend meetings. Meet with NE AAAF members to 
discuss agricultural issues of mutual 
concern. 

Bring back issues to Council. 

4hrs Issue Form 8’s 
(Permit to use 
Coyote and Skunk 
Control Material on 
Own Land) to 
landowners. 

Issuing 1080 tablets for 
coyote control where 
predation is deemed a 
problem. 

Inspect complaints to confirm 
predation. Issue 1080 tablets to 
producers. Report to Alberta 
Agriculture. 

Issue 1080 tablets to qualified 
producers. 
Reduction of coyote predation 
in livestock. 
 

1 day Wild Boar On-Farm 
Inspections 

Investigate reports of 
Wild Boar at large and 
enforce Prohibited 
Animals Bylaw 1307-17. 

Carry out require duties under the 
Agricultural Pest Act of Alberta.  

Ensure wild boars are not at 
large in Alberta or Smoky 
Lake County. 

5-10 days Agriculture 
Workshops 

Set up seminars and 
workshops. 

Arrange guest speakers, prepare 
presentations and advertise. 

Document. 

5-7days ASB Policy Review Review policies. Amend old policies and/or create new 
ones. 

Update policies to ensure they 
are current within 5 years. 

1-2 days Environmental Farm 
Plans 

Meet with producers to 
assist them in 
completing their EFP’s.  

Help producers complete their EFP’s 
and attend peer review sessions to 
review binders. 

Issue completion letters.  
Maintain records.  

2-3 hrs Canadian 
Agricultural 
Partnership  

Prepare for the new 
program, train staff to 
become fluent in the 
new grant programs. 

Prepare materials and grant 
applications for programs.  

Document and report to 
Alberta Agriculture annually 
the number of producers 
helped with grant applications.  

2-4 hrs  Council Requests  Investigate/ research or 
complete any Council 
requests that come in.  

Prepare materials to bring forward to 
Council. This could be anything from 
researching a topic, or completing a 
duty ex. Spraying problem area or 
trapping problem location.  

Provide Council with answers 
to any questions or concerns.  

2-4 hrs 
 
 

Working with 
Lakeland 
Agricultural 
Research 
Association  

Communicate and 
facilitate events with 
LARA 

Working together to bring awareness 
to the community on what LARA has 
to offer to our producers. 
Communicating on new ideas and 
events to offer to producers.  

Providing our local producers 
with unbiased agricultural 
research.  

SEASONAL:  Yearly Outline  
January 
February 

Agricultural Service 
Board Conference 

Attend 3-day 
conference. 

Book rooms. Complete registration 
packages. 

Advise. 
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Agricultural Service Board - Agricultural Fieldman:   2022 MANAGEMENT 

AGRICULTURAL SERVICE BOARD:  WORK PLAN 2022  - Continued: 

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

SEASONAL:  Yearly Outline  - Continued 

1-2 hrs ASB Resolutions Present new resolutions 
annually. 

ASB to discuss new resolutions to 
come to a group consensus.  

Consensus reached as only two 
members can vote at provincial 
conference. 

6 days ASB Grant 
Application 

Report ASB Activities to 
Alberta Agriculture. 
 

Submit activities in detail and ASB 
expenditures. 

ASB will receive funding for 
legislative and environmental 
activities. 

5 days ASB Year End Ensure all invoices are paid 
and bills coded to proper 
accounts. 

Go through the ledger. Verify with the Finance 
Department. 

5 days Renew Licenses Renew explosives and 
damage control licenses. 

Complete the paperwork and 
submit. 

Maintain records. 

2 days ASB Work Plan Plan for the upcoming year-
2021 Work Plan. 

Submit to Council for approval. Submit to Council - 
Annually. 

6-7 
days 

Various Ag 
Conferences 
 

Attend conferences. Attend conference and learn about 
projects or information. 
 

Bring information to ASB or apply 
new information and skills to ASB 
programs. 

15-30 
days 
 

ASB Staff 
Continuing 
Education 

Continuing education. Take applicable courses to the 
ASB. 

Maintain and improve on existing 
knowledge and experience within 
the agricultural sector. 

5 days 
 
 

DFO Blasting 
Submissions 

Submit Notification Forms 
and Project review forms to 
the DFO 

Pre-submit to the DFO on areas we 
suspect will be issues for flooding in 
the Spring based on historical data.  

Be prepared for Spring trapping 
and blasting season. 

2 days ASB Business 
Plan 

Review all ASB data from 
previous year. 

Develop measurable outcomes for 
reporting. 

ASB Business plan is submitted 
to Alberta Agriculture annually on 
time. 

2-4 
days 
NEW 

Additional Grant 
Application 

Research additional grants 
that the Ag Department may 
qualify for  

Apply to potential grant 
opportunities  

Receive additional funding for the 
ASB Program 

March 
April 

Preparations for 
2022 Summer 
Season 

Order supplies. Review 
work plans and polices and 
prepare as required. Obtain 
easements as required. 

Order herbicide, dynamite, 
strychnine, mower blades.  

Monitor Budget. 
Maintain Records. 

2-3 
days 

 Hire summer staff Hire summer staff for the Ag 
Department. 

Advertise and interview if 
necessary. 

County orientation. 

5 days Equipment 
Preparations 

Prepare spraying and 
mowing equipment. 

Mount sprayer and calibrate.Inspect 
equipment and maintain as needed.  

Maintain records. Equipment 
ready for work.  

3 days Classroom 
Agriculture 
Program 

Prepare a presentation and 
samples to deliver to 
students. 

Give presentation to Grade 4 
students whose teachers sign up 
for the program in the County. 

Keep students connected to the 
agriculture in their area. 

5 days Farmer 
Appreciation 
Event 

Plan to host event in 
conjunction with Bellis 4-H. 

Buy supplies, prepare hall, 
coordinate with 4-H, book speakers 
or tradeshow. 

Ensure many local producers 
attend. 

15 days Problem Wildlife Beaver Control. Removal (trapping) of problem 
beavers that are affecting county 
infrastructure. 

Maintain record. 
Develop site plan.  

1 day Problem Wildlife “1080” Tablets. Distribute 1080 to livestock 
producers who are experiencing 
high levels of predation.  

Reduction in livestock predation. 

3 days Seasonal Trapper Coordinate problem 
locations for Beaver 
Removal with 
Transportation Department. 

Coordinate blasting with trapping 
locations.  

Reduction in beaver problems 
affecting county infrastructure. 
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Agricultural Service Board - Agricultural Fieldman:   2022 MANAGEMENT 

AGRICULTURAL SERVICE BOARD:  WORK PLAN 2022- Continued: 

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

SEASONAL:  Yearly Outline - Continued 

2 days 
 

ASB Poster 
Contest  

Prepare poster contest packages 
to deliver to schools with theme 
for the year. 

Pick up poster contest 
submissions from schools, 
display for council and distribute 
prizes.  

Engage with students in 
our community.  

2-3 days Strychnine 
Program 

 Richardson Ground Squirrel 
Control Program. 

Distribute Strychnine to 
producers with high infestation 
levels. 

Maintain records and 
reports. 

1 day Seed Cleaning 
Plant Inspections 

Inspect all seed cleaning plant 
stationary or mobile and license 
them accordingly.  

Inspections are done based on 
cross-contamination and final 
turned-out product. 

Ensure weed seeds are 
not present in cleaned 
grain. 

1 day  Annual Safety Day  Attend Annual safety day. Bring forward any safety 
concerns with the department.  
 

Work safely.  
Communicate safety 
concerns appropriately.  

15-20 days  
NEW 

Beaver 
Management 

Trap beavers/muskrats Setting/Checking traps No plugged 
culverts/flooding 

5 days  
NEW 

Beaver 
Management 

Clean culverts Clean culvert of debris from 
beaver activity 

Water is flowing areas of 
flooding concerns have 
been resolved. 

20 days  
NEW 

Beaver 
Management 

Check/Repair/Install Pond 
Levelers 

Daily checks of existing pond 
levelers. New installs and 
maintenance are carried out 
when necessary.  

No water issues from 
damaged or faulty 
infrastructure. 

May Problem Wildlife Beaver Control.  Removal of Beaver Dams and 
installations of new gizmos and 
the removal of old ones that are 
no longer needed.  

Maintain records. 
Develop site plan.  

6hrs Tansy Reduction 
Program 

Education and Awareness. Distribute Tansy information to 
landowners with infestations on 
tansy. 

Allowing landowners to 
realize why Tansy is such 
a problem and start 
reducing infestation levels 
within their own land. 

45 days Spraying Program The East half of the County is the 
target area of 2022. Spot 
spraying will be conducted in 
Zone 1 with remaining herbicide. 

Spray for noxious weeds as 
required by the Weed Control 
Act of Alberta and brush for 
sightline safety on roads. 

Document map 
records. 

4 days Spraying Data 
Tracking 

GIS program submit spraying 
data. 

Creation of maps and stored 
map layers for future reference.  

Ability to compare years 
of spraying in different 
layers on mays for the 
evaluation of programs. 

60 days Weed Inspections  Complete Weed inspections on 
private land. 

Issue weed letters and notices 
to achieve compliance.  

Reduction of noxious 
within the county. 

5-7 days Weed Inspector 
Training 

Train staff on how to conduct and 
track weed inspections. 

Assistant Pesticide Applicator 
Training and Weed 
Identification. 

More Weed inspections 
and better-quality 
inspections. 

3 months Roadside Mowing Begin mowing program and 
orientation with staff.  

Mow resorts, hamlets, and 
roadsides. 

Document map 
records. 

 
2 days 

Farmer 
Appreciation Event 
Planning  

Work with Ag Societies to host 
the Farmer Appreciation Event. 

Advertise, coordinate with hall, 
Ag Society, order food, make 
work schedule, and all other 
arrangements. 

Document. 
Networking and 
relationship building with 
local producers 

3 days ASB Grant 
Reporting 

Submit ASB year-end final report 
for 2022. 

Send in audited financial 
statements. Approved budget. 
Application agreement forms. 

Maintain records. 
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Agricultural Service Board - Agricultural Fieldman:   2022 MANAGEMENT 

AGRICULTURAL SERVICE BOARD:  WORK PLAN 2022  - Continued: 

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

SEASONAL:  Yearly Outline - Continued 

½ day Shelterbelt 
Program 

Advertise Shelterbelt program 
Tree Time which is a local 
nursery within Smoky Lake 
County. 

Promote Shelterbelts through 
local nursery Tree Time 
website. 

Document. 

1 day  Hay Permit 
Program 

Advertise hay permit 
program. Ensure hay permit 
binder is ready develop maps 
of hay permit locations for 
spraying and mowing. 

Develop News article for 
papers. 

Producers fill out a hay permit 
prior to cutting hay within 
municipal right-of-way. 

20 days  
NEW 

Beaver 
Management 

Trap beavers/muskrats Setting/Checking traps No plugged culverts/flooding 

5 days 
NEW 

Beaver 
Management 

Clean culverts Clean culvert of debris from 
beaver activity 

Water is flowing areas of 
flooding concerns have been 
resolved. 

20 days  
NEW 

Beaver 
Management 

Check/Repair/ Install Pond 
Levelers 

Daily checks of existing pond 
levelers. New installs and 
maintenance are carried out 
when necessary 

No water issues from 
damaged or faulty 
infrastructure. 

June 
July 
August 
September 

Roadside 
Spraying 

Spraying of road allowances 
in Zone 1 targeting noxious 
weeds and brush re-growth 
under 1.5 metres. 

Spray road allowances for 
noxious weeds as priority, then 
brush control after. As per 
policy. 

Proper documentation of 
spraying. 
 Records kept for 5 years. 

 Roadside Mowing Grass Cutting Program. Mow all County ROW’s, as per 
Policy Statement 62-28 Mowing 
Program. 

Document map 
records. 

 Keep weekly 
records of Mowing 
progress and 
submit to GIS 
department for 
data input  

Keep weekly records for GIS 
data. 

Ensure records are submitted 
weekly to GIS department. 

Maps and Data readily 
available for Ag Service Board 
meetings.   

16 days Pest Monitoring Insect inspections and other. Check Bertha Armyworm traps, 
Swede Midge Traps, 
Grasshopper surveys.   

Maintain records. 

15 days 
 

GIS record 
keeping 

Record all pond leveler 
locations and problem 
beaver areas on the GIS 
system 

While in the field update 
AGMobile app where pon 
levelers are located.  

Maintaining records, and 
ensuring we have locations 
available  for future 
employees.  

20 days Clubroot 
Inspections 

Inspect known Clubroot 
Fields to ensure best 
management practices are 
being followed as per 
guidelines under the Alberta 
Clubroot Management Plan. 

Inspect all current Clubroot 
positive fields. 

All Clubroot positive fields are 
acting in good agricultural 
faith and following best 
management practices.  

1 day GIS pest data 
input 

Submit monitoring data for 
GIS department to create 
maps and layers of pest 
infestation levels.  

Submit samples diligently.  All data collected will be 
formed in to maps and later 
use to evaluate infestation 
levels of pests and diseases. 

25 days Spot Spraying 
Program 

Spot spraying to be 
completed in Zone 1 and 
problem patches in Zones 2 
and 3. 

Target infestations of noxious 
weeds.   

As per Vegetation 
Management Policy (62-15) 
and Tansy Reduction Policy 
(62-23). 
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Agricultural Service Board - Agricultural Fieldman:   2022 MANAGEMENT 

AGRICULTURAL SERVICE BOARD:  WORK PLAN 2022  - Continued: 

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

SEASONAL:  Yearly Outline - Continued 

3 days Grasshopper 
Survey Program 

Grasshopper survey 
inspections. 

Inspect ditches and fields for 
grasshoppers as required by 
Alberta Agriculture. 

Maintain records. 

5 days Weed Survey 
Program 

Participate in Weed Survey 
inspections. 

Inspect fields for weeds. Maintain records and report to 
Alberta Agriculture. 

 Tansy Reduction 
Program  

Collect locations of tansy 
infestations throughout 
Smoky Lake County. 

Submit collected data for the 
creation of maps. 

Maintains yearly infestation 
level maps to help monitor 
tansy populations. 

1 day Grazing school for 
Women 

Co-host the Grazing School 
for Women. 

Work with committee to plan and 
host the event. 

Document. 

5 days ASB Summer 
Tour 

Attend tour. Book rooms and register. Document. 

 
80-90 days 
NEW 

 
Beaver 
Management 

 
Trap beavers/muskrats 

 
Setting/Checking traps  

 
No plugged culverts/flooding 

10 days 
NEW 

Beaver 
Management 

Clean culverts Clean culvert of debris from 
beaver activity 

Water is flowing areas of 
flooding concerns have been 
resolved. 

80-90 days  
NEW 

Beaver 
Management 

Check/Repair/ Install Pond 
Levelers 

Daily checks of existing pond 
levelers. New installs and 
maintenance are carried out 
when necessary 

No water issues from 
damaged or faulty 
infrastructure. 

October Problem Wildlife Beaver dam control. Install gizmos and remove dams 
to alleviate water issues for 
farmers and county infrastructure. 

Maintain records. 
Develop site plan. 

5 days Spraying 
Equipment 

Spray out and winterize 
spraying equipment to be put 
away for winter. 

Take small sprayers off truck and 
Polaris. Flush and winterize with 
RV antifreeze. 

Maintain records. 

5 days 
 
 

Organize Clubroot 
Inspection data 
and report to 
University of 
Alberta 

Put together and send out 
Clubroot notification 
packages for ag producers 
that were found positive. 

Clubroot Mapping and send out 
notification information as per 
Policy Statement 62-12 Clubroot. 

Meet with Producers to review 
their Clubroot Management 
Agreement or assist them in 
completing it. 

15-20 days Problem Wildlife 
Program 

Blast Beaver Dams. Blast Beaver dams that are 
affecting infrastructure. 

Help minimize flooding on 
county roads during spring 
thaw. 

2 hrs Budget Meeting 
for ASB and 
Capital Assets 

Meet with Finance Manager 
regarding budget. 

Evaluate programs and capital 
needs, price out items, and 
prepare budget. 

Meet with Finance 
Department. 

3-4 days Policy and 
Program Review 

Adjust and a budget to co-
exist with policy change. 

Evaluate policy and programs to 
match our budget. 

Update policies. 

20 days 
NEW 

Beaver 
Management 

Trap beavers/muskrats Setting/Checking traps No plugged culverts/flooding 

10 days 
NEW 

Beaver 
Management 

Clean culverts Clean culvert of debris from 
beaver activity 

Water is flowing areas of 
flooding concerns have been 
resolved. 

November 
and 
December 

Training – AAAF 
IST 

Annual In-Service Training for 
4 days. 

Attend IST, other relevant training 
opportunities. 

Gain credits to maintain 
Pesticide Applicator License. 
Report to council. 
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Agricultural Service Board - Agricultural Fieldman:   2022 MANAGEMENT 

AGRICULTURAL SERVICE BOARD:  WORK PLAN 2022  - Continued: 

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

SEASONAL:  Yearly Outline - Continued 

2 days Budget Review/ 
Meeting 

Review Budget. Review ledger; make sure all 
purchases are properly coded 
and all purchases are complete. 

Communicate with Finance 
Department. 

1 day ASB Business 
Plan  

Review Business Plan and 
submit to council. 

Make any required changes. Submit to Alberta Agriculture 
for documentation for grant 
reporting. 

3-4 days Policy Review Update policies that require 
changes. 

Submit to Council for approval. Document. 

5 days Inventory Take mileage, chemical, 
poison, explosives supply 
inventory. 

Count supplies. Maintain records. 

1 day 
 

Review of 2022 
Action List 

Review Action Lists from all 
ASB meetings that year. 

Update Action List binder. Ensure no action list items are 
missed. 

SEASONAL: 2022 PROJECTS 

1-2 days 
NEW 

Pond Leveler 
Installs 

For the 2022 season we have 
2 brand new installs planned. 
NE-23-59-16-4 & NE-28-60-
16-4. There is potential for 
more but it will be based on 
need, budget and time. These 
new installs are in addition 
to regular maintenance and 
upgrades that take place 
yearly. 

Install New Pond Levelers New areas of concern 
(flooding/beaver activity) will 
be remedied  
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Agricultural Service Board - Agricultural Fieldman:   2022 MANAGEMENT 

SCHEDULE “B” 
 

Smoky Lake County: Agricultural Department Year - 2022 
 

Personnel List 
 
 

 Agricultural 
Fieldman 

Assistant 
Agricultural 

Fieldman 

Weed/Pest 
Inspector 

Seasonal Trapper 
(2021/2022 Trial 1 
year full-time year 

round) NEW 

Vegetation Management 
Technician 

Mower Operator 

Carleigh Danyluk       

Amanda Kihn       

Summer Student     Primary  

Summer Student 
NEW 

  Primary    

Summer Student 
NEW 

    Primary  

Trevor Cameron    Primary   

Stephen Jarema      Primary 

Paul Skarlicki      Primary 

Vacant      Primary 

NOTE: 

 
 

 

FULL TIME 
 
SEASONAL 
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Title:   Planning & Development Manager: Work Plan   Policy No.:     01-11             E 
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Purpose: To establish a Planning & Development Work Plan for Smoky Lake County for the 
Smoky Lake County Planning and Development Department Program.   

Policy Statement and Guidelines: 
 

STATEMENT: 

The Planning and Development Department Work Plan, Schedule “A” outlines the Work Schedule of 
Projects and duties on a daily, weekly, monthly, and periodic time frame which provides detailed work to be 
undertaken in the Planning and Development Department Program. Smoky Lake County: Planning and 
Development Department Manager, Personnel List, Schedule “B” outlines the department’s personnel and 
responsibilities. 

BENEFITS: 

The Planning and Development Department Work Plan will provide the following benefits: 

 ■ Broaden the portfolio of the Planning and Development Department.  

 ■ Good understanding of the process of the Planning and Development Department. 

 ■ Increase efficiency and strengthen timeframe of deadlines.  

 ■ Establishes accountability of the Program. 

 ■ Communication and Cross-Training Tool. 

 

REVIEW: 

The Planning and Development Department Work Plan will be reviewed and presented to Council on an 

annual basis beginning of each year. 

 Date   
 
 
 
 
 
 
_________________________ 
 Chief Administrative Officer 

Approved August 22, 2012 #748-12 – Page 10132 

Amended March 1, 2013 #474-13 – Page 10517 

Amended March 3, 2014 #356-14 – Page 11132 

Amended March 20, 2015 #460-15 -  Page 11666 

Amended April 4, 2016 #547-16 -  Page 12173 

Amended March 30, 2017 #591-17 -  Page 12607 

Amended March 13, 2018 #369-18 -  Page 13004 

Amended March 13, 2019 #485-19 -  Page 13526 

Amended March 5, 2020 #623-20 -  Page 14052 

Amended March 4, 2021 #470-21 -  Page 14518 

Amended March 22, 2022  
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Planning & Development Department: Work Plan                                                              MANAGEMENT                                 
 

Section 61-M                Policy: 01-11 

SCHEDULE “A”    

PLANNING AND DEVELOPMENT:  WORK PLAN 2022 

TIME WORK  
SCHEDULE 

WORK  
DESCRIPTION WITH TASKS 

ELEMENTS:  
TASKS 
DUTIES 

VERIFIED OUTCOME 

DAILY 

1-2 hours Emails ▪ Review and respond to emails from the 
general public regarding Planning & 
Development related inquiries, permits and 
land issues. 

▪ Approach and follow-up with 
consultants/contractors/surveyors regarding 
specific projects/files. 

▪ Review and respond to emails from other 
County staff/Councilors related to Planning & 
Development issues. 

▪ Send and respond 
to received emails 
to/from various 
sources related to 
planning and 
development 
matters. 

▪ Ensure that customer 
inquiries are 
acknowledged 
promptly (within 1-3 
days). 

▪ Ensure effective 
communication 
between 
departments. 

1-2 hours In-Person & 
Telephone 
Inquiries 

▪ Receive and respond to telephone and 
counter inquiries related to Planning & 
Development. 

▪ Approach and follow-up with 
consultants/contractors/surveyors regarding 
specific projects/files. 

▪ Supply appropriate application forms for 
Development Permits, Subdivisions, Safety 
Codes, Roadway Licensing Agreements, 
Land Purchases, Road Closures and 
Heritage Intervention Permits to applicants. 

▪ Provide appropriate contact information for 
County contractors (i.e. The Inspections 
Group Inc., Municipal Planning Services, 
surveyors, Accurate Assessment Group, 
Government of Alberta contacts, etc.). 

▪ Place calls to 
landowners, 
consultants and 
County staff and 
managers. 

▪ Answer calls from 
landowners, 
consultants and 
County staff and 
managers. 
 

 

▪ Ensure that customer 
inquiries are 
acknowledged 
promptly (within 1-3 
days). 

▪ Ensure that cross 
training is completed 
so there is an 
individual in the office 
able to assist 
customers with basic 
P&D inquiries when 
P&D Manager is 
unavailable. 

.5 hour Organization ▪ Organize and prioritize daily work tasks as 
per discussions at the weekly Manager’s 
Meeting and any other emergent issues that 
may arise. 

▪ Coordinate 
departmental tasks 
with the Planning 
Technician and 
communicate 
priorities and work 
schedule for the 
week. 

▪ At the end of the 
week, ensure all 
tasks are completed 
as set out at the 
beginning of the 
week.  If not 
completed, add the 
tasks to complete the 
following week. 

2-3 hours Meetings ▪ Meet with staff, external agencies, and 
consultants as required for current and 
proposed files/projects. 

▪ Attend and 
complete follow-up 
of meetings with 
landowners, 
consultants, 
County staff and 
managers and 
other individuals. 

▪ Ensure that all 
projects are 
proceeding in a timely 
manner and that 
updates on important 
issues are 
communicated to 
Council through the 
monthly Manager’s 
Report. 
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Planning & Development Department: Work Plan                                                              MANAGEMENT                                 
 

  PLANNING AND DEVELOPMENT:  WORK PLAN 2022 CONTINUED 

TIME WORK  
SCHEDULE 

WORK  
DESCRIPTION WITH TASKS 

ELEMENTS:  
TASKS 
DUTIES 

VERIFIED OUTCOME 

DAILY - Continued 

15-30 
mins 

Administrative 
Tasks 

▪ Update timesheet, update calendar with 
upcoming meetings, write task list for the day, 
organize work space and file completed 
paperwork. 

▪ Complete monthly 
timesheets, filing, 
project tracking 
and manage 
calendar. 

▪ Ensure that 
department is 
organized and tidy to 
promote efficient 
work. 

TOTAL DAILY HOURS = 4-6 HOURS 

WEEKLY  

4-6 hours 
 

Development 
Permits:  
Permitted Use 
or 
Variances under 
25% 

▪ Meet with applicant to discuss the proposed 
development. 

▪ Refer/discuss development proposals with other 
department heads as necessary. 

▪ Review application to ensure that it is in 
compliance with the County’s planning 
documents (LUB, MDP, ASPs & IDPs where 
applicable). 

▪ Collect Development Permit fees as per County 
Bylaw 1387-20: Planning and Development 
Fees. 

▪ Prepare and send external agency referrals as 
necessary. 

▪ Input application into MuniSightPD for 
coordination with The Inspections Group and 
other County departments. 

▪ Draft Development Permit (including conditions) 
and send to applicant. 

▪ Forward a copy of the issued Development 
Permit to the County’s Assessor, Safety Codes 
Agency, Gas Department and Peace Officer. 

▪ Update Development Permit Listing. 

▪ Conduct a review 
of development 
permit 
applications and 
refer to 
LUB/MDP/ASP 
and planning and 
development and 
heritage policies. 

▪ Legislative 
requirement:   
Issue notice of 
application 
completion within 20 
days & decision for 
Development Permits 
within the 40 day 
timeframe prescribed 
under the MGA. 

▪ Development Permit 
applications will be 
processed in a timely 
and consistent 
manner. 

 

9-11 
hours 
 

Development 
Permits:  
Discretionary 
Use or 
Variances 
above 25% 

▪ Meet with applicant to discuss the proposed 
development. 

▪ Refer/discuss development proposals with other 
department heads as necessary. 

▪ Review application to ensure that it is in 
compliance with the County’s planning 
documents (LUB, MDP, ASP & IDPs where 
applicable). 

▪ Collect Development Permit fees as per County 
Bylaw 1387-20: Planning and Development 
Fees. 

▪ Prepare and send external agency referrals as 
required. 

▪ Prepare Development Report for MPC 
(Municipal Planning Commission) review and 
consideration. 

▪ Prepare Public Notice for County website and 
newspapers. 

Continued below 

▪ Conduct a review 
of development 
permit applications 
and refer to 
LUB/MDP/ASP and 
planning and 
development and 
heritage policies. 

Legislative 
requirement:      Issue 
notice of application 
completion within 20 
days & decision for 
Development Permits 
within the 40 day 
timeframe prescribed 
under the MGA. (The 
40 day timeframe 
does not include the 
advertising period). 

▪ Development Permit 
applications will be 
processed in a timely 
and consistent 
manner. 
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Planning & Development Department: Work Plan                                                              MANAGEMENT                                 
 

  PLANNING AND DEVELOPMENT:  WORK PLAN 2022 CONTINUED 

TIME WORK  
SCHEDULE 

WORK  
DESCRIPTION WITH TASKS 

ELEMENTS:  
TASKS 
DUTIES 

VERIFIED OUTCOME 

WEEKLY - CONTINUED 

  ▪ Prepare Notice of Decision in follow-up to 

MPC decision and mail to applicant. 

▪ Prepare Adjacent Landowner Notification 

package (includes letter to adjacent 

landowner, FOIP Notice of Decision, FOIP 

Development Permit Application, Location 

Map) and mail to adjacent landowners. 

▪ If no appeals are received during the 14-day 

appeal period, draft and issue Development 

Permit to the applicant. 

▪ Forward a copy of the issued Development 

Permit to the County’s Assessor, Safety 

Codes Agency, Gas Department and Peace 

Officer. 

▪ Update Development Permit Listing. 

  

3.5-5 
hours 

Field 
Work/Research 

▪ Conduct site inspections, capture photos and 
research background documents as required 
on newly received applications.  

▪ Development:  Review is completed 
to ensure: lands aren’t subject to 
flooding, proposed development is 
setback appropriately from steep 
slopes, approaches meet County 
standards (confer with Public Works), 
rural addresses are assigned as 
necessary (confer with Peace 
Officer), availability of sufficient gas to 
meet the needs of the proposed 
development (if insufficient, place a 
condition on the Development Permit 
that any servicing costs shall be 
borne by the developer). 

▪ Subdivision:  Review is completed to 
ensure: lands aren't subject to 
flooding, any undevelopable areas in 
the tentative plan for subdivision are 
dedicated as Environmental Reserve, 
any lands to be dedicated as 
Municipal Reserve are able to be 
developed as parks, playgrounds or 
schools, approaches meet County 
standards, availability of sufficient gas 
to meet the future needs of a multi-lot 
subdivision (if insufficient, place a 
condition on subdivision approval that 
any gas-servicing costs shall be borne 
by the developer). 

▪ Travel to sites 
where 
development 
permits have 
been issued and 
conduct 
inspections to 
determine 
compliance with 
permits. 

▪ Investigate and 
identify potential 
problems with a site 
before a 
Development Permit 
has been issued. 

▪ Advise landowner 
before conducting a 
site inspection on 
their property. 

▪ Follow-up on 
whether or not 
conditions of a 
Development Permit 
are being met. 
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Planning & Development Department: Work Plan                                                              MANAGEMENT                                 
 

PLANNING AND DEVELOPMENT:  WORK PLAN 2022 CONTINUED 

TIME WORK  
SCHEDULE 

WORK  
DESCRIPTION WITH TASKS 

ELEMENTS:  
TASKS 
DUTIES 

VERIFIED OUTCOME 

WEEKLY - CONTINUED 

1 hour Accounting ▪ Coding of Purchased Goods/ Advertising/ 
Invoices. 

▪ Review and pay 
invoices and 
code the 
expenses to the 
applicable GL 
account. 

▪ Monitor and control 
expenditures of funds 
in accordance with the 
approved budget set 
by County Council. 

1-2 
hours 

Manager’s 
Meetings 

▪ Prepare report and attend weekly Manager’s 
Meeting Report. 

▪ Distribute report to the Planning and 
Development  
Assistant and assign tasks.   

▪ Review 
departmental 
projects and 
prepare report to 
meeting. 

▪ Attend weekly 
meeting. 

▪ Keep informed on 
current initiatives and 
coordinate activities 
with other 
departments when 
necessary. 

1-2 
hours 

Strategic Plan ▪ Review tasks assigned to the Planning and 
Development Department and ensure that 
follow up is completed. 

▪ Ensure that 
departmental 
projects align with 
the Strategic Plan 
wherever 
possible. 

▪ Monitor tasks and 
report updates to 
CAO. 

1-2 
hours 

Heritage ▪ Meet and/or respond to inquiries relating to 
heritage/historic resources. 

▪ Attend Heritage Board Meetings  

▪ Process Heritage 
Intervention 
Permits and 
Municipal Historic 
Resource 
Designation 
Bylaw requests.  

▪ Attend Heritage 
Board Meetings 
and conduct 
follow-up from 
meetings where 
applicable. 

▪ Ensure inquiries are 
responded to in a 
timely manner. 

6-8 
hours/ 
applicat
ion 

 

Subdivision 
Application 
referrals from 
Subdivision 
Authority 
(Municipal 
Planning 
Services) 

▪ Review application and provide comments to 
ensure compliance with Statutory and Non-
Statutory Plans. 

▪ Discuss files with applicable department heads 
as needed. 

▪ Compile adjacent landowners list for referral of 
subdivision application. 

▪ Complete referral documents, scan to computer 
and send to Subdivision Authority. 

▪ Coordinate approach inspections with the 
County Road Foreman once subdivisions have 
received conditional approval.  

▪ Draft and print a Development Agreement for 
each subdivision file and meet with applicants to 
execute the Agreement. 
 

Continued below 

▪ Meet with 
landowners who 
are interested in 
subdivision. 

▪ Provide 
application forms 
and information 
to landowners. 

▪ Review referred 
file and provide 
comments to 
MPS. 

▪ Follow-up with 
applicants after 
conditional 
approval. 

▪ Ensure subdivision 
applications are being 
processed within the 
60 day timeframe as 
mandated by the 
MGA. 

▪ Ensure that all 
approaches are 
inspected and 
approved by the Road 
Foreman prior to 
endorsement of 
subdivision. 

▪ Track received 
securities on a 
spreadsheet. 
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PLANNING AND DEVELOPMENT:  WORK PLAN 2022 CONTINUED 

TIME WORK  
SCHEDULE 

WORK  
DESCRIPTION WITH TASKS 

ELEMENTS:  
TASKS 
DUTIES 

VERIFIED OUTCOME 

WEEKLY - CONTINUED 

  ▪ Follow-up meeting, letters and phone calls with 
the applicant as required to aid with the 
facilitation of completing conditions of 
subdivision approval. 

▪ Conduct final review of subdivision file to ensure 
that all conditions have been completed by the 
applicant. 

▪ Collect Subdivision Fees as per County Bylaw 
1387-20: Planning and Development Fees. 

▪ Prepare a letter of endorsement and send to the 
Subdivision Authority once satisfied that all 
conditions of the approval have been met. 

 ▪ Ensure each 
Development 
Agreement is scanned 
and saved in the 
electronic subdivision 
file folder. File a copy 
with subdivision file. 

1 hour Safety Codes 
Permits 

▪ Make copies of applications available to 
customers.   

▪ Serve as a liaison between The Inspections 
Group Inc., office staff and safety codes officers 
for processing of safety codes permits with 
ratepayers and natural gas department. 

▪ As contract manager, ensure the contract with 
The Inspections Group Inc. (Safety Codes 
Agency) is monitored and adhered to.  The 
contract ends on December 31, 2021 with 
Village of Vilna, Village of Waskatenau, and 
Town of Smoky Lake. 

▪ Review issued 
permits and file 
accordingly.  

▪ Manage QMP 
and Safety Codes 
Agency Contract. 

▪ Complete Annual 
Internal Review. 

▪ Ensure that the safety 
codes agency is 
fulfilling their 
contractual obligations 
in accordance with our 
UQMP (Uniform 
Quality Management 
Plan). 
 

1 hour Enforcement ▪ Work with CAO/Peace Officer on any 
enforcement actions necessary to achieve 
compliance with the Land Use Bylaw or the 
conditions of a development approval or 
subdivision approval. 

▪ Review previously issued Development Permits 
to ensure compliance. 

▪ Conduct site 
inspections as 
necessary and 
draft letters & 
Stop Orders 
when warranted. 

▪ Ensure appropriate 
documentation is 
tracked and filed 
appropriately for any 
enforcement related 
issue or issued Stop 
Order. 

TOTAL WEEKLY HOURS = 28-40 DEPENDING ON # OF DEVELOPMENT/SUBDIVISION APPLICATIONS IN PROGRESS 

MONTHLY 

3-4 
days 

Heritage ▪ Attend SLCRHB (Smoky Lake County Regional 
Heritage Board) Meeting as required to provide 
updates. 

▪ Review and process applications for Heritage 
Resource Intervention Permits. 

▪ Preparation of Municipal Heritage Designation 
bylaws and development of Heritage Policies. 

▪ Liaison with Provincial Heritage Branch and 
SLCRHB regarding heritage issues. 

▪ Record management of Municipal Heritage 
Designation Bylaws into the Provincial HERMIS 
(Heritage Resource Management Information 
System). 

Continued below 

▪ Process Heritage 
Intervention 
Permits and 
applications for 
Municipal Historic 
Resource 
Designation 
Bylaws as 
necessary. 

▪ Attend Heritage 
Board meetings 
and conduct 
follow-up when 
applicable.  
 

▪ Ensure that all 
SLCRHB members 
are informed in a 
timely manner of 
ongoing projects. 

▪ Ensure that all 
ratepayers are 
informed on the 
process of 
designating Municipal 
Historic Resources. 
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PLANNING AND DEVELOPMENT:  WORK PLAN 2022 CONTINUED 

TIME WORK  
SCHEDULE 

WORK  
DESCRIPTION WITH TASKS 

ELEMENTS:  
TASKS 
DUTIES 

VERIFIED OUTCOME 

MONTHLY - CONTINUED 

  ▪ Carry out any initiatives as required on the 20 
Year Action List – Heritage Management Plan in 
conjunction with SLCRHB. 

▪ Advertise and seek new membership for 
SLCRHB as required. 

▪ Ensure board is adhering to Smoky Lake 
County Bylaw No. 1236-11. 

▪ Provide support 
to other heritage 
projects on an as-
needed basis. 

▪ Ensure heritage 
records are kept up to 
date and recorded as 
a caveat at the Land 
Titles Office on title 
once a property is 
designated. 

1-2 
days 

Municipal 
Planning 
Commission 

▪ Prepare and photocopy packages for MPC 
review and consideration. 

▪ Notify appropriate members when agenda 
package is released and deliver as necessary. 

▪ Attend MPC meetings and make presentations 
as required. 

▪ Send follow up letter to applicant regarding 
MPC’s (Development Authority) decision. 

▪ Prepare Adjacent Landowner Notification 
package.  

▪ Prepare materials 
for MPC 
meetings as 
necessary.  

▪ Conduct post-
meeting follow-up 
(mail Notice of 
Decision to 
applicant; 
advertise Notice 
of Decision in 
newspaper and 
send to adjacent 
landowners) 

▪ Ensure packages are 
released to 
appropriate Council 
members in a timely 
manner to allow 
sufficient time to 
review. 

0.5 
hour 

Office Supplies ▪ Review and order office supplies as needed for 
department.   Research best quality and prices. 

▪ Conduct an 
inventory of office 
supplies and 
order more as 
needed. 

▪ Ensure the 
appropriate tools are 
available for use. 

1-3 
hours 

Safety Codes 
Permits 

▪ Monitor and update UQMP (Uniform Quality 
Management Plan). Ensure agency under 
contract is completing their obligations. 

▪ Code invoices as permits are closed by agency. 
▪ File closed permits in order to prepare for Safety 

Codes Audit.  (Conduct Internal Audit:  Yearly 
and Municipal Affairs Audit:  Every 3 years. 

▪ File closed permits every 3 years in the land file. 
▪ Draft Request for Proposals for Safety Codes 

Act Services when contract expires. 

▪ Review issued 
permits and file 
accordingly.  

▪ Manage QMP 
and Safety Codes 
Agency Contract. 

▪ Ensure audits are 
performed to ensure 
compliance 
monitoring is being 
conducted according 
to the Municipal 
Affairs/Safety Codes 
Council standards. 

4-5 
hours 

Monthly Council 
Report 

▪ Prepare Monthly Council Report. ▪ Provide updates 
on departmental 
projects and 
activities through 
Council report. 

▪ Maintain record of 
each Council Report. 

4 hours Council Action 
List  

▪ Update Action List as required. ▪ Follow-up on 
Council decisions 
related to 
planning and 
development 
matters. 

▪ Maintain electronic 
record of each P&D 
Action List. 

Page 7 of 19 

 

 



Planning & Development Department: Work Plan                                                              MANAGEMENT                                 
 

PLANNING AND DEVELOPMENT:  WORK PLAN 2022 CONTINUED 

TIME WORK  
SCHEDULE 

WORK  
DESCRIPTION WITH TASKS 

ELEMENTS:  
TASKS 
DUTIES 

VERIFIED OUTCOME 

MONTHLY - CONTINUED 

3 hours 
 

Compliance 
Certificates 

▪ Obtain 2 originals of the Real Property Report 
as per County Policy 61-12: Compliance 
Certificates. 

▪ Verify the zoning of the property. 
▪ Review Land Use Bylaw setbacks to ensure the 

existing building meet the LUB.  Prepare 
compliance certificate or letter. 

▪ Ensure that a signed copy is filed in the land file 
and uploaded into Webmap. 

▪ Process requests 
for compliance 
certificates. 

▪ Review Real 
Property Report 
for compliance 
with LUB and draft 
letter of 
compliance/non 
compliance 
accordingly. 

▪ Main electronic record 
of each signed 
Compliance 
Certificate. 
 

1 day Monthly Council 
Meeting 

▪ Attend Council meeting and update Council on 
Planning and Development Matters 

▪ Present 
departmental 
report to Council 
and provide 
recommendations 
on planning and 
development 
related matters. 

▪ Ensure that Council is 
kept informed on 
Planning and 
Development matters. 

1 day 
NEW 

Monthly 
Departmental 
Meeting 

▪ Attend Departmental meeting and update 
Council on Planning and Development Matters 

▪ Prepare 
Departmental 
report monthly 
Departmental 
Meeting. 

▪ Ensure that Council is 
kept informed on 
Planning and 
Development matters. 

2-3 
hours 
 

Safety Committee ▪ Attend the monthly Safety Committee Meeting 
▪ Prep for meeting (Kyle is Chair) 

▪ Prepare 
departmental 
report to Safety 
Committee and 
attend the monthly 
meeting of the 
Committee. 

▪ Help ensure a safe & 
secure workplace 

1-2 
hours 
NEW 

Dock Permits ▪ Processing letters for dock permits ▪ Review 
applications of 
municipal approval 
and issue letters to 
applicants. 

▪ Issued letters 

TOTAL MONTHLY HOURS = 40-50 DEPENDING ON # OF DEVELOPMENT/SUBDIVISION/REZONING/COMPLIANCE 
CERTIFICATE APPLICATIONS IN PROGRESS 

ANNUALLY 

7-10 
hours 

Accounting ▪ Ensure that all Planning & Development 
invoices are received and coded prior to the 
County’s year end. 
 
 
Continued below 

▪ Review and pay 
invoices and code 
expenses to the 
appropriate GL 
account. 

▪ Ensure that proper 
financial reporting is 
completed according 
to County policy and 
practice. 
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PLANNING AND DEVELOPMENT:  WORK PLAN 2022 CONTINUED 

TIME WORK  
SCHEDULE 

WORK  
DESCRIPTION WITH TASKS 

ELEMENTS:  TASKS 
DUTIES 

VERIFIED OUTCOME 

ANNUALLY - CONTINUED 

  ▪ Ensure that Smoky Lake County Regional 
Heritage Board (SLCRHB) has prepared 
and submitted their year-end financial 
statements and yearly expenses to the 
Finance Manager. 

▪ Answer any P&D related audit questions 
from the County’s auditors. 

  

1-2 
hours 

Memberships ▪ Renew memberships to ADOA, CPAA, APPI 
and other related memberships as required. 

▪ Remit payment to the 
various organizations 
that the P&D 
Department is a 
member of. 

▪ Maintain membership 
standing in professional 
organizations. 

1-2 
days 

Work Plan ▪ Review the previous year’s work and update 
work plan to ensure it accurately reflects the 
Department’s work. 

▪ Present same to CAO/ACAO for review. 
▪ Present same to Council as a management 

policy. 

▪ Update Work Plan to 
reflect completed 
projects, new projects 
added and to review 
the number of 
hours/days dedicated 
to each task to ensure 
it accurately reflects 
the Department’s work 
load. 

▪ If the work plan is 
current, it should 
accurately reflect 
workload, demands, 
and priorities of the 
Department. 

5-7 
days 

Budget Planning ▪ Research and prepare the Department’s 
budget needs for the following year. 
 

▪ Review proposed 
projects for the next 
year and historical 
expenses/revenues to 
determine the 
Departmental budget 
requirements. 

▪ Attend Budget 
Meetings and present 
same as required. 

8-10 
days 

Grants ▪ Research and make application to 
applicable P&D related grants. 

▪ Prepare reports as required for approved 
grants. 

▪ Complete grant 

application forms and 

prepare any required 

follow-up 

documentation for 

received grants. 

▪ Complete invoicing 
related to grant 
applications. 

▪ Ensure grants are 
applied for within the 
appropriate timelines. 

2-3 
days 
 

Business License ▪ Issue new business licenses throughout the 
year as needed. 

▪ Conduct a telephone survey and hold a 
meeting with Council on the review of 
issuance of business licenses. 

▪ Review applications 
for business licenses 
and issue licenses to 
approved businesses. 

▪ Ensure business 
license listing is up to 
date. 

1 day 
 

Annual Safety 
Meeting 

▪ Attend annual safety meeting. 
▪ Report unsafe conditions or work to 

supervisor to resolve. 

▪ Attend annual safety 
meeting. 

▪ Keep informed on 
safety practices/ 
policies of the County. 
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PLANNING AND DEVELOPMENT:  WORK PLAN 2022 CONTINUED 

TIME WORK  
SCHEDULE 

WORK  
DESCRIPTION WITH TASKS 

ELEMENTS:  TASKS 
DUTIES 

VERIFIED OUTCOME 

ANNUALLY - CONTINUED 

3-4 
days 

CPAA Conference ▪ Attend annual Community Planning 
Association Conference in April/May of 
each year. 

▪ Attend CPAA 
Conference and 
provide a training report 
to Council following the 
conference. 

▪ Attend and take 
notes at conference 
for future reference. 

▪ Explore networking 
opportunities. 

3-4 
days 

ADOA Conference ▪ Attend annual Alberta Development 
Officer’s Association Conference in 
September/October of each year. 

▪ Attend ADOA 
Conference and 
provide a training report 
to Council following the 
conference. 

▪ Attend and take 
notes at conference 
for future reference. 

▪ Explore networking 
opportunities. 

3-4 
days 
 
 

APPI Conference ▪ Attend Alberta Professional Planners 
Institute Conference in October of 
each year. 

▪ Attend APPI 
Conference and 
provide a training report 
to Council following the 
conference. 

▪ Attend and take 
notes at conference 
for future reference. 

▪ Explore networking 
opportunities. 

2-3 
days 
NEW 

RMA Conference 
(Fall/Spring) 

▪ Attend the Rural Municipalities’ 
Association Conference 1-2 times per 
year 

▪ Attend RMA 
Conference and 
provide a training report 
to Council following the 
conference. 

▪ Attend and take 
notes at conference 
for future reference. 

▪ Explore networking 
opportunities. 

8-10 
days 
 

Workshops/Planning 
Sessions 

▪ Attend meetings on regional planning 
initiatives and meetings with the 
County’s planner as required to keep 
current. 

▪ Attend workshops and 
planning sessions on 
planning and 
development related 
matters and provide a 
training report to 
Council. 

▪ Attend and take 
notes at conference 
for future reference. 

6-10 
days 

Open Houses/Public 
Hearings/Public 
Meetings 

▪ Schedule and attend Open 
Houses/Public Hearings/Public 
Meetings regarding various Planning 
and Development matters. 

▪ Prepare presentations and 
documentation for these meetings. 

▪ Attend various Open 
Houses and Public 
Hearings and Meetings 
as necessary. 

▪ Fulfill public 
consultation 
obligations as 
mandated by the 
MGA/County policy.  

4-6 
days 
 

ADOA Board 
Meetings 

▪ Attend Board of Director Meetings as 
the Vice President of the ADOA. 

▪ Attend the quarterly 
ADOA Board meetings. 

▪ Increase the profile of 
Smoky Lake County. 

1-2 
days 
 

Law Seminar ▪ Attend law seminar as required. ▪ Attend the annual law 
seminars as required 
and provide a training 
report to Council. 

▪ Keep up-to-date on 
changes to MGA, etc. 

1 day Annual Employee 
Performance 
Appraisal for the 
Planning and 
Development 
Assistant  

▪ Prepare Employee Performance 
Appraisal Form and meet with the 
Planning and Development Assistant 
to discuss. 

▪ Meet with the Planning 
Technician to discuss 
past year’s 
performance and 
prepare a professional 
development plan for 
the following year. 

▪ Planning and 
Development 
Assistant receives his 
annual review in a 
timely manner. 

TOTAL ANNUAL DAYS = 40-60 DEPENDING ON # OF WORKSHOPS/PUBLIC HEARINGS/PUBLIC MEETINGS/OPEN 
HOUSES SCHEDULED 
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PLANNING AND DEVELOPMENT:  WORK PLAN 2022 CONTINUED 

TIME WORK  
SCHEDULE 

WORK  
DESCRIPTION WITH TASKS 

ELEMENTS:  
TASKS 
DUTIES 

VERIFIED OUTCOME 

PERIODIC  

6-8 
days 
per file 

Road Closures 
and Cancellations 

▪ Review and discuss Road Closure/Cancellation 
request with applicant. 

▪ Collect Road Closure/Cancellation Fee in 
accordance with County Bylaw 1387-20: 
Planning and Development Fees. 

▪ Obtain landowner(s) consent to close/cancel 
road via a Letter of Consent. 

▪ Determine whether Road Closure/Cancellation 
will be effect by resolution or bylaw. 

▪ Draft and send third party referrals to all parties 
affected by road closure/cancellation and obtain 
consent from these parties. 

▪ Prepare Request for Decision for resolution or 
bylaw as required. Prepare bylaw as needed. 

▪ Prepare advertisement of closure/cancellation 
bylaw in accordance with Sec. 606 of the MGA.  

▪ Hold a Public Hearing before 2nd/3rd readings. 
▪ Update road closure listing at the beginning of 

each year and throughout the year as needed. 
▪ Work within the allotted road closure budget. 

▪ Draft Road 
Closure Bylaws 
and Resolutions 
and work in 
conjunction with 
surveyors and 
land titles to 
ensure proper 
registration of 
closure 
documents. 

▪ Ensure that proper 
procedures as 
required by Alberta 
Transportation and 
Land Titles Office are 
followed to allow for 
quicker processing 
times. 

2-3 
days 
 

Land Sales ▪ Ensure that land sales comply with Section 70 
of the MGA. 

▪ Receive Expressions of Interest from ratepayers 
and review and discuss their application. 

▪ Collect and track cash deposit as per County 
Policy 61-10-01 – Disposition of County Owned 
Property 

▪ Circulate the Expression of Interest to 
department heads for comment. 

▪ Obtain a current assessed value from the 
County’s assessor. 

▪ Prepare a Request for Decision, including 
compiled comments, with a recommendation to 
Council. 

▪ Prepare an advertisement for 
newspapers/website if Council decides to sell 
the land in question. 

▪ Prepare terms of the Agreement to Purchase 
and have signed by the Reeve, the CAO and 
the purchaser. 

▪ Prepare a Notice to Transfer Land and have 
signed by the CAO. 

▪ Update and maintain a list of County-owned 
lands for sale and review on an annual basis. 

▪ Review 

applications to 

purchase County-

owned lands. 

▪ Prepare RFD for 
Council. 

▪ Ensure that requests 
to purchase County-
owned land are 
processed quickly and 
consistently. 

▪ Ensure proper 
tracking is in place to 
follow up with land 
sales. 
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PLANNING AND DEVELOPMENT:  WORK PLAN 2022 CONTINUED 

TIME WORK  
SCHEDULE 

WORK  
DESCRIPTION WITH TASKS 

ELEMENTS:  TASKS 
DUTIES 

VERIFIED 
OUTCOME 

PERIODIC - CONTINUED 

3-4 
days 

Land Filing ▪ File Development Permits when all conditions 
have been complied with from the previous 
calendar year.   

▪ File closed Subdivision Applications and 
Approvals as required. 

▪ File completed Road Closure/Cancellations. 
▪ File bylaws, caveats and Development 

Agreements as required. 
▪ Ensure electronic copy has been scanned to 

appropriate electronic file. 

▪ File all relevant permits and 
letters and documents in the 
appropriate land file. 

▪ Ensure land filing 
is up to date and 
accurate. 

2-4 
days 
NEW 

Land & 
Property 
Rights 
Tribunal 

▪ Review, prepare, and/or present to Municipal 
Government Board, when necessary. 

▪ (Note:  Time varies due to nature of the file) 

▪ Attend hearings of the LPRT 
as necessary. 

▪ Ensure County is 
represented 
professionally at 
the MGB Hearing. 

6-8 
days  

Subdivision 
and 
Development 
Appeal Board 

▪ Review, prepare, and/or present to 
Subdivision and Development Appeal Board, 
when necessary. 

▪ Prepare agenda packages for Board, 
appellant and the public. 

▪ Notify the affected parties. 
▪ Coordinate with the SDAB Secretary 

regarding the hearing date and decision.  
▪   (Note:  Time varies due to nature of the 

file) 

▪ Represent the Development 
Authority before the SDAB 
as necessary. 

▪ Ensure 
Development 
Authority and/or 
Subdivision 
Authority is 
represented 
professionally at 
the SDAB 
Hearing. 

▪  

1 day 
 

Land Title 
Transfer 

▪ Meet with the proponent to review process 
and timelines to have title transferred. 

▪ Prepare agreements have same executed. 
▪ Prepare appropriate documentation for land 

title transfers as required by Council 
resolution. 

▪ Ensure that improvements have been 
completed as per agreement.  

▪ Follow up on Spin II, Alberta Land Titles 
System to ensure titles has been transferred 
accordingly. 

▪ File land transfer documents in the respective 
land file. 

▪ Assist applicants with land 
transfers and other Land 
Titles issues as necessary. 

▪ Monitor and 
ensure title is 
being transferred 
in a timely 
manner. 

▪  

1-2 
hours 
 

Development 
Permit Follow-
Up 

▪ Follow up to ensure all previously issued 
permits are being complied with and that all 
outstanding conditions have been completed 
(obtain copies of proper government 
approvals, Haul Road Agreement/Security, 
approach construction approvals; draft 
Development Agreements). 

▪ Conduct site inspections and 
follow up as necessary. 

▪ Ensure developer 
has complied with 
all conditions as 
set out in the 
Development 
Permit. 

2-4 
hours/ 
month 

Website/GIS 
Database 

▪ Review and update website/database as 
required in conjunction with 
GIS/Communications Director. 

▪ Provide the GIS Technician 
and Communications 
Department with Planning 
and Development related 
data, materials and notices. 

▪ Ensure P&D 
information on the 
website is current. 
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PLANNING AND DEVELOPMENT:  WORK PLAN 2022 CONTINUED 

TIME WORK  
SCHEDULE 

WORK  
DESCRIPTION WITH TASKS 

ELEMENTS:  TASKS 
DUTIES 

VERIFIED OUTCOME 
 

PERIODIC - CONTINUED 

4-6 
days  

 

Policy 
Development 

▪ Research and analyze best practices and 
prepare policies for Planning and 
Development related issues. 

 

▪ Review all Planning and Development related 
policies annually to ensure they are current 
with the best practices in the planning field. 

▪ Ensure the Planning and Development 
Department is following all County policies. 

▪ Prepare policies on 
an as-needed basis 
and in response to 
Council direction. 

▪ Ensure that P&D 
department is working 
efficiently with current 
practices. 

2-3 
days 
per 
year 

Planning and 
Development 
Corner - Bulletin 
Board 
(front reception 
area) 

▪ Update Planning and Development bulletin 
board with current planning initiatives, 
documents, forms and contact information. 

 
 
 
 

▪ Ensure the bulletin 
board is stocked 
with up-to-date 
information and 
application forms. 

▪ Provide up-to-date 
information regarding 
development in the 
County. 

2-3 
days 
per 
year. 

Planning and 
Development 
Brochures and 
Articles and P&D 
Report for Annual 
Booklet. 

▪ Prepare one page flyers on planning tips to 
assist developers, ratepayers with developing 
lands in Smoky Lake County.   

▪ Prepare advertisements for Planning and 
Development related information. 

▪ Prepare annual 
booklet report for 
the P&D 
Department and 
prepare 
brochures/info 
sheets on an as-
needed basis. 

▪ Inform the public of 
P&D Department’s 
activities from the 
previous year.  

▪ Educate ratepayers 
on P&D processes 
and procedures. 

10-15 
days 
per 
year. 

Planning Bylaw 
Amendments 
(LUB, ASP, IDP, 
etc.) 

▪ Prepare amendments to the County’s planning 
bylaws as necessary. 

▪ Prepare advertising required for Public 
Hearings involving planning bylaw 
amendments. 

▪ Prepare and attend Public Hearings/Council 
meetings related to proposed bylaw 
amendments. 

▪ Conduct background 
research and draft 
amendments. 
▪ Comply with the 

processes set out in 
the LUB and the 
MGA. 

▪ Ensure that planning 
bylaw amendments 
are processed in a 
consistent and 
efficient manner. 

TOTAL ANNUAL DAYS = 50-70 DEPENDING ON # OF DEVELOPMENT/SUBDIVISION/REZONING APPLICATIONS IN PROGRESS 

PROJECTS CARRIED OVER FROM PREVIOUS YEAR(S) 

TBD 
 

Waskatenau 
Nuisance 
Grounds 

▪ Assist with an application to remove/reduce 
the 300m development setback. 

▪ Facilitate the sale of the property. 
▪  

▪ Process purchase 
agreement and 
advocate to have 
the setback 
reduced/eliminated. 

▪ Resolve nuisance 
grounds buffer issues 
to allow future 
development of 
adjacent lands and 
complete the 
Intermunicipal 
Development Plan 
with the Village of 
Waskatenau. 

TBD 
 

Intermunicipal 
Development 
Plans & 
Intermunicipal 
Collaborative 
Frameworks 

▪ Work with the Town of Smoky Lake to update 
the existing Intermunicipal Development Plan 
to reflect the recently adopted Victoria District 
Economic Development Plan. 

▪ Prepare new 
policies for inclusion 
in the IDP with the 
Town. 

▪ Revise IDP with Town 
to encourage tourism 
businesses and 
potential population 
growth. 
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PLANNING AND DEVELOPMENT:  WORK PLAN 2022 CONTINUED 

TIME WORK  
SCHEDULE 

WORK  
DESCRIPTION WITH TASKS 

ELEMENTS:  
TASKS 
DUTIES 

VERIFIED 
OUTCOME 

PROJECTS CARRIED OVER FROM PREVIOUS YEAR(S)-Continued 

TBD 
 

Edwand Road 
Closure and 
Survey 

▪ Bylaw 1325-18 was given First Reading on June 
24, 2021, to close portions of “First Ave” and 
“Main St” in the Hamlet of Edwand. The Bylaw 
has been forwarded to the Minister of 
Transportation for approval before being 
forwarded to Council for Second and Third and 
Final Reading.  

▪ Once passed, the Planning and Development 
Department will engage MPS to proceed with the 
transfer and consolidation of these closed portions 
of road with the adjacent properties. 

▪ Work with the 
applicants and 
surveyor to have 
the necessary 
documents 
registered with 
land titles. 

▪ Forward the request 
to Council for 
consideration and 
then implement the 
decision. 

TBD Victoria District 
Economic 
Development 
Strategy 

▪ Complete creation of the Municipally-Controlled 
Corporation and Limited Partnership documents 

▪ Continue to meet with potential tourism 
partners/entrepreneurs/developers and build 
relationships with them as the strategy is 
implemented 

▪ Assist the legal 
team in the 
creation of the 
documents 
necessary for the 
creation of the 
MCC/Limited 
Partnership. 

▪ Creation of the MCC 
and Limited 
Partnership 

TBD Pursuance of 
designation of 
the North 
Saskatchewan 
River as a 
Canadian 
Heritage River 

▪ 111-19: That Smoky Lake County provide a letter 
of support for the Canadian Heritage River 
System, which is a joint program administered by 
the federal, provincial and territorial governments 
to conserve and protect the best examples of 
Canada's river heritage, to give them national 
recognition, and to encourage the public to enjoy 
and appreciate them; in response to the email 
received from Katherine Finn, Manager, North 
Saskatchewan River Basin Council, dated 
October 16, 2019. 

▪ In Fall 2019, Smoky Lake County relaunched this 
stalled Watershed Alliance (NSWA) initiative.  

▪ In Fall 2020, Minister Nixon provided a letter 
endorsing the project, which kick-started a 
nomination document.  

▪ Last November 2021, the P&D Dept. presented 
the Nomination Document to the inter-
provincial/federal Canadian Heritage Rivers 
System Board, which accepted the nomination, 
and recommended it back to the Minister of 
Alberta Environment and Parks (AEP) for final 
consideration 

▪ In 2022, we will publish a Request for Proposal to 
complete a subsequent river study required to 
complete the designation.  

▪ Prepare the 
necessary 
documentation to 
have the NSR 
designated as a 
Heritage River 
and conduct 
consultation with 
stakeholder 
groups to this end. 

▪ The Designation 
aligns with the 
County’s Economic 
Development 
Strategy which 
leverages heritage 
assets and resources 
as a driver of tourism.  

▪ Leverages heritage 
assets and resources 
as a driver of tourism, 
recreation and 
community wellness, 
and reconciliation. 
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PLANNING AND DEVELOPMENT:  WORK PLAN 2022 CONTINUED 

TIME WORK  
SCHEDULE 

WORK  
DESCRIPTION WITH TASKS 

ELEMENTS:  TASKS 
DUTIES 

VERIFIED OUTCOME 
 

PROJECTS CARRIED OVER FROM PREVIOUS YEAR(S)-Continued 

TBD 
 
 

AEP Approvals ▪ Obtain the necessary approvals (Water Act 
and Public Lands Act) from Alberta 
Environment and Parks for the County’s boat 
launches located on the North Saskatchewan 
River and to deal with erosion at Mons Lake. 

▪ Motion #309-12: That Smoky Lake County 
submit the appropriate application to Alberta 
Environment and Parks to renew the 
disposition for a 25-Year Recreation Lease for 
the lands legally described as NW-24-60-17-
W4M (Brodyk Lake Recreation Area), in 
respect to Disposition No. REC 170005, 
expiring on January 1, 2023. 

▪ Motion #310-21: That Smoky Lake County 
submit the appropriate application to Alberta 
Environment and Parks to renew the 
disposition for a 25-Year Recreation Lease for 
the lands legally described as NE-34-61-17-
W4M (Island Lake Campground), in respect to 
Disposition No. REC 170007, expiring on 
November 13, 2022. 

▪ Motion #313-21: That Smoky Lake County 
submit the appropriate application to Alberta 
Environment and Parks renew the disposition 
for a 25-year Department License of 
Occupation (DLO) for the lands legally 
described as NE-20-61-17-W4M (Hanmore 
Lake Boat Launch), in respect to Disposition 
No. DLO 170189, expiring on September 3, 
2022. 

▪ Work with 
consultant and 
surveyors to 
prepare the 
necessary 
documents to have 
the AEP approvals 
and renewals 
processed and 
approved. 

▪ Infrastructure 
improvements are 
authorized by AEP 
and allow the County 
to continue accessing 
the River for 
emergency 
management and 
recreation purposes. 

▪ REC Lease 
Dispositions are in 
place for the County’s 
campgrounds. 

TBD 
 

Dark Skies ▪ 213-20: That Smoky Lake County proceed with 
investigating the feasibility and next steps of 
pursuing a Nomination of, and Designation as, 
a Dark Sky Community under the International 
Dark-Sky Association (IDA), for the purpose of 
providing leadership in reducing light pollution 
and promote responsible outdoor lighting that 
is beautiful, healthy and functional.  

▪ The P&D Department completed initial round of 
public engagement in June 2021, with results 
published in a What We Heard Report.  

▪ We have also been working with the 
Edmonton-based Royal Astronomical Society 
of Canada (RASC) Observatory to schedule 
dark sky measurements in Winter 2022 which 
will help inform next steps.  

▪ Any necessary dark sky bylaws could be 
considered as a Land Use Bylaw Amendment 
in Fall 2022.  
Target completion: Fall/Winter 2022.  

▪ Work with the 
International Dark 
Skies Association to 
develop appropriate 
policies for inclusion 
in the County’s 
Land Use Bylaw, 
Municipal 
Development Plan 
and other planning 
documents that will 
assist with the 
pursuance of a Dark 
Skies Designation.  

▪ Potential designation 
as a Dark Sky 
Community will help 
compliment the goals 
and objectives of the 
Victoria District 
Economic 
Development 
Strategy and to 
promote increased 
tourism in the County. 
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PLANNING AND DEVELOPMENT:  WORK PLAN 2022 CONTINUED 

TIME WORK  
SCHEDULE 

WORK  
DESCRIPTION WITH TASKS 

ELEMENTS:  TASKS 
DUTIES 

VERIFIED OUTCOME 
 

PROJECTS CARRIED OVER FROM PREVIOUS YEAR(S)-Continued 

TBD 
 

Wetland 
Replacement 
Program MOU 

▪ 227-20: That Smoky Lake County authorize 
administration to proceed to execute a 
Memorandum of Understanding (MOU) with 
Alberta Environment and Parks (AEP) in support 
of identifying potential wetland replacement 
projects for the purposes of the Wetland 
Replacement Program. 

▪ Work with Public Works Department and AEP to 
determine potential locations for wetland 
replacement. 

▪ Identify projects that 
will satisfy the 
requirements of the 
Program and assist 
landowners with 
their applications. 

▪ Address flooding 
problems and create 
potential opportunities 
for recreation and 
education. 

TBD 
 

Lake 
Subdivision 
Signage/ 
Hamlet Access 
Signs 

▪ Signs have been fabricated for the lake 
subdivisions and locations for placement have 
been identified. Public Works Department to 
install signs during Spring 2022. 
Hamlet Access Signs have been designed and 
site visits will be conducted during Spring 2022 
prior to ordering the signs. 

▪ Coordinate the 
placement of lake 
subdivision and 
hamlet signage with 
the Public Works 
Department. 

▪ Provide signage to 
show location of lots. 
Easier for first 
responders to locate 
properties. 

TBD 
 

Public Land 
Sale Application 

▪ 961-20: That Smoky Lake County Administration 
proceed, at no cost to the County, with a Public 
Land Sale (PLS) Application in conjunction with 
the Metis Nation of Alberta (MNA) or its designate 
as a co-applicant, for the Crown Land (Grazing 
Permit #787758) encompassed within the North 
Part of River Lot 10, Victoria Settlement, 
encompassing approximately 47 acres more or 
less, in accordance with applicable legislation, 
including the Alberta Public Lands Act RSA 2000, 
Ch. P-40; and update the legal description within 
the proposed Smoky Lake County Bylaw No. 
1380-20, as per the information provided by 
Alberta Land Titles in preparation for the next 
Public Hearing. 

▪ An application (PLS2000211) has been filed with 
Alberta Environment and Parks and is currently 
underway.  

▪ Target completion: 2023. 

▪ Work with 
representatives of 
the MNA and 
Alberta 
Environment and 
Parks to prepare 
the necessary 
documentation in 
order facilitate the 
transfer. 

▪ Assist the MNA with 
its application to 
purchase Public 
Land, allowing the 
County to foster its 
relationship with the 
MNA and to 
encourage additional 
opportunities for 
tourism and economic 
development, in 
pursuance of the 
goals and objectives 
of the Victoria District 
Economic 
Development 
Strategy. 

TBD 
 

Safety Codes 
Annual Internal 
Review 

▪ Prepare the 2022 Annual Internal Review by the 
end of March 2022, as is required by the Safety 
Codes Council. 

▪ Compile permit 
information and 
complete the 
Annual Internal 
Review form and 
submit to the Safety 
Codes Council by 
March 31st. 

▪ Provide ratepayers 
with efficient Safety 
Codes Act 
inspections service. 

TBD 
NEW 

Trails Strategy ▪ Motion #1305-21: That the Smoky Lake County 
Council accept the verbal progress update on the 
Lake Trails Strategy project initiated by Council’s 
June 24, 2021, Motion #953-21, in respect to 
creating an inventory of  
Continued below 

▪ Compile an 
inventory of all of 
the trails located 
within the County  
 

▪ To develop a 
comprehensive trails 
strategy that will 
create a hierarchy of  
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Planning & Development Department: Work Plan                                                              MANAGEMENT                                 
 

PLANNING AND DEVELOPMENT:  WORK PLAN 2022 CONTINUED 

TIME WORK  
SCHEDULE 

WORK  
DESCRIPTION WITH TASKS 

ELEMENTS:  TASKS 
DUTIES 

VERIFIED OUTCOME 
 

PROJECTS CARRIED OVER FROM PREVIOUS YEAR(S)-Continued 

  all trails located on Municipal Reserve, 
Environmental Reserve or on County Lands; and 
acknowledge further information will be brought 
forward once it is finalized. 
Inventory to include location of trails, types of 
trails (i.e. use type), surface type, condition of trail, 
etc. 

and assess their 
condition, use, 
category, materials, 
etc. 
▪ Develop a trails 

strategy that 
addresses user 
groups, types of 
uses, maintenance 
schedule, 
investments, etc. 

trails within the network 
and detail maintenance 
schedule. 

TBD 
NEW 

Land Use 
Bylaw/ 
Municipal 
Development 
Plan Renewal 

▪ Smoky Lake County Land Use Bylaw 1272-14 
was adopted on December 4, 2014. 

▪ Smoky Lake County Municipal Development Plan 
1249-12 was adopted on January 31, 2013. 

▪ Good planning practice is to conduct a thorough 
review/adopt a new LUB every 5 years. 

▪ Good planning practice is to conduct a thorough 
review/adopt a new MDP every 10 years. 

▪ Conduct a thorough 
review of the 
LUB/MDP and 
create policy 
options for 
consideration by 
Council. 

▪ Conduct a thorough 
review of both the 
LUB/MDP and, if 
necessary, adopt a 
new LUB/MDP. 

TBD 
NEW 

RV Resort 
Strategy/LUB 
Amendment 

▪ P&D will introduce recommendations for changes 
to provisions contained within the LUB/MDP 
pertaining to RV campgrounds/resorts. 

▪ Administration has completed a review of other 
jurisdictions to determine how to approach these 
types of developments and address the concerns 
raised by ratepayers while also providing certainty 
to prospective developers. 

▪ Conduct a 
jurisdictional scan 
of similar 
municipalities to 
determine what 
policies thy have 
related to RV 
parks/resorts. 

▪ Develop a proposed 
amendment to the 
County’s LUB to 
address this issue. 

▪ Create a separate 
Land Use District in 
the LUB that contains 
provisions to address 
RV Resort 
developments. 

TBD 
NEW 

Design 
(Engineering) 
Standards– 
ACP Grant 
Application. 

▪ P&D has submitted an ACP Grant application for 
the development of regional design/engineering 
standards for new subdivisions. 

▪ Smoky Lake County currently has Design 
Standards developed in the 1970’s that require 
updating. The Villages and the Town do not 
currently have standards but wish to have them. 

▪ If the grant is 
approved, put out 
an RFP for the 
development of the 
standards. 

▪ Creation of a 
document that 
contains development 
standards and 
guidelines for new 
subdivisions and 
infrastructure 
projects. 

TBD 
NEW 

Joint Use and 
Planning 
Agreements 
(JUPA) 

▪ On June 10, 2020, the Municipal Government Act 
was amended to require municipalities to enter 
into Joint Use Planning Agreements with school 
boards by June 10, 2023. 

▪ CAO and Planning & Development Department to 
contact school boards to initiate discussions. 

▪ Smoky Lake County does not have any schools, 
however, Aspen View owns two parcels of land 
that may be subject to these new requirements. 

▪ If required, create 
Joint Agreement 
between the County 
and the school 
boards. 

▪ Have a Joint-Use 
Planning Agreement 
in place by the June 
10, 2023 deadline (if 
necessary).  
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Planning & Development Department: Work Plan                                                              MANAGEMENT                                 
 

PLANNING AND DEVELOPMENT:  WORK PLAN 2022 CONTINUED 

TIME WORK  
SCHEDULE 

WORK  
DESCRIPTION WITH TASKS 

ELEMENTS:  TASKS 
DUTIES 

VERIFIED OUTCOME 
 

PROJECTS CARRIED OVER FROM PREVIOUS YEAR(S)-Continued 

0-2 
days 
per 
month  
NEW 

North 
Saskatchewan 
Watershed 
Alliance (NSWA) 
Board of Directors  

▪ The North Saskatchewan Watershed Alliance 
(NSWA) is a not-for-profit organization that 
collaborates with a diverse range of 
stakeholders to find practical solutions to 
watershed issues.  

▪ Under the Government of Alberta’s Water for 
Life Strategy, NSWA is one of eleven 
Watershed Planning and Advisory Councils 
(WPACs) in Alberta.  

▪ A Board of Directors, elected by members, 
guides the strategic planning of the NSWA 
Society, which celebrated its 20th anniversary 
in 2020. https://www.nswa.ab.ca/  

o The Board of Directors 
meets at least quarterly, as 
does its sub-committees.  

o In June 2021, Kyle was 
elected for a three-year 
term as a Member-at-large 
of the NSWA Board of 
Directors.  

In January 2022, he also joined the Executive, 
filling a vacancy as Secretary, until the June 
AGM. 

▪ Attend Board 
meetings and 
report back to 
Council. 

▪ Inputs to Land Use 
Bylaw and Municipal 
Development Plan 
Refreshment Project  

▪ Inputs to Heritage 
River Initiative.  

▪ Inputs to Wetland 
Replacement 
Program (WRP) 

Inputs to other Water 
Act Approvals.  

0-2 
days 
per 
month 
NEW 

Alberta 
Development 
Officer 
Association 
(ADOA) Board of 
Directors  

▪ The Alberta Development Officers Association 
provides an opportunity for discussion, 
communication and education for 
Development Officers, and those persons 
designated as a development authority, in the 
Province of Alberta. 

o Jordan is currently the 
President of the ADOA. 

▪ 3-day Annual Conference in September  

▪ Attend Board 
meetings and 
conduct duties as 
necessary and 
report back to 
Council. 

▪ Professional 
Development  

▪ Emerging Legal 
Trends  

▪ Best Practices  
▪  
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SCHEDULE “B” 

Smoky Lake County: Planning and Development Department: Manager Year - 2022 

Personnel List 

 

 Planning and 

Development Manager 

Planning and Development 

Technician  

Development Officer SDAB Clerk Heritage Planning 

Jordan Ruegg      

Kyle Schole      

 

FULL TIME 
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Public Works Department:  Safety Officer Work Plan  SUPERVISOR 

 

SMOKY LAKE COUNTY 
 

Title:   Public Works Department:  
      

Policy No.:     02-11         E    

Section:  2 - M  Code: P - A Page No.:       1   of   6 
 

Purpose: To establish a Safety Officer Work Plan for the Smoky Lake County Public Works 
Department Program.   

 
 

Policy Statement and Guidelines: 

 

STATEMENT: 
 
 The Public Works Department Safety Officer Work Plan, Schedule “A” outlines the Work 

Schedule of Projects and duties on a daily, weekly, monthly, periodic and seasonal time frame 
which provides detail work to be undertaken in the Public Works Department Program. 

 
 
BENEFITS: 
 

 The Public Works Department Work Plan of the Safety Officer will provide the  following 
 benefits: 
 

▪ Broaden the portfolio of the Public Works Department Program 
▪ Good understanding of the process of the Public Works Department. 
▪ Increase efficiency and strengthen time frame of deadlines. 
▪ Establishes accountability of the Program. 
▪ Communication Tool. 

 
REVIEW: 
 

The Public Works Department Safety Officer Work Plan will be reviewed and presented to Council 
on an annual basis beginning of each year 
 

 Date   
 

 

 

 

 

 

 

 

___________________________ 

    Chief Administrative Officer 

Approved March 25, 2010 #477-10 – Page 9308 

Amended March 1, 2013 #475-13 – Page 10524 

Amended March 3, 2014 # 357- 13–Page 11139 

Amended March 20, 2015 #461-15  - Page 11672 

Amended April 4, 2016 #546-16  - Page 12170 

Amended March 30, 2017 #593-17  - Page 12614 

Amended March 13, 2018 #370-18  - Page 13011 

Amended March 13, 2019 #486-19  - Page 13532 

Amended March 5, 2020 #624-20  - Page 14058 

Amended March 22, 2021 #507-21  - Page 14549 

Amended  March 22, 2022  
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Public Works Department:  Safety Officer Work Plan  SUPERVISOR 

 

Section 02-M                Policy: 02-11 

 SCHEDULE “A” 
 

                   PUBLIC WORKS DEPARTMENT:   SAFETY OFFICER WORK PLAN 2022 
 

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

DAILY 
End of day  
½ hr 

Dip fuel tanks Dip fuel tanks for reconcile fuel 
amounts. 

Measure fuel amounts from fuel 
tanks. 

Maintain fuel inventory. 

As they come in   Respond to e -
mails 

Respond from e-mails from 
kyetech on messages from tax 
payer concerns. 

Call taxpayers from after hour 
call to kyetech. 

As per Work alone 
policy. 

3 times per 
day- ½ hr 
 

Safety Tracking Keep contact with anyone 
working alone morning, noon and 
end of the day. 

Call them or receive calls from 
them.  

As per Work Alone 
Policy. 

As they come 
in-  ½ hr 

Answer phones  Field public complaints.  Talk to public to help with 
complaints.  

Public relations. 

When needed-  
½ hr-2 hrs 

Fix phone 
problems 

fix phone problems or program 
problems. 

Talk to Telus or fix the problem. Better communications. 

When needed – 
½ hr – 2hrs   

Monitor Phone 
plans 

monitor phone plans for best 
pricing. 

Talk to Telus or competitors. Better communications 
and cost savings. 

When needed- 
½ hr – 2hrs 

Fix Air card 
problems 

Fix air cards or replace when 
needed. 

Talk to communication 
companies. 

Improves 
communication.  

when operating 
vehicle-15 min  

Vehicle check list  Checking fluid levels and light 
operations as well as overall 
vehicle condition.  

Doing checklist. Safe operations for 
vehicle.  

As they come in   

½ hr.  

Check over JSA 
forms from site 
inspections 

Review JSA forms to make sure 
proper hazards were identified.  

Review. Compliance as per 
safety policy.  

Every day ½ hr Update 
information board 

Update information board as to 
COVID progress in our county  

Post latest updates as it 
pertains to staff to be placed on 
info board  

Keeping staff aware of 
COVID progress  

WEEKLY 

When needed- 
 1-3 hrs 

Hazard 
Identification 

Hazard identification is done 
whenever a new job is done. 

Identifying hazards on the job.  Lower incidents. 

One per week – 
1hr 

informal 
inspections 

informal inspections are done at 
all jobs within the county. 

Inspect the hazards identified 
making sure jobs are safe. 

Lower incidents. 

Every Monday 
morning- 1hr 

Toolbox meetings Conduct a toolbox meeting for 
most workers. 

Keep records for meetings. Awareness. 

After tools box 
meetings- 1 hr 

Management 
meetings 

Report on upcoming projects for 
the week. 

Give updates and talk about 
upcoming projects. 

Reporting. 

Once per week 
2 hrs   

Virtual updates for 
COVID 

Attend provincial virtual meetings 
with province 

Get updates as to COVID 
progress 

Keeping staff informed  

MONTHLY  

Once per  

Month 2hrs 

Cascade reports  Update on progress on projects.  Enter on computer duties and 
what has been done. 

Reporting. 

Once per  

Month 8hrs 

Fuel Entries on 
computer 

Enter report on computer for fuel 
management. 

Enter entries on AS 400. Fuel Management. 

Once per  

Month 8hrs 

Phone Entries on 
Computer 

Enter phone usage on computer. Entries on computer. Fuel usages. 
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Public Works Department:  Safety Officer Work Plan  SUPERVISOR 

 

PUBLIC WORKS DEPARTMENT:   SAFETY OFFICER WORK PLAN 2022 - Continued: 

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

MONTHLY-Continued 
Once per  

Month 2hrs 

Safety Committee Report activities pertaining to 
safe or the staff.   

Act as an advisor for the 
committee reporting on events.   

Complying with the 
OHS requirements 
and having staff 
awareness. 

Once per month- 
1hr 

Service Generators Start generators and check 
oils. 

Up keep to make sure generators 
are ready to be started in the 
event of an emergency. 

Emergency 
properness. 

Once per month-  

2hrs 

 

Act as advisory for 
Town of Smoky Lake 
safety committee  

Give advice on what to look 
for and what should be done  

Attend the meeting and act as 
advisor capacity only 

Help neighboring 
municipality become 
safety compliant  

Once per month- 

2hrs 

 

Management reports Make reports on cascade 
reporting system 

Keeping council up to date as to 
activities done that month   

Keeping council 
updated  

Once per month- 

4hrs NEW 

IMT training virtual  Attend monthly training 
events of ICS models  

Keep updated for ICS structure Increase knowledge 
for County ICP  

PERIODIC  

When required 

1-6 hrs.  

Update training matrix Keep training matrix updated 
as to staff qualifications 

Computer entries to keep 
updated  

Proper inventory of 
staff qualifications 

When required 

1-8hrs 

Work on special 
projects when 
required  

Look into pricing of oversee a 
project as requested by P.W 
Manager. 

Make calls for prices or site 
inspections.  

Assist other 
departments. 

Every 2 years 

16 hrs 

First- aid training Safety training. Teach as per policy requirements. Trained staff. 

Every 2 years 

4 hrs 

CPR training Safety training. Teach as per policy requirements. Trained staff. 

Every 2 years 

6 hrs 

Defensive Driving 
Training 

Safety training. Teach as per policy requirements. Trained staff. 

Every 2 years 

6 hrs 

Professional driving 
improvement course 

Safety training. Teach as per policy requirements. Trained staff. 

When needed 

4 hrs 

Flag person Training Safety training. Teach as per policy requirements. Trained staff. 

When needed 

4 hrs 

WHMIS Training Safety training. Teach as per policy requirements. Trained staff. 

When needed 

1-40hrs 

Instructor courses Safety training. As requirements for certification. Keeping instructors 
current. 

Every 3 years 

4 hrs 

TDG Training Safety training. Teach as per policy requirements. Trained staff. 

Every 3 years 

16 hrs 

ATV Training 

 

Safety training. Teach as per policy requirements. Trained staff. 

When needed 

6hrs 

De Escalating 
Potential violent 
situations  

Safety Training. Teaching to staff to keep them 
safe.  

Trained staff. 

When needed 

16 hrs 

Physiological first aid  Safety Training. Teaching staff for mental health. Trained staff. 
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Public Works Department:  Safety Officer Work Plan  SUPERVISOR 

 

PUBLIC WORKS DEPARTMENT:   SAFETY OFFICER WORK PLAN 2022 - Continued: 

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

PERIODIC-Continued 
When 

requested  

2-4hrs 

CPTED Visiting taxpayers yards to 
give them ideas to keep their 
yards safe. 

Do checklist for potential 
areas for crime.  

Educate taxpayers and 
keeping their yards safe. 

Every 3 years 

6 hrs 

Fork lift training 

 

Safety training. Teach as per policy 
requirements. 

Trained staff. 

When needed 

1-16hrs 

Additional training for 
external instructors 

Arrange external instructors 
for training ie. Grader training, 
Skid steer training scissor lift 
training.   

Finding qualified instructors to 

teach staff proper operations. 

 

Trained staff. 

When needed  

1-2 hrs  

Arrange online training 
for staff 

Arrange online training for 
staff to keep updated as 
needed  

Finding computers and 
registering staff 

Trained staff 

When needed 

2 – 3 hrs 

Orientation  Orientation of staff. Instruct staff on how to do 
their job safely. 

Trained staff. 

When needed 

1-4hrs 

Incident investigation 
from public 

Complete reports and 
determine root causes. 

Trained in investigation of 
incidents. 

Reduces pay out from 
county. 

When needed 

1-4hrs 

Incident investigation 
from staff 

Complete reports and 
determine causes. 

Trained in investigation. Awareness. 

When needed  

1-4 hrs 

Work Plan Plan for the upcoming year 
projection. 

Review work plans and make 
the changes as needed. 

Submit to Council. 

2X per year  Service command unit  Have unit ready for summer 
use and also winterize   

Service unit  Emergency preparness  

When needed 

When needed 

2 hrs 

Fill out WCB reports 

Risk Management 

Complete reports  

Attend workshops provided 
by RMA insurance. 

Fill out reports to WCB 

Complete homework as 
required as per Risk 
management requirements. 

As require by government 

Incorporate guidelines & 
policies as per program.   

When needed  Transport worker to OIS 
clinic Edmonton  

Transport injured worker to 
OIS clinic. 

Get worker to OIS doctor to 
be checked for injuries. 

Worker support. 

When needed 

1-8 hrs 

Manage phone 
problems 

Up keep phone 
communications. 

Fix phone problems and keep 
communication with Telus. 

Working phones for work 
alone policy. 

When needed 

1-3 hrs 

Answer e-mails from 
Call center for after hour 
complaints 

Receive e-mail for calls from 
kyetech. 

Respond to e-mails by calling 
complainants back. 

Phoning taxpayers and 
hearing complaints. 

When 

changes are 

needed 

1hr 

Manage work alone 
account  

Up keep data from kyetech. Call kyetech to get and give 
update on staff. 

Better working system. 

When called 

1hr 

Receive calls from after 
hour operator for 
taxpayers concerns  

Receive e-mails from call 
center for after hour 
concerns. 

Contact taxpayer and answer 
question or forward onto 
responsible department 

Keeping taxpayers 
answers answered as 
soon as possible 

When the 

need arises 

8 hrs 

Write safety policies  Update and write new policies 
when needed. And review old 
policies 

Make new policies. And 
review old policies  

As per OHS regulations. 

When the 
need arises  

Testing of drugs for staff 
suspected to be under 
the influence   

Take staff to testing facility 
when drug use is suspected 
or post major incident. 

Transport staff. As per policy. 
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Public Works Department:  Safety Officer Work Plan  SUPERVISOR 

 

PUBLIC WORKS DEPARTMENT:   SAFETY OFFICER WORK PLAN 2022 - Continued: 

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

 PERIODIC-Continued 

1X per year  
 

Provide information to 
Federation gas coop 
for safety compliance 

Fill out application for gas 
dept to deliver odorant to 
company in Fort Mac.  

Compliance audit requirement for 
oil companies.  

Ability to deliver 
odorant products.  

1X per year 

24hrs 

Attend Annual H&S 
safety conference  

Attend conference for 
learning opportunity. 

Listen to speakers. Education. 

2X per year 

8-12hrs 

Attend Safety group 
NASC 

Attend workshop for 
learning opportunity.  

Listen to other municipalities and 
also speakers from OHS,WCB, 
AMHSA. 

Education. 

4-5 X per year 

2 days 

Chair Provincial 
Safety/ Utility group 
(RUSA) 

Host yearly conference for 
all municipalities. 

Work with team of municipal 
workers to provide a yearly 
conference to train staff. 

Staff becoming more 
knowledgeable on 
safety and utilities 
developments. 

1X per year 

2-3 days 

Attend yearly 
conference  

Attend yearly conference 
and bring staff also to share 
ideas.  

Listen to speakers.  Education. 

4-6 meeting per 

year 

1-8hrs 

Chair Organized 
regional team (ASIST) 

Training at provincial level. Provide training and active phone 
list. 

Provincial IMT team. 

4-6 events per 

year 

4-24hrs 

ASIST Training Organize training for ASIST 
team for large scale 
emergencies. 

Look for instructors and locations to 
host training.  

Organized training for 
large scale events. 

When needed  

40hrs 

Up Date CEMP 

manual  

Receive information from 
municipalities. 

Enter info on computer. As per Bylaws. 

When needed  

1hrs NEW 

Make changes for 
codes for Fuel pumps  

Security   Enter codes for new staff and 
remove staff form codes 

Fuel management 
security   

When needed  

1hrs NEW 

Make changes for 
codes for back gates 

Security  Enter codes for new staff and 
remove staff form codes 

Yard security  

When needed  

1hrs NEW 

Make changes for 
codes for security 
systems at shop and 
office 

Security Enter codes for new staff and 
remove staff form codes 

Security  

2X per year 

4hrs 

Hold regular meeting  Update upcoming training 
or updates for policy. 

Chair meeting. Keeping regional 
municipalities 
informed with COA’s.   

As needed 

2-4hrs 

Hold regular meeting  Update regional Councils. Chair meeting. As per Bylaws. 

As needed 

2-4hrs 

Hold yearly meeting  Update outside agencies as 
to responsibilities. 

Chair meeting. Keeping agencies 
informed as per 
bylaw. 

Yearly 8hrs Hold table top training 
for EOC team  

Do yearly training exercises.  Host and arrange coordinator. Compliance as per 
LAEMR requirement. 

1-2X per year 

8-24 hrs 

Do yearly training for 
EOC team 

Receive training or organize 
training when needed. 

Organize training. Emergency 
preparedness. 

When required 

8hrs 

Apply for grants when 
needed  

Apply for disaster services 
grants. 

Arrange regional funding for 
emergency services. 

Keep updated 
equipment. 

When needed 

1-8hrs 

Public works requests Assist P.W. managers in 
supervising jobs. 

Follow up on projects. P.W. assist. 

                      Page 5 of 6 



Public Works Department:  Safety Officer Work Plan  SUPERVISOR 

 

PUBLIC WORKS DEPARTMENT:   SAFETY OFFICER WORK PLAN 2022 - Continued: 

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

PERIODIC-Continued 

When needed  

1-8hrs 

Assist all other 
departments  

Look up safety equipment or 
requests. 

Research prices or look after 
jobs. 

Working relations with 
other dept.  

Quarterly 

24hrs 

 Vice president 
RUSA 

Arrange yearly (RUSA) Rural 
Utility Safety Association 
convention. 

Work in conjunction with other 
board members. 

Showing leadership in 
the municipal 
experience. 

When required Safety training School training. Teach to children.  Trained children. 

When required Safety training Further Education training. Teach to public. Trained public. 

When required Safety training Foundation training. Teach to staff. Trained staff. 

When required Safety training Fire dept training. Teach to volunteers. Trained fire fighter. 

Quarterly Attend strat plan 
meetings 

Follow directives sat out by 
strategic plan. 

Update council on progress.   Stat plan compliance.  

When required  

 

Council requests  Fill out grant applications or gov 
programs  

Research or investigate 
concerns 

Grant funding or 
reimbursement 

When required Assist P.W. when 
needed  

Pick up parts from various 
locations. 

Parts pick up.   Helping public works 
completing jobs. 

SEASONAL 

By October 

 

Annual Safety Audit Complete internal or participate in 
an external inspection 

Do safety audit to achieve COR Rebate in WCB rates 

Jan - Dec 

 

Yearly Spring 
Safety meeting 

Coordinate annual safety meeting Get guest speakers and 
organize meeting 

Awareness 

May Attend yearly 
Disaster forum  

Yearly Disaster conference Learn new ways to deal with 
emergencies 

Learning experience 

November Attend yearly AEMA 
Summit 

Yearly Emergency Management 
Conference 

Attend conference and sharing 
of ideas to improve awareness 

Learning experience  

June  Attend disaster 
summit 

Yearly Emergency Management 
Conference  

Attend conference to learn 
about global events 

Learning experience 

October Attend Alberta 
Safety Conference  

Attend yearly safety Conference Listen to high quality speakers 
to improve the safety program  

Learning experience 

December 

 

Attend annual 
safety conference 

Rural utilities Safety Conference Attend conference Learning experience 

June – Sept 

 

Jubilee insurance 
inspections 

Inspect all buildings 3rd party 
insured through county  

Inspect buildings for county 
insurance when required 

Reduces claims 

Once per year  

 

RMA Risk pro 
meeting and 
requirements 

Attend RMA Risk pro meetings 
and fill out the requirements  

Look at helping to create 
policies as per risk pro 
requirements 

Reduces claims 

Once per year  

 

Review safety 
manual 

Review safety manual when new 
equipment is obtained 

Update manual As per Strategic Plan 

1.2(b) 

Yearly Social events Arrange social events i.e. Golfing, 
annual Christmas party 

Pickup gifts/prizes make 
arrangements   

Employee 
retention/recognition 

Yearly Upkeep of driver 
information 

Have drivers abstracts completed Go through abstracts and enter 
on computer when it expires 

Making sure drivers 
are qualified to drive 
county units 
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Fire Chief’s – Emergency Services:  Work Plan         MANAGEMENT 

 

SMOKY LAKE COUNTY 
 

Title:   Fire Chief: Emergency Services Work Plan Policy No.:     03-11 

Section:  02 – M      Code: P – A      Page No.:        1   of    9  
     E 

 

Purpose: To establish a Fire Chief’s Work Plan for the Smoky Lake County Emergency Services. 
 

Policy Statement and Guidelines: 
 

STATEMENT: 
 

The Fire Chief’s Work Plan:  Schedule “A” outlines the Work Schedule of Projects and duties on a daily, 
weekly, monthly, periodic and seasonal time frame which provides detail work to be undertaken in the 
Emergency Services. The Emergency Services Department: Personnel List “Schedule B” outlines the 
departments personnel and responsibilities. 
 
BENEFITS: 
 

The Fire Chief’s Work Plan will provide the following benefits: 
 ■ Broaden the portfolio of the Emergency Services for Smoky  

Lake County. 
 
 ■ Good understanding of the process of the Fire Chief. 
 
 ■ Increase efficiency and strengthen timeframe of deadlines.  
 
 ■ Establishes accountability of Emergency Services. 
 
 ■ Communication Tool. 
  
REVIEW: 
 

The Fire Chief’s – Emergency Services Work Plan will be reviewed and presented to Council on an annual 
basis beginning of each year. 
 

 Date   
 

 

 

 

 

 

 

___________________________ 

    Chief Administrative Officer 

Approved May 4, 2012  # 540-12  - Page 10064 

Amended March 1, 2013 # 476-13  - Page 10527 

Amended March 3, 2014 #358-14 –  Page 11142 

Amended March 20, 2015 #463-15  -  Page 11676 

Amended April 4, 2016 #548-16  -  Page 12181 

Amended March 30, 2017 #594-17  -  Page 12616 

Amended March 13, 2018 #371-18  -  Page 13014 

Amended March 13, 2019 #487-19  -  Page 13535 

Amended March 5, 2020 #625-20  -  Page 14061 

Amended March 4, 2021 #471-21  -  Page 14524 

Amended March 22, 2022  
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Fire Chief’s – Emergency Services:  Work Plan         MANAGEMENT 

 

Section 02-M                Policy: 03-11 

 

SCHEDULE “A” 
 

FIRE CHIEF’S – EMERGENCY SERVICES:  WORK PLAN 2022 
 

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcome 

DAILY 

0.5 hour General 
Administration 

Coding of purchased goods. 
 

Code purchased goods to the correct 
department. 

Monitor budget 
throughout the year and 
make sure every 
department gets paid on 
time. 

15 min 
 
1-2 hours 

Fire Permits 
 
If inspections are 
required 

Issue fire permits to residents.  Write up permits, site inspections during 
dry periods or questionable burns. 

Document 

1 hour Office Work Check emails, work on grants, 
phone calls. 

Respond to email and research grants to 
fund projects for the fire departments. 

Make sure grant 
deadlines are met. 

0.5 hour Bank Deposits County deposits. Deliver bank deposits. Help out office staff. 

15 min 
 

Vehicle Pre-Trip 
Inspection 

Complete Pre-Trip Inspection. Report any issues to mechanics. Working with safe 
equipment. 

 Respond to Fire 
Calls  

Organize equipment or 
manpower, if needed. 

To be of assistance and guidance to the 
departments.  

Complete the tasks 
safely and in a timely 
manner. 

WEEKLY 

1 hour Manager Meetings Meet with other managers to 
ensure timely operations are 
occurring. 

Assist other departments as required. Communication tool. 

6 hours 
 
 

Fire Hall/ 
Equipment 
Inspections 

Inspect fire hall trucks, 
equipment and document 
issues to be replaced or fixed. 

Look for problems and issues the 
department may have with the equipment 
or vehicles.  

Ensure all trucks and 
equipment are ready for 
calls. 

1.5 hours  
 per  
  invoice 
 

Emergency 
Services Invoicing 

Invoice for all accidents and 
fires that occurred. 

Obtain fire department reports as well as 
RCMP collision reports.  Work with 
insurance companies to get claim 
numbers and the adjustor information.  If 
no claim is made find out landowner 
information and submit invoice to the 
landowner. 

Recover all or partial 
costs. 

1 hour Safety Meetings Meet with all staff. Discuss safety issues and incidents.  
Discuss workers concerns. 

Address concern and 
issues that take place in 
the work week. 

1 hour 
 

Social Media Update and post relevant 
information on social media 
networks.  

Informs the members and general public 
of the fire departments operations and 
community participation. 

Communication tool 
Recruitment and 
Retention Tool. 

 
3 hours 
2 hours 
2 hours 

Fire Meetings 
Smoky Lake 
Vilna 
Waskatenau 

Meet with all fire departments. Discuss concerns or equipment 
purchases. Maintenance and call sheets. 

Communication. 

 Fire Calls Fill out all reports for all 
outside agencies. 

Report environment hazards to Alberta 
Environment. Report all incidents to 
AEMA contact fire investigators and any 
other agencies needed. 

Ensure all agencies 
have the information to 
complete the job. 
Adhere to legislative 
requirements.  
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Fire Chief’s – Emergency Services:  Work Plan         MANAGEMENT 

FIRE CHIEF’S – EMERGENCY SERVICES: WORK PLAN 2022- Continued: 

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

WEEKLY-Continued 

5-6 
Hours 
 
NEW 

Regional Fire Study: 
Transitional 
Solutions 

Provide information, stats and 
legislative documents to 
complete the project 

Collect all emergency response 
demographics, fire department rosters, 
training records, policies, bylaws, 
meetings, surveys and interviews 

Once the Project is 
completed, Regional 
implementation of the 
suggested 
recommendations. 

1-3 
hours2 
 

Covid-19 Research and read all Covid-
19 precautions, restrictions 
and PPE requirements 
needed for first responders  

Create memos and protocols for fire 
department members to read and follow 
when responding to calls and for 
practices and training nights. 

Education and 
Communication tools. 

MONTHLY  
2 hours Monthly Reports to 

Council 
Manager report form. Fill out forms. Maintain record of 

reports. 

2 days Fire Protective 
Services Committee 

Research topics. 
Prepare packages. 

Prepare agenda every second month. 
Prepare Request for Decision forms. 
Photocopy packages. 

Maintain agenda 
packages. 

2 days 
 

Smoky Lake Region 
Fire and Rescue 
Committee 

Research topics. 
Prepare packages. 

Prepare agenda quarterly. Prepare issues 
for discussion forms. Photocopy 
packages. 

Maintain agenda 
packages. 

2 hours 
 

Joint Health and 
Safety Meeting 

Attend Safety Meeting. Bring up any issues and/or concerns. Safety and Department 
Communication. 

4-6 
hours 

Departmental 
Meeting 

Manager Cascade report form Prepare report for day-to-day operations 
of Council to review 

Communication tool 

2 hours 
 

Office Staff Meeting Attend staff meeting. Bring up any issues and/or concerns. Safety and Department 
Communication. 

1 hour Action Lists Monitor direct action to be 
completed. 

Complete action requests as directed by 
Council and Committee. 

Complete action list 
prior to next meeting. 

1 hour Monthly Time 
Sheets 

Summary sheets for holidays, 
vacation and sick time. 

Fill out form and hand-in to Payroll 
Department and Chief Administrative 
Officer. 

Maintain records. 

1 day 
 
 

Fire Newsletter Create a monthly emergency 
service newsletter for the fire 
departments and internal 
entities. 

Attend meetings and practices, report on 
all training and maintenance of vehicles 
completed by the departments for the 
month. 

Communication. 

5 hours 
 
 
 

AFRRCS Technical 
Administrator 
 

Oversee Fire Protective 
Services and Peace Officer 
radio communications. 

Review Government quarterly reporting, 
Submit request tickets for 
communications issues, repair or 
reprogram any radio infrastructure owned 
by the Municipalities. 

Communication. 

5 hours 
 
 

VHF Radio 
Administrator 

Oversee all Public Works 
radio communications. 

Maintain and operation the VHF radio 
system, schedule all repairs and updates. 

Communication. 

5 hours 
 

Smoky Lake County 
Website: 
Emergency   
Services 
Department 

Create and edit the 
Emergency Services 
Department on the Smoky 
Lake County Website. 

Update policies and bylaws, post the fire 
newsletter and add issues and decisions 
addressed by Council. 

Communication. 

5 hours Training Schedule and plan training 
nights for the weekly meetings 
for the departments. 

Research and develop training for the 
members. 

Maintain records. 
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Fire Chief’s – Emergency Services:  Work Plan         MANAGEMENT 

FIRE CHIEF’S – EMERGENCY SERVICES: WORK PLAN 2022- Continued: 
 

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

MONTHLY-Continued 
4-5 days Emergency 

Services Invoicing 
Invoice for all accidents and fires that 
occurred. 

Obtain fire reports from the 
departments and RCMP reports. 
Write letters and invoices explaining 
the various charges. 

Forward copies to 
appropriate 
departments. 
Maintain records 
and all invoices. 

3-5 Days 
 
 

Fire Apparatus 
Operations  

Create and deliver a service/ 
maintenance schedule and programs 
on the apparatus operations.   

Starting all equipment in the 
apparatus, servicing the foam 
systems, exercising all valves, 
cleaning/flushing all equipment. 

Ensure all 
equipment is in 
good working order 
and ready to use. 

5 hours Budget Review and monitor budget process 
of expenditures. 

Remain within budgetary guidelines. Finance 
management. 

3 days Fire Department 
Supplies 

Order supplies for the departments 
are requested. 

Research best quality and prices. 
Place orders and deliver them. 

Communication. 

2 days  Fire Department 
Inventory 

Review with Fire Department 
Inventory of Supplies and Materials. 

Research and develop list for budget 
purposes. 

Budget 

PERIODIC 

 SOG Review A standard established by the 
Municipalities for the level of service 
the fire departments will perform. 

This is a working document. Fire 
Departments review and make 
recommendations based on more 
equipment and training or a need to 
provide a service. 

Proper 
documentation. 

Conf.  
4 days 
Meetings 
1 day 

Conference and 
Regional Meetings 

Attend Fire Chief Conference and 
Regional Meetings. 

Look at new products. Network with 
surrounding departments, share 
information on what works and what 
needs improvement. 

Education. 

4 hours 
 

Fire Rescue 
Regional 
Committee 

A regional committee to deal with 
issues from the fire departments. 

Focus to address fire and rescue 
issues on a regional level in an 
advisory capacity as per bylaw 1286-
15 

Implementation of 
an Action list.  

3-4 Days 
 

Operation Cost 
Analysis  

An analysis of operational costs for 
each municipality to operate the Fire 
Departments. 

Working with each municipality to 
generate an operational cost for each 
fire department. 

Monitor and 
Document. 

2 hours 
 

RCMP Liaison 
Meeting 

Meeting with RCMP with Fish and 
Wildlife in attendance. 

Focus to address issues or concerns 
with the RCMP or Fish and Wildlife. 

Communication. 

4-5 Days Load Occupancies, 
Building 
Inspections, 
Fire Investigations 

Provide inspections and information 
for businesses and homeowners for 
insurance and licensing permits. 
Assist in fire investigations on a 
structure or insurance claims. 

Allow business to open and apply for 
liquor licenses. 
Find causes of fire and get insurance 
to approve payments for the cost of 
fire suppression. 

Allows Private 
Business to open 
their doors. 

6-10 
hours  

Drone Work Fire investigations, Fire awareness, 
Formal requests. 

Collect pictures and data for reports 
and requests. 

Information, Reports 
and Assistance. 

7-10 
Days 

Legal Proceeding Key Contact for all legal proceeding 
involving fire protective services. 

Provide reports, pictures, videos and 
information to Crown Prosecutor. 

Assistance. 

2 hours  Insurance Review insurance coverage with Fire 
Departments. 

Register new and existing member on 
a yearly basis. 

Monitor and 
Document. 

1 day 
Mock Disaster 
Training every 
second year 

Attend training from Private 
Companies for Emergency Response. 

Trans Canada Pipelines, Viterra, 
Richardson Pioneer, Esso, Enbridge, 
Smoky Lake Forestry. 

Fire Department 
Awareness. 

1-2 days 
 

Emergency 
Preparedness 
Week 

Provide content on emergency 
preparedness and other emergency 
operations. 

Coordinate with other emergency 
services to provide an educational 
day for the public. 

Education and 
public awareness. 
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Fire Chief’s – Emergency Services:  Work Plan         MANAGEMENT 

FIRE CHIEF’S – EMERGENCY SERVICES: WORK PLAN 2022 - Continued: 

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

PERIODIC-Continued 
1-2 
hours 

Presentations Present to different school age groups, as 
requested. 

Fire Prevention Week, Fire 
Extinguisher Usage, Party Program, 
DARE Program, Play Safe-Be Safe 
Program. 

Education. 

6 days Instructor Teach fire department professional 
firefighter courses. 

Work with Cory Whitlock and 
Lakeland College to meeting the 
requirement to host and teach the 
courses. 

Fire department 
preparedness. 

6 
weeks 

GIS Tracks speed and location of emergency 
vehicles as well as have Bonnyville 
Regional Fire Authority able to route fire 
crew to the calls. Since 2014 all fire 
permits and collisions are entered into the 
GIS system. 

Meet with Carole and Brian to 
perform regular checks and test 
runs. Make sure all emergency 
vehicles are checking in and 
tracking. 

Fire department 
communication. 

1-2 
hours 

Fireworks Permits Issue fireworks permits to residents. Explain rules and regulations to 
residents on firing off fireworks. 

Documents. 

1 hour Fire Smart 
Program for 
Planning and 
Development 

Working with the Planning Department 
and new developers to fire smart their 
development to reduce fire risk. 

Supply new developers with 
information, answer any questions 
and complete inspections if 
required. 

Education 

2 hours Mutual Fire Aids 
 
 

Update Mutual Fire Aid Agreements. 
 

Update and keep Mutual Fire Aid 
Agreement current. 

Monitor and 
communication with 
Mutual Aid partners  
(Municipalities).  

3 days Strategic Priority 
Chart 

Operational Strategies for protective 
services. 

Addressing councils’ priorities and 
current issues. 

Long term planning. 

2-3 
days 

Recruitment and 
Retention 

Working with the Fire Departments to 
attract new members to joint and 
recognize members for the years of 
service. 

Create posters and advertising in 
local media for members.  Follow 
County policy on recognition for fire 
members. 

Document. 

3 
Weeks 
 

Junior Fire 
Summer Camp 

Create a week long summer fire camp 
program to bring interest for new 
members to the fire department. 

Create an outline and budget, 
Organize equipment and 
instructors. 

Fire Department 
Recruitment and 
Retention. 

30 mins 
Each 
call 

Assist Safety 
Officer 

Assist Safety Officer in investigations on 
County Road Incidents. 

Collect and Photograph incidents 
on County Roads for County 
Investigations and documentations.  

Insurance and 
Liability 
Requirements, as 
per Policy. 

4-6 
hours 
 

AFRRCS 
Technical 
Administrator 

Key Contact with the Province for the 
AFRRCS System. 

Report radio issues, ordering and 
programing of radios. 

Fire Department 
Emergency 
Communications 
monitoring. 

2-4 
hours 
 

VHF Public Works 
Communications 

Key Contact with Bearcom for the VHF 
radio system. 

Report radio issues, check radio 
equipment and manage the tower 
site. 

Public Works radio 
communications 
monitoring. 

7-10 
Days 
 

Wash Fire Gear Clean/wash fire gear that was exposed to 
hazardous incidents. 

Strip down fire gear that was worn 
by firefighters at fires and any other 
hazardous incidents and wash. 
Inspect for any repairs or if 
professional cleaning is needed. 
Gear will be sent away then. 

Firefighter safety 
and OHS 
requirements. 
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Fire Chief’s – Emergency Services:  Work Plan         MANAGEMENT 

FIRE CHIEF’S – EMERGENCY SERVICES: WORK PLAN 2022 - Continued: 

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

SEASONAL 

January 
and  
February 

Review Policies and 
Bylaws 

Update all Policies and Bylaws. Make the departments more efficient. Education. 

 Year End Ensure all invoices are paid and 
bills were coded to proper 
accounts. 

Go through the ledger. Meet with Finance 
Department. 

 Plan Fire Training Talk to Cory Whitlock for Fire 
Courses. 

Complete the year of training 
schedules. 

Communication with 
Fire Departments. 

 Renew 
Memberships 

Renew all fire fighters and 
Councilors. 

Fill out paper work and send away. Document. 

 Fire Fighter 
Insurance Renewal 

Renew all fire fighters that 
would like insurance coverage. 

Fill out paperwork and send to 
Finance Manager. 

Forward to Finance 
Department. 

   

Fire Department 
SOG’s 

Review the Fire Department 
Standard Operating Guidelines. 

Make recommended changes to the 
SOG binders. Review with each Fire 
Department. Make sure all binders 
are updated. 

Communication with 
each respective Council. 

 
Fire Call Invoicing Invoice for all calls. Meeting with Fire Department, police 

to get all the reports for accurate 
billing. 

Recover Costs. 

 Order Equipment Start ordering equipment for the 
Departments. 

Order is approved as per Capital 
Budget. 

Fire Department 
preparedness. 

March 
/ April 

Summer 
Preparations 

Order supplies. Order foam, forestry hoses from grass 
fire season. 

Fire Department 
preparedness. 

 Formal Training(1) Cory Whitlock teaches an NFPA 
1001 course. 

Train Departments to the Professional 
Fire Fighter standards. 

Education and 
Awareness. 

 Annual Safety 
Meeting 

Attend Safety Meeting. Attend annual safety meeting. 
Report unsafe conditions or work to 
supervisor to resolve. 

Keep informed on safety 
practices/ policies of the 
County. 

 Service Fire 
Equipment 

Prepare Fire equipment for full 
operation. 

Prepare 1 Ton Truck with skid unit. 
Ensure 2 Ton Truck is fully 
operational. 

Communicate with 
Public Works Shop 
Foreman. 

 Update Work Plan Update Work Plan to keep 
current and accurate. 

Review the years worked and make 
appropriate changes. 

Communication to 
Council. 

 Attend Regional 
Spring Fire Meeting 

Update region on Fire Calls, 
training, issues and share 
information networks with 
counter parts. 

Register and submit. Education. 

 CVIP Fire Trucks Public Works Mechanics certify 
vehicles. 

Year Requirements. Communicate with 
Public Works Shop 
Foreman. 

May Fire Bans Monitor Fire Bans: weather, 
SRD reports and County 
conditions. 

Fire Bans maybe implemented. Implement as per Policy. 

 Fire Protection Monitor Fire situation. Implement a Fire Ban, if necessary. 
Advertise and ensure all fire ban 
signs are posted. 
Call residents that have fire permits to 
cancel. 

Implement as per Policy. 

  Regular 
Maintenance on 
Equipment 

Oil changes and maintenance Done yearly. Communicate with 
Public Works Shop 
Foreman.  
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Fire Chief’s – Emergency Services:  Work Plan         MANAGEMENT 

FIRE CHIEF’S – EMERGENCY SERVICES: WORK PLAN 2022 - Continued: 

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

SEASONAL- Continued 

June 
July 
August 

Attend Fire Chiefs 
Conference 

Week-long conference. Register all Council and fire chiefs. Education. 

  Order Equipment Order equipment as per budget. Order equipment for departments that 
were specked out at Fire Chief’s 
Convention. 

Fire Department 
preparedness. 

 Summer Fire Camp Create a week long summer fire 
camp program to bring interest for 
new members to the fire 
department. 

Create an outline and budget, 
Organize equipment and instructors. 

Fire Department 
Recruitment and 
Retention.  

 Formal Training(2) Cory Whitlock teaches an NFPA 
1001 courses. 

Train departments to the professional 
fire fighter standards. 

Fire Department 
preparedness. 

September Fire Protection Monitor Fire Stations. Implement a Fire Ban, if necessary. 
Advertise and ensure all fire ban 
signs are posted. 
Call residents that have fire permits 
and cancel. 

Insurance and 
Liability, as per 
Policy. 
 
Protection for the 
County residents 
and the County 
region. 

October Fire Equipment Service Fire Equipment. Winterize 1 Ton Truck and skid unit. 
Ensure the 2 Ton is ready for winter 
and parked in the heated shop. 

Communicate with 
the Public Works 
Shop Foreman. 

 Budget Meeting for 
Fire and Capital 
Assets 

Meet with the Finance 
Department to review Budget. 

Evaluate programs and capital needs, 
price items and prepare budget. 

Communicate with 
Fire Departments 
and Finance 
Department. 

 Fire Department 
Budgets 

Meet with each Fire Department 
on the training, equipment and 
maintenance the department 
would like to see the following 
year. 

Prepare cost to date, price new 
equipment and prepare for the Budget 
to Council. 

Communicate with 
Fire Departments 
and Finance 
Department. 

November Regional Fire 
Meeting 

Attend Regional Fire Meeting.  Report to the region the Smoky Lake 
Fire year. 

Communication. 

 Formal Training (3) Cory Whitlock teaches NFPA 
1001 courses. 

Train departments members to the 
professional fire fighter standards. 

Fire Department 
preparedness. 

December Grants Apply for Grants. Training Grants and Capital Grants. Work with Finance 
Department. 

 License Renewal Renew Fire Fighters Medical 
License. 

Complete paper work and submit. Education. 

 Fire Training Preparation of fire training 
schedules. 

Coordinate schedule with Cory 
Whitlock and develop a training 
calendar. 

Document 

 Budget Review Review the Budget. Review ledger- make sure all 
purchases and properly coded and 
all purchases are complete. 

Communicate with 
Finance 
Department. 

 Fire Department 
Payments 

Reconcile Fire Department 
hours. 

Review all call sheets and 
reimburse each department.  

Communicate with 
Finance Manager. 
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Fire Chief’s – Emergency Services:  Work Plan         MANAGEMENT 

FIRE CHIEF’S – EMERGENCY SERVICES: WORK PLAN 2022 - Continued: 

Time Work 
Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

2022 ASSIGNMENTS   
July 7, 
2015 

Motion # 783-15 That Smoky Lake County enter 
into the Alberta Medical First 
Response Program with Alberta 
Health Services and proceed to 
develop a Bylaw to detail the 
Specifics of the program. 

Research completed on other municipalities bylaws 
in regards to the Alberta Medical First Response 
Program with Alberta Health Services. 
Administration is currently creating the bylaw for a 
future Fire Protective Services Committee Meeting. 

Adopting the 
new Bylaw 

January 
28, 2021 

Motion # 298-21 That Smoky Lake County in 
partnership with the Town of 
Smoky Lake, Village of 
Waskatenau, and the Village of 
Vilna participate in the 
application of the 2020-2021 
Alberta Community Partnership 
(ACP) Grant for the Project 
Titled: Regional Fire Services 
under the “Intermunicipal 
Collaboration Framework” 
Component Grant for the total 
project cost in the amount of 
$200,000.00; and approve 
Smoky Lake County to be the 
Managing Partner under the 
said application; and further 
agree to abide by the terms of 
the Conditional Grant 
Agreement governing the 
purpose and use of the grant 
funds. 

Waskatenau Motion # 15-2021 
That Village of Waskatenau in partnership with the 
Smoky Lake County, Town of Smoky Lake and the 
Village of Vilna participate in the application of the 
2020-2021 Alberta Community Partnership (ACP) 
Grant for the Project Titled: Regional Fire Services 
Study under the “Intermunicipal Collaboration 
Framework” Component Grant for the total project 
cost in the amount of $200,000.00; and approve the 
Smoky Lake County to be the Managing Partner 
under the said application; and further agree to 
abide by the terms of the Conditional Grant 
Agreement governing the purpose and use of the 
grant funds. 
 
Smoky Lake Motion # 12-2021 
That Town of Smoky Lake in partnership with the 
Smoky Lake County, Village of Vilna and the 
Village of Waskatenau  participate in the 
application of the 2020-2021 Alberta Community 
Partnership (ACP) Grant for the Project 2021-IC-25 
Titled: Regional Fire Services Study for the total 
project cost in the amount of $200,000.00; and 
approve Smoky Lake County to be the Managing 
Partner under the said application; and further 
agree to abide by the terms of the Conditional 
Grant Agreement governing the purpose and use of 
the grant funds. 
 
Vilna Motion # 08-21 
That the Village of Vilna in partnership with the 
Town of Smoky 
Lake, Village of Waskatenau, and Smoky Lake 
County participate in the application of the 2020- 
2021 Alberta Community Partnership (ACP) Grant 
for the Project 2021-IC-25 Titled: Regional Fire 
Services Study Project under the “Intermunicipal 
Collaboration Framework” Component Grant 
for the total project cost in the amount of 
$200,000.00; and approve Smoky Lake County to 
be the Managing Partner under the said 
application; and further agree to abide by the terms 
of the Conditional Grant Agreement governing the 
purpose and use of the grant funds. 

Proceed with 
the study  
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Fire Chief’s – Emergency Services:  Work Plan         MANAGEMENT 

SCHEDULE “B” 
 

Smoky Lake County Emergency Services Year 2022 
Personnel and Responsibilities 

Description Fire Chief Deputy Chief 

Fire Protective Services agenda packages 90% 10% 

Smoky Lake Region Fire and Rescue agenda packages 90% 10% 

Joint Health and Safety Meetings 100% 0% 

Departmental Meetings 100% 0% 

RCMP liaison Meetings 100% 100% 

Zone 3 Regional Meetings 100% 0% 

County Budget Meetings 100% 0% 

Fire Department Meetings 70% 50% 

Joint Council Meetings 100% 100% 

Joint Municipalities Meetings 100% 0% 

Agriculture and Forestry Meetings 100% 0% 

Alberta Fire Chief Conference 100% 20% 

Alberta Emergency Management Summit Conference 100% 0% 

Presentations 90% 10% 

Responding to Calls during Working Hours 100% 100% 

Responding to Calls After Hours 85% 60% 

Fire Department Formal Training 100% 100% 

Smoky Lake Fire Department Informal Training 40% 60% 

Waskatenau Fire Department Informal Training 90% 10% 

Vilna Fire Department Informal Training 100% 0% 

Junior Summer Fire Camp 40% 60% 

Fire and Fireworks Permits/Inspections 50% 50% 

Emergency Services Invoicing 30% 70% 

Research/Purchasing/Coding of Supplies 70% 30% 

Vehicle Maintenance/Servicing 10% 90% 

Firefighting Gear and Equipment Maintenance  40% 60% 

AFRRCS/VHF Radio Communications 100% 0% 

Grant Applications 100% 0% 

Fire Inspection and Load Occupancies 50% 50% 

Fire Investigations 80% 20% 

VFIS Insurance  100% 0% 

GIS Data Entry 30% 70% 

Legal Proceedings  100% 0% 

Inventory  0% 100% 

Drone Work 100% 100% 
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Finance Department:  Finance Manager Work Plan  MANAGEMENT 

 

 

SMOKY LAKE COUNTY 
 

Title:   Administration- Finance Department:  

 Finance Manager Work Plan   
Policy No.:     02-10 

Section:  08 – M      Code: P – A      Page No.:      1   of    12  
     E 

 

Purpose: To establish a Work Plan for the Smoky Lake County Finance Department.      
 

Policy Statement and Guidelines: 
 

STATEMENT: 
 

The Finance Department Work Plan, Schedule “A” outlines the Work Schedule of Projects and duties on a 
daily, weekly, monthly, quarterly, yearly and periodic time frame which provides detail work to be undertaken 
in the Finance Department/Information Technology Department. Smoky Lake County Administration- Finance 
Department: Personnel List, Schedule “B” outlines the department’s personnel and job classifications. 
 
BENEFITS: 
 

The Finance Department Work Plan will provide the following benefits: 
 
 ■ Good understanding of the tasks required to ensure that the County managers its finances   
 and information technology in accordance with the Municipal Government Act, The Public  
 Sector Accounting Board specifications, Revenue Canada requirements, and commonly   
 accepted financial and IT control practices. 
 

 ■ Establishes accountability of the Finance Department.  
 

 ■ Communication Tool. 
  
 

REVIEW: 
 

The Finance Work Plan will be reviewed and presented to Council on an annual basis within the first quarter 
of each year. 

 

 Date   
 

 

 

 

 

 

      

Chief Administrative Officer 

Amended March 1, 2013 #478-13  - Page 10535 

Amended March 3, 2014 # 360-14 – Page11146 

Amended March 20, 2015 #464-15  -  Page 11680 

Amended April 4, 2016 #549-16  -  Page 12186 

Amended March 30, 2017 #595-17  -  Page 12619 

Amended March 13, 2018 #372-18  -  Page 13018 

Amended March 13, 2019 #488-19  -  Page 13539 

Amended March 5, 2020 #626-20  -  Page 14065 

Amended March 4, 2021 #472-21  -  Page 14529 

Amended March 22, 2022  

5.3.i



Finance Department:  Finance Manager Work Plan  MANAGEMENT 

 

 

Section 08-M                Policy: 02-10 
 

SCHEDULE “A” 
 

FINANCE DEPARTMENT WORK PLAN 2022  

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

DAILY 

 Cash Receipts Enter cash receipts. Take payments, provide customer 
service, prepare and balance cash 
receipts. 

Dollars ready to 
deposit at bank. 

 Daily Mail Distribute Daily Mail. Record payments received. 
Distribute mail throughout the 
organization. 

Payments received 
daily, departments 
receive mail daily. 

 On line payments Record payments received 
through online banking. 

Record all payments as per faxes 
provided daily from banks. 

Payments recorded 
once daily. 

 Daily Deposit Deposit prepared daily. Balance cash receipts. An 
employee who has not been 
involved in the receipting or 
balancing takes the deposit to the 
bank. 

Funds deposited to 
bank. 

 Daily Backup Daily Backups of computer 
data are made. 

Daily Backups of computer data 
are created and IT verifies the 
process. 

Data protection in 
case of failure. 

 Front Counter 
Service 

Assist customers at the front 
counter as needed. 

Finance staff greet people, and 
either assist them or ensure that 
an employee from the appropriate 
department assists them. 

Customers and 
visitors are provided 
respectful courteous 
service. 

 Telephone 
service 

Answer phones and assist 
callers. 

Answer calls, assist as required 
and forward to county staff as 
required. 

Callers are provided 
respectful courteous 
service. 

 Filing All documents are filed. Each employee files their own 
work in a timely fashion. 

Files are available as 
needed and are 
organized for audit. 

 Banking Check bank account 
transactions and balances 
online. 

Check for anomalies clearing the 
account, NSF charges, etc. 

Information is 
received and entered 
on a timely basis, 
good bank controls in 
place. 

 Accounts Payable Enter invoices for payment. Ensure invoices are approved and 
coded by the appropriate manager. 
Accurately enter all information to 
prepare invoice for payment. 

Invoices are coded 
correctly to the 
general ledger and 
are ready to write 
cheques. 

 Information 
Technology 

Daily computer checks. Check email Barracuda logs, verify 
back ups, verify websites, check 
server log files, check printers, 
check notice boards, check virus 
scans, check water connections 
and fax downloads. 

Maintain system and 
data integrity. Ensure 
backups are in place 
to protect the County 
from loss of data 
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Finance Department:  Finance Manager Work Plan  MANAGEMENT 

 

 

Finance Department:  WORK PLAN 2022- Continued: 

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

WEEKLY 

  Managers meeting Attend managers meeting. Communicate information 
as needed to managers, 
note information that will 
affect finances. 

Finance Department 
is knowledgeable 
about events affecting 
budget. 

 

Weekly Backup Tape Weekly backup tape is 
stored at the ATB. 

IT provides tape to one of 
the 4 people who are able 
to take the tape to the safe 
deposit box every Friday. 

Data is secure in case 
of emergency. 

 

Accounts Payable 
Cheque runs 

Pay accounts payable 
invoices. 

Run cheques, attach 
backup, provide to 
CAO/Council for signature, 
and distribute payments. 

Accounts paid. 

 

Prepare Tax Certificates Provide tax certificates as 
requested. 

Assist with requests via 
telephone, prepare and 
send out certificate. Follow 
up with billing. 

Tax certificates sent 
and payment 
received. 

 

Provide Assessment 
Sheets 

Provide assessment sheets 
and information. 

Assist with requests via 
telephone, prepare and 
sent out certificate. Follow 
up with billing. 

Tax certificates sent 
and payment 
received. 

 Payroll Daily Time Entry Time sheets from the 
departments are entered. 

Verify that time sheets are 
approved, enter 
information into Bellamy. 

Daily time is in the 
system providing 
accurate work order 
costs and payroll 
calculations. 

 Information Technology 
Data 

Protect Servers. Verify backup, Move GIS 
data backup to tape. 
Image the parent virtual 
machine. 

Protect the County 
from loss of 
data/systems. 

 Utilities Meter reading/change of 
ownership. 

When advised of change 
of ownership, have the gas 
technician read the meter 
and then set up the new 
information in Bellamy. 

Utility costs are billed 
to the correct user. 

 Information Technology – 
Fuel system 

Check computer fuel system 
at shop. 

Verify that the connection 
between pumps and 
system is good and that 
data is being transferred. 

Reduce loss through 
fuel management. 

 Highway 28/63 Water 
Commission Accounts 
Payable 

Pay approved invoices. Enter invoices into Simply 
Accounting, manually write 
cheques, have signed and 
mail out payments. 

Invoices are paid in a 
timely manner. 

 Highway 28/63 Water 
Commission Deposits 

Deposit all payments to ATB. Enter receipts into Simply 
Accounting, write up 
deposit and deliver to 
bank. 

Funds are deposited 
into bank as received. 

 

           Page 3 of 12 



Finance Department:  Finance Manager Work Plan  MANAGEMENT 

 

 

Finance Department:  WORK PLAN 2022- Continued: 

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

MONTHLY     

Semi- Monthly Accounts Receivable 
invoicing 

Accounts Receivable 
invoices sent out on the 15th 
and 31st . 

Departments provide finance 
with miscellaneous charges to 
be billed. Invoices are created 
and sent. 

Invoices are sent in a 
timely manner. 

Semi- Monthly 
 

Water Truck Fill 
Invoicing 
 

Truck fill usage downloaded 
and invoiced to customers 
twice per month. 

Truck fill usage downloaded, 
invoices entered into Bellamy 
and mailed out. 

Invoices are sent in a 
timely manner. 

Monthly Salary Payroll Salary payroll paid 21st of 
every month. 

Record days off, run payroll, 
have reviewed by finance 
manager, run cheques, have 
cheques approved by CAO or 
assistant, submit EFT file to 
bank minimum of 2 days 
before pay date. 

Approved copy of 
cheques is filed. 
Salary employees 
receive payment. 

 Council payroll Council payroll paid 21st of 
every month. 

Run payroll, have reviewed by 
finance manager, run cheques, 
have cheques approved by 
CAO or assistant, submit EFT 
file to bank minimum of 2 days 
before pay date. 

Approved copy of 
cheques is filed. 
Council members 
receive payment. 

 Hourly Payroll Hourly payroll paid 31st of 
every month and advances 
paid on the 15th. 

Import Daily Time, run payroll, 
have reviewed by finance 
manager, run cheques, have 
cheques approved by CAO or 
assistant, submit EFT file to 
bank minimum of 2 days 
before pay date. 

Approved copy of 
cheques is filed. 
Hourly employees 
receive payment. 

 Pay Council 
expenses 

Council is reimbursed once 
per month for mileage and 
expense. 

Verify expense reports, code, 
enter, and produce cheques. 

Cheques are signed 
and distributed to 
Council Members. 

 Pay Payroll 
Remittances 

Paid monthly within 3 
banking days of last day of 
the month. 

Payroll Clerk balances and 
prepares remittances and 
submits to AP for payment. 

Approved copy of 
cheques filed. 

 Payroll balancing Balance payroll sub ledger 
with general ledger 
accounts. 

Run a payroll trial balance and 
make sure that it balances with 
the general ledger accounts. 

Prevents year end 
imbalances. 

 Tax and Utility Auto 
Payments 

Send auto payment EFT to 
bank. 

Run reports, have utility clerk 
verify utility portion and remit 
the file to ATB online banking. 

Funds to be 
withdrawn from 
account 20th of the 
month. 

 Utility meter changes Enter meter changes into 
Bellamy. 

Information regarding changed 
meters is entered into Bellamy 
before billing. 

Invoices reflect 
accurate usage and 
meters are tracked. 

 Main Office Safety 
Meeting 

Attend monthly office safety 
meetings. 

Review any incidents and 
report monthly activities in 
office. 

Safer work 
environment. 
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Finance Department:  WORK PLAN 2022- Continued: 

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

MONTHLY-Continued 

 Bill utilities Bill both gas and water 
usage. 

Enter readings, bill and 
balance utilities.  Send out 
invoices to customers; follow 
up with problems, concerns, 
etc. 

Invoices sent. 

 Bill Utilities Download data from meters 
and truckfill stations. 

IT provides the downloads 
and assists with the 
automatic meter reading. 

Invoicing complete. 

 Accounts Receivable 
Statements 

Reminder statements sent 
monthly. 

Send out Monthly statements 
for arrears. 

Increased AR 
collections. 

 Accounts Receivable Receive emergency 
response details and bill. 

Bill insurance claims and 
Highway Emergency 
Response to Alberta 
Transportation. 

Charges are invoiced 
in a timely manner. 

 Bank Reconciliation Reconcile all bank accounts 
monthly. 

Reconcile cheques, deposits, 
and other transactions. Enter 
adjustments as needed. 

Bank financial report 
provided to Council. 

 Monthly Journal Entries Create journal entries to 
adjust and correct accounts 
as needed. 

Journal entries are created 
by Finance Manager and 
entered by Tax Clerk. 

General Ledger 
accounts are up to 
date and accurate. 

 Balance Sub ledgers Ensure Utilities, Accounts 
Receivable, and tax 
receivable sub ledgers 
balance with General 
Ledger. 

Run sub ledger reports and 
balance and correct any 
outages. 

Ledgers are balanced. 

 Monthly Budget to 
Actual Comparison 

Prepare report for Council 
that shows both the budget 
and actual up to date 
values. 

Report is prepared and 
provided at the monthly 
Council meeting. Information 
regarding unbudgeted 
expenditures or 
discrepancies is provided. 

 Council is kept 
apprised of the 
financial status 
monthly. 

 Manager’s Report to 
Council 

Prepare report for monthly 
Council meetings. 

Provide Council updated 
information on finance 
department activities. 

 Council is apprised of 
finance initiatives and 
activities. 

 Land title changes Process land title changes in 
both taxes and gas systems. 

Enter new titles.  Tax and utility 
systems are updated 
with new owner 
information. 

 Monthly Department 
Reports 

Provide Actual to Budget 
Reports to Department 
Managers. 

Print department reports 
showing detailed account 
information. Discuss and 
verify anomalies and errors. 

 Manager are 
provided information 
to ensure they meet 
their annual budget. 

 Faxes Faxes are run through the 
email system. They are kept 
on the system for 90 days 

Monthly the IT technician will 
purge old faxes. 

Backup of incoming 
faxes is kept for 90 
days. 
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Finance Department:  WORK PLAN 2022- Continued: 

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

MONTHLY-Continued 

 Printers and 
Toner 

Inventory and order toner. Printers and toner are checked. 
Additional toner is ordered as 
needed. 

Printing Capabilities are 
maintained and constant. 

 Accounts 
Receivable 
Collections 

Letters on delinquent 
receivables. 

Send letters out to customers with old 
accounts due. 

Payment on accounts. 

 Accounts 
Receivable 
Collections 

Update managers regarding 
delinquent receivables. 

Coordinate with managers to pursue 
payment. 

Payment on accounts. 

 Highway 28/63 
water invoicing 

Invoice water usage to Town 
of Smoky Lake, Village of 
Waskatenau, Village of 
Vilna, County of Thorhild, St. 
Paul County, and Whitefish 
First Nations 

Get readings from County of Thorhild 
Staff, balance, and invoice. 

Water usage balanced and 
billed. 

 Carbon Levy 
report/remit. 

Complete carbon levy 
reporting and remit payment 
to Canada Revenue 
Agency. 

Reconcile levy, submit reporting 
online and pay by the end of every 
month. 

Carbon Levy paid avoiding 
penalties. 

 GST Returns Effective 2019 GST returns 
are required monthly.   

Balance GST payable remit via 
internet as per the forms sent as per 
Revenue Canada Requirements. 

Confirmation of GST 
remittance filed. Refund 
received. 

 Highway 28/63 
financial 
reporting. 

Prepare financial update for 
board. 

Provide updates to board regarding 
budget status. 

Board understands 
financial status and issues 
or concerns. 

QUARTERLY 

 Garbage billing Bill Village of Waskatenau 
and Village of Vilna for 
garbage pick up costs. 

Calculate delivery costs and tippage 
fees. 

Invoices entered into 
Accounts Receivable and 
forwarded for payment. 

 Payroll 
Balancing 

Review payroll balances and 
verify. 

Check that correct benefits are being 
deducted, provide an updated listing 
of vacation and sick day balances. 

Deductions are correct 
limiting possible losses to 
County. 

 Gas Balancing Balance gas sales with tap 
readings. 

From Gas Alberta billing, Town 
readings, and Bellamy gas bills 
calculate volumes and dollars and 
ensure amounts balance. 

Minimal variances 
between actual sales and 
gas used. 

 Aggregate Levy  Ensure Aggregate Levy is 
being reported and paid as 
per Road Haul Agreements 

Provide Public Works Liaison with 
update on levies received. 

Levies collected as per 
bylaw and agreements 

YEARLY 

January  Year End Prepare all year end working 
paper and coordinate audit 

Reconcile accounts, record accruals, 
capital transactions, create audit 
working papers and year end entries. 

Information ready for audit. 

 Bill partnering 
municipalities 
 

Allocate annual costs to 
partnering municipalities. 

Calculate total costs for partnered 
projects and bill according to 
agreements. 

Invoices entered and bills 
forwarded to 
municipalities. 
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Finance Department:  WORK PLAN 2022- Continued: 

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

YEARLY-Continued 

Jan/Feb Payroll Year End Reconcile payroll and 
prepare year end reports. 

T4s due Feb.28, WCB reporting due 
Feb. 28, LAPP reporting due Jan.31. 

T4s complete and 
reports filed with 
government agencies. 

 Tax year end Finalize tax year end. Verify tax and assessment balances 
and process year end in Bellamy. 

Current tax balances are 
moved to arrears. 

Feb  Audit Assist Auditors as 
required. 

All finance staff must be available to 
locate information and answer 
questions for annual audit. 

Audit is efficient and 
costs are minimized. 

Feb/Mar Annual Grant 
Reporting 

Reconcile and prepare 
SFEs for all grants. 

Reporting required is different for 
each program. Most Reports are due 
February/March, but must check each 
grant. 

Reports submitted to 
appropriate agency. 

 Asset download Provide asset file to 
Assessor. 

Download asset file (assessment roll) 
forward to assessors. 

Assessors will update file 
with new assessment. 

 Enter Linear 
Assessment 

Receive linear 
assessment from 
Municipal Affairs. 

Starting 2019, we have to enter these 
assessments manually into the 
Financial System. 

Assessment ready for 
taxation. 

March Update 
Assessment. 

Receive assessment from 
the Assessors. 

Upload to Bellamy. Assessment ready for 
taxation. 

 Bellis Sewer 
Charges Bylaw 

Bellis Sewer Charges 
Bylaw must be passed 
annually. 

Updated costs to operate system, 
take new bylaw to council with 
recommended rate. 

Passed Bylaw. 

 Final Financial 
Statements 

Work with Auditor to 
present final financial 
statement to Council. 

Review statements, and have 
approved by Council, make available 
to public online and through annual 
booklet. 

Annual Financial 
Statements available to 
public. 

 Tax Notifications Place tax notifications as 
per MGA by March 31st.  

Tasks to be carried out as per MGA. Tax notice confirmation 
from Alberta Land Titles. 

Mar/Apr Annual Grant 
Projects 

Submit project profiles for 
Annual Grant Programs. 

Each program has different 
requirements, forms, and submission 
requirements. 

Applications submitted to 
appropriate agency. 

Mar/Apr Final Budget Adjust interim budget to 
reflect actual tax income 
and requisitions. 

Adjust expenses and revenues. 
Calculate requisition tax rates and 
develop options for the Municipal tax 
rate. Present to Council for decision. 

Council passes final 
budget. Mill rate is set for 
taxes. 

Apr/May Mill Rate Bylaw/Bill 
Taxes 

Mill Rate Bylaw must be 
passed to levy property 
taxes. 

Bylaw is presented to Council. The mill rate will be used 
to levy taxes. 

May Statistical 
Information Return 

Complete SIR for 
provincial submission. 

Update information, complete online 
form and mail in to province. 

SIR is filed before June. 

April Annual Safety 
Meeting. 

Attend annual safety 
Meeting. 

 Report unsafe conditions or work to 

supervisor to resolve. 
Keep informed on safety 
practices/ policies of the 
County. 

May/June Bill Taxes Taxes billed by May 31st . Balance Assessment, balance tax 
billing, run notices and mail. 

Tax notices sent out. 
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Finance Department:  WORK PLAN 2022- Continued: 

Time Work 
Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

YEARLY-Continued 

May/June Equalized Gas 
year end 

Balance equalized gas 
and process year end. 

Process year end, bill out final amounts 
owing and send refunds to customers with 
a credit balance. Set next year budget 
amount. 

Final invoices and 
cheques processed. 

June/July 
 
 

Budget 
Consultation 

Budget Public 
Consultation. 

Prepare a budget consultation process for 
the public.  To be complete by early fall.  
The results will be communicated to 
Council to be used to begin the net budget 
year. 

Open and transparent 
budget process that 
allows ratepayers 
input. 

July/August Assessment 
Complaints 

Process assessment 
complaints. 

Acknowledge complaints, forward to 
assessor, set up hearing dates as per 
MGA. 

Hearing is held 
Oct/Nov. 

July/August 
 

Five year 
financial plan 

Create five year financial 
plan that meets MGA 
requirements. 

A 2020-2025 financial plan document will 
be presented to council for approval. 

The new financial plan 
will be presented to 
Council with annual 
budget. 

Sept-Dec Interim Budget Prepare interim budget for: 
capital, operating and 
three year road plan. 

Review actual, prepare budgets with 
managers, present to Council. 

As per policy: Interim 
budget passed prior to 
December 31, 2012. 

Oct/ Nov Assessment 
Appeal 
Hearing. 

Ensure the assessment 
appeal process proceeds 
as per MGA. 

Assist ratepayers, respond to official 
complaints, coordinate exchange of 
evidence, schedule hearing. 

Decisions must be 
complete by 
December 31st.  

Oct Taxes Due Process tax payments, 
assist ratepayers. 

Assist ratepayers to ensure best possible 
collection of taxes prior to due date. 

County receives 
money for operations. 

Nov /Dec Borrowing 
Bylaw 

Present Borrowing Bylaw 
to Council. 

Work with bank to create bylaw and 
service agreement. 

Line of credit and 
credit card is 
renewed. 

August – 
Nov 

Tax arrears 
property sale 

Ensure that properties with 
tax arrears more than 3 
years take place. 

Advertise sale as per MGA and hold 
auction. 

Property sale 
proceeds are 
deposited to special 
account. 

Nov.1 and 
Mar. 1 

Tax penalties. Run tax penalties as per 
bylaw. 

Advertise reminders and run tax penalties. Penalties added to 
account. 

Feb/March 
 
 

Work Plan Update Annual Work Plan Review job tasks/duties with staff and 
update 

Council and Public 
have a good 
understanding of the 
tasks required to carry 
out the financial 
administration of the 
County 

Jan. / Feb. 
 
 

CLC Grant Verify grant funds spent by 
CLC 

Ensure County records are in accord with 
CLC records 

Smoky Lake County 
meets Provincial Grant 
requirements as the 
Host Municipality. 
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Finance Department:  WORK PLAN 2022- Continued: 

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

PERIODIC 

 Set up new 
employees 

Set up new employees in 
payroll, and benefits. 

Ensure that all new employees are set 
up in the payroll system to have the 
correct benefits and deductions. Provide 
employee with benefits information and 
provide ensure all necessary 
registrations are compete. 

New employees 
receive benefits and 
pay. 

 Coordinate 
Additional 
Named Insured 
annual renewals 
and billings 

Coordinate Additional Named 
Insured annual renewals and 
billings. 

Send renewal notices, confirm insurance 
amounts, reconcile, and bill ANI’s. 

Provide local 
organizations with 
insurance through 
RMA at no cost to the 
County. 

 Record of 
Employment 
(ROE) 

Create and submit record of 
employment. 

When an employee leaves the County, a 
ROE must be provided to the employee 
and to the Federal government online. 

Meet legislative 
requirements. 

Semi – 
Annual 
 

Hwy 28/63 Water 
Commission 
GST 

Remit GST return January 
and July. 

Balance GST payable remit via internet 
as per the forms sent as per Revenue 
Canada Requirements. 

Confirmation of GST 
remittance filed. 
Refund received. 

 Assist Assistant 
CAO 

Provide assistance as 
required. 

Municipal Clerk position assists 
Assistant CAO with meeting preparation, 
etc. 

Administration 
requirements are met. 

 Regional 
Community 
Development 
Committee 

Provide financial services to 
the RCDC Committee. 

Prepare financial reports. All municipalities 
understand the 
financial status of this 
regional committee. 

 15 Year Capital 
and 
Infrastructure 
Plan 

Update the Equipment and 
Vehicle Plan. Create a long-
term plan policy. Create a 
long-term plan for 
infrastructure. 

Work with departments to create plan. To be presented as 
part of the budget 
process. 

 Policy 
Development 
and Review 

Review existing policy and 
recommend new policy to 
Council. 

As needed research policies. Up to date best 
practices. 

 Alberta 
Purchasing 
Connection 

Post tenders, requests for 
proposals, etc. on APC 
website. 

Assist departments with posting 
preparation and manage posting on 
website. 

Large purchases are 
posted to meet public 
procurement 
requirements. 

 Cost Analysis As issues arise, review costs 
and prepare analysis for 
Council and Management. 

Use best accounting practices to ensure 
information is accurate. 

Provide the best 
possible information 
for decision making. 

 Grant research 
and applications 

Research new grant sources. Assist managers in locating new grant 
sources. Assist with grant applications 
and follow up reporting. 

The County 
maximizes funding 
through grants. 

 Payroll questions Assist staff with payroll and 
benefits questions. 

Answer questions, do research as 
requested. 

Customer assistance 
provided to 
employees. 
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Finance Department:  WORK PLAN 2022- Continued: 

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

PERIODIC-Continued 

 Credit Applications Complete credit applications. Provide information and complete 
applications for departments. 

New vendor accounts 
set up. 

 Meetings with 
Council 

Attend meetings with Council. Attend meetings to provide 
information, advice and to ensure 
decisions affecting budget are 
noted financially. 

The finance department 
is knowledgeable in the 
affairs of operations. 

 Members of the 
Government 
Finance Officers 
Association 

Maximize training and 
networking opportunities. 

Attend training opportunities and 
conferences. Member of the 
Professional Development Task 
Force. 

The County maximizes 
opportunities to learn 
best practices from other 
professionals and 
municipalities. 

 Member of the 
Society of Local 
Government 
Managers 

Maximize training and 
networking opportunities. 

Attend training opportunities and 
conferences.  

The County maximizes 
opportunities to learn 
best practices from other 
professionals and 
municipalities. 

 Members of the 
Canadian Payroll 
Association 

Maximize training 
opportunities. 

Changes to payroll legislation are 
provided along with training 
opportunities. 

The County maximizes 
opportunities to learn 
best practices and 
ensure adherence to 
legislation. 

 Financial Services 
for Highway 28/63 
Water Commission 

Transfer financial services 
from Thorhild County to 
Smoky Lake County. 

Work with Commission. Smoky Lake County will 
manage the Water 
Commission. 

 Assist all Computer 
users 

Information Technologist 
assists and trains users 
(Smoky Lake County, Smoky 
Lake Foundation, Legion, and 
fire departments) as 
requested/needed. 

Fixing hardware and software 
issues. 
Training. 

All Organizational 
computer users have 
access to immediate 
assistance. 

 Information 
Technology 
updates 

Research and initiate 
hardware and software 
updates as needed. 

Routinely checks for software 
system updates and ensures that 
they are implemented. 
Researches best options for both 
hardware and software. 

Technology is current 
and use is maximized. 

 Oversee entire 
Information 
Technology 
Systems 

 Install and repair all systems 
when needed. 

Research solutions, repair 
hardware and software issues 
and when necessary, coordinates 
with outside suppliers. 

Technology is current 
and use is maximized. 

 Insurance Coordinate insurance 
renewals, bill ANI’s, track 
prepaid insurance and track 
additions and deletions. 

Coordinated renewals except for 
ANI’s. 

To ensure and maintain 
current insurance files. 

 Highway 28/63 
Water line to 
Whitefish Lake 

Manage the finances 
regarding the Water Line 
project to Whitefish Lake. 

Monitor, account for, and prepare 
all grant documentation for the 
new Whitefish Lake Water Line 
Project. 

To ensure project is 
accounted for according 
to GAAP and Grant 
requirements. 
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Finance Department:  WORK PLAN 2022- Continued: 

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

PERIODIC Continued 

 Asset Management  Asset Management Policy 
and Strategy. 

Prepare an Asset 
Management Policy and 
Strategy for the 
organization. 

Improve Asset 
Management 
Practices to include 
more than just 
financial management 

 Asset Management 
Software 

Implement Asset 
Management data into 
Munisight and set up new 
processes 

Set up asset register on 
Munisight. 

Improve Asset 
Management Data 
sharing. 

 Finance Policies Review and initiate finance 
policies. 

Follow best practices and 
expert recommendations 
to recommend and create 
financial policies for 
Council consideration. 

Smoky Lake County 
follows best practices 
for financial 
management. 

NEW New Financial System Convert the financial system 
from Bellamy to  Diamond 
Great Plains 

Install, convert, and go live 
in Diamond Great Plains 
Financial System. 

Smoky Lake County 
has a new up dated, 
finance software 
system at a lower 
operating cost. 

NEW Financial Orientation 
Presentation 

Highway 28/63 Water 
Services Commission 
Financial Orientation 

Create a financial 
orientation presentation for 
the Water Commission 
Board 

The Highway 28/63 
Water Commission 
Board has a better 
understanding of 
financial policies and 
practices. 

NEW Fiber Internet Investigate and implement 
fiber internet. 

Investigate, negotiate, 
contract, make hardware 
changes and connect to 
fiber internet. 

Smoky Lake County 
has reliable and fast 
internet. 
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Finance Department:  Finance Manager Work Plan  MANAGEMENT 

 

 

SCHEDULE “B” 
 

Smoky Lake County: Administration - Finance Department Year - 2022 
 

Personnel List 
 

 Finance 
Manager 

Highway 28/63 
Water 

Commission 

Payroll Reception  Natural Gas / 
Accounts 

Receivable 
Clerk 

Taxation Accounts 
Payable 

Brenda Adamson        

Lorraine 
Karvonen 

  Primary Back-up    

Barb Shapka    Primary Primary   

Debbie Hackman    Back-up Back-up Primary  

Lonnie Shulko    Back-up   Primary 

Jenna Preston 
(under 

administration -
back up only for 

finance 

   Back-up    

NOTE: 
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GIS Services: Work Plan  ADMINISTRATION 

 

SMOKY LAKE COUNTY 
 

Title:   
 

Policy No.:     33-10            

Section:  1 - M  Code: P-A Page No.:       1   of   6      E 
 

Purpose: To establish a Department Work Plan for the Smoky Lake County GIS Services 
Program.       

 

Policy Statement and Guidelines: 

 

STATEMENT: 
 
The Geographical Information Systems (GIS) Work Plan, Schedule “A” outlines the Work 
Schedule of Projects and duties on a daily, weekly, monthly, periodic and seasonal time frame which 
provides detail work to be undertaken within GIS.  
 
BENEFITS: 
 
The GIS Work Plan will provide the following benefits: 

▪ Broaden the portfolio of GIS Operations for Smoky Lake County. 
 

▪ Good understanding of the process of the GIS Operator. 
 

▪ Good understanding of the responsibilities of the County GIS Program. 
 

▪ Increase efficiency and strengthen departments using GIS data. 
 

▪ Maximize effectiveness and accountability of County Spatial Data. 

REVIEW: 
 
The GIS Services Work Plan will be reviewed and presented to Council on an annual basis beginning 
of each year and presented to Council on an annual basis beginning of each year. 
 

 

 
 

 Date   
 

 

 

 

 

 

 

___________________________ 

    Chief Administrative Officer 

Approved March 1, 2013 #477-13   - Page 10531 

Amended March 3, 2014 #361-14  - Page 11152 

Amended March 20, 2015 #465-15  - Page 11687 

Amended April 4, 2016 #550-16  - Page 12192 

Amended March 30, 2017 #596-17  - Page 12625 

Amended March 13, 2018 #373-18  - Page 13023 

Amended March 13, 2019 #489-19  - Page 13544 

Amended March 5, 2020 #616-20  - Page 14032 

Amended March 4, 2021 #473-21  - Page 14534 

Amended March 22, 2022  
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GIS Services: Work Plan  ADMINISTRATION 

 

Section 01-M                Policy: 33-10 

 

 SCHEDULE “A” 
 

       GIS SERVICES:  WORK PLAN 2022 
 

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements: Tasks 
Duties 

Verified 
Outcomes 

DAILY 

2 - 4 
hours 

 

Administration 

 
Review and respond to 
emails  

-Review and respond to emails from County 

Management/staff related to GIS issues. 

-Review and respond to emails from the 

public related to GIS inquiries. 

-Approach and follow-up to emails from 
MuniSight/consultants/contractors relating to  
GIS projects. 

-Ensure effective  
Communication between 

departments. 

-Ensure GIS projects are 

proceeding or completed in a 

timely manner. 

1 - 3 
hours 

 

GIS data input, 
Spatial Data Entry 
– 
MuniSight/Mobile 
App  

Input/update Data -Input/update Data supplied by departments 
into the GIS system: Road Use Agreements, 
Dust Control, Brushing / Axing, Spring 
Flooding, Fire Permits, Fireworks Permits, 
and Municipal Addressing. 

-Maintain accurate and 
current data to meet the 
County’s database 
requirements. 

.5 hour 

 
Certified Tracking 
Solutions–Titan 
PS 

Perform administrative 

functions 

- Verify assets are reporting 
- Verify workers and assets are safe. 

-Data Analysis for Admin, 
managers, and council. 

15 - 30 
mins 

 

Organization Identify priority levels  

 
-Organize and prioritize daily work tasks set 
out at the weekly Manager’s Meeting and 
other issues that may arise. 

-Ensure tasks are completed 
as set out at the beginning of 
the week. If not completed, 
add the tasks to complete in 
the following week. 

15 – 30 
Mins 

 

Administration Schedule of 
Departments weekly 
operations  

-Update timesheet and calendar schedule 
with upcoming meetings and projects.  
-Organize workspace and file completed 
paperwork. 

-Ensure the department is 
organized to promote efficient 
daily operations. 
-Maintain records. 

5 – 30  
Mins 

 

Office Assistance Assist Office Staff -Assist with answering phone, accounts 
receivable, front counter inquiries. 

-Ensure efficient operations 
and public assistance in a 
timely manner. 

WEEKLY 

1 hour 
 

Managers 
Meeting 

Prepare report, attend 
weekly meeting. 

-Provide departmental activities to 
Manager’s, staff and Council. 

-Ensure effective  
Communication between  
departments. 

.5 – 3 
hours 
 

Meet with 
Department 
Manager’s or staff 

Review progress of GIS 
projects. 
 

-Work with staff to schedule workload 
priorities for data input into the GIS 
Database. 
-Assist and generate queries for departments 
to eliminate duplicate entries. 
 

-Ensure effective  
Communication between  
departments. 
-Ensure GIS projects are 
proceeding or completed in a 
timely manner. 
-Ensure efficient operations. 
-Ensure data integration meets the County’s 
database requirements. 

1 – 3 
hours 
 

Assist 
management and 
staff with issues 
that come up 

Perform various 
administrative functions 
related to GIS. 
. 
 

-Fix Technical Issues. 
-Hardware Maintenance. 
-Coordinate Maintenance with IT  
-Coordinate Assistance or Maintenance with 
MuniSight or Titan when required. 

-Ensure efficient operations. 
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GIS Services: Work Plan  ADMINISTRATION 

 

GIS SERVICES:  WORK PLAN 2022- Continued:                                                                                                                                   

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements: Tasks 
Duties 

Verified 
Outcomes 

WEEKLY- Continued 

1.5 - 4 
hours 
 

County & Region 
Webmap -- 
MuniSight 

Streamline data / maps 
and search tools offered 
to the county/region 
residence through 
County and Region 
Public and Internal 
MuniSight. 

Verify and check all sites of MuniSight: 
County, Town, Villages and Regional.  
Total of 7 sites. 

-Ensure efficient operations 
and accurate data for public 
GIS inquiries. 
-Ensure efficient operations 

and accurate data for 

management, council, and 

staff. 

MONTHLY 

3 - 6 
hours  

Monthly 
departmental 
Report  

Prepare Monthly 
Departmental Report. 

-Complete updates of department projects 
and activities. 

-Maintain record of Report. 

1 day  
NEW 

Attend 
Departmental 
meeting 

Present Monthly 
Departmental Report. 

-Present updates of department projects and 
activities. - Address council inquires. 
-gain information for other dept’s GIS needs. 

-Ensure effective 
communication with council. 
-Ensure effective 
communication between 
departments. 

1 day  Attend Monthly 
Council Meeting 

Attend to gain 
information and GIS 
needs. 

-Plan for future GIS needs. -Ensure effective 
communication with council. 

5 - 10 
hours 

GIS reporting and 
forecasting 

Assist managers with 
reports utilizing the GIS 
data.  

-Provide assistance to managers in 
developing and utilizing reports. 
-forecasting of short-term and long-term 
county activities related to development, 
infrastructure, and resource management. 

-Analysis Tool for Managers, 
staff &Council. 
-Ensure effective 
communication between  
departments. 
-Ensure efficient operations. 

3-5 
hours 
 

Monitor Contracts General Service Hours -Review and validate County and Regional 
General Service Hours. 
-Provide monthly GSH reports to the Region. 

-Monitor and control 
expenditures of funds in 
accordance with the 
approved contracts by 
County Council. 

1 hour 
 

Accounting - 
Budget 

Monthly financial 
transactions 

-Coding of purchased good and 
 3rd party invoicing. 

-Monitor and control 
expenditures of funds 
 In accordance with the 
approved budget set by County 
Council. 

10 hours GIS Data 
validation 

Work with Management, 
and staff.  

-Test AltaLIS, MuniSight and Titan updates to 
GIS system. 
-Test, validate, and conduct quality 
assurance to ensure the highest quality 
customer oriented analytical products. 

-Ensure data integration 
meets the County’s database 
requirements. 

1 - 3 
hours 
 

County Webmap 
Tool MuniSight-
QGIS 

Provide geospatial info 
to internal/external 
parties. 

-Create documents, maps, using geospatial 
data. 
-Provide Export files. 

-Provide accessible, accurate 
and up to date information. 
-Communicate County 
information to residents and 
non-residents in an effective 
manner. 

1 – 2 
hours  
 

Manage GIS User 
Accounts Smoky 
Lake County and 
Region 

Manage user accounts. 
Manage user roles and 
permissions. 

-Set up/delete user Accounts 
-Set up/delete user Role and Permission 

-Ensure secure system. 
-Ensure effective 
communication with 
departments and Regional 
Partners. 
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GIS Services: Work Plan  ADMINISTRATION 

 

 
GIS SERVICES:  WORK PLAN 2022- Continued:                                                                                                                                   

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements: Tasks 
Duties 

Verified 
Outcomes 

QUARTERLY NEW 

8-10 
Hours 
NEW 

Address Sign Installation of Address 
Signs 

-take orders or replacement requests. 
-verify requests and mark placement of sign 
-Order Signs.     -Alberta one call. 
-Coordinate pick up, installation and GIS Data 
collection of Signs. 

-Ensure efficient operations 
-Ensure accurate data 
-Ensure Address sign is in 
place and visible. 

ANNUALLY NEW – (DATA MOVED FROM PERIODIC) 

10 hours 
 

GIS -- contracts & 
Data Sharing 
Agreements 

Manage Contracts 
and Agreements. 
 

-Manage Third Party Contracts. 
-Manage licensing agreements. 
-Update contract listing to Municipal Clerk 

-GIS Operations. 
-Communication. 
-Ensure efficient operations 

30 - 50 
hours 
 

Meeting with 
County Managers 
on GIS needs. 

Annual Departmental 
GIS Review 
 

-Prepare departments GIS layers for review. -
Design and implement manageable GIS 
projects-Develop and implement GIS 
advanced business intelligence analyses and 
reporting solutions. 

-GIS Tool for Managers. 
-Ensure effective 
communication between  
departments. 
-Continually enhance GIS 
capability and demonstrate 
success. 

2-3 days 
 

Budget Planning Prepare the 
department’s budget 
needs for the 
following year.  
 

-Review past expenses and projects. 
-Review departments Technology needs. 
-Review Contracts with corresponding 
departments, Prepare proposed budget. 

-Present to Council at Budget 
meeting. 

6 hours 
 

Annual Safety 
Meeting 

Attend annual Safety 
meeting. 

-Attend to educate and gain information from 
safety presentations. 

-Keep informed on safe 
practices and policies. 

1-2 days Work Plan Provides detailed 
work to be undertaken 
within the GIS 
Operations.  

- Review the previous year’s work plan. 
-Update the work plan to ensure it accurately reflects the 
work to be undertaken within the GIS Work Plan in the 
current year.  

-Communication to Council. 
-Provide detailed work to be 
undertaken by GIS Services. 

PERIODIC  

30 - 50 
hours 
 

Data Analysis Data cleaning 
Provide strategic 
advice to managers 
and council.  

-Clean data for consistency and update 
missing data. 
-Generate queries. 
-Generate reports. 

-Ensure data meets the 
County’s database 
requirements 
-Asset Management and 
Financial tool. 

10 - 30 
hours 

Third Party  
Data Integration  

Coordinate Data 
Integration  

- Coordinate with MuniSight Data Integration 
from Engineers or Contractors.  

-Ensure data integration meets 
the County’s database 
requirements. 
-Ensure efficient operations and 
accurate data for management, 
council, and staff. 

5-10 
Hours 
 

Administrators 
Meetings 

Attend meetings to 
provide GIS support. 

-Provide services and support.  
-Assist with Regional GIS Development and 
Integration. 

-Ensure effive communication 
with Regional Partners. 
-Ensure efficient operations. 
-Facilitate the sharing of data, 
applications, knowledge, and 
experience. 

30 -50 
hours 
 

Implement 
Training 

Cost effective training 
and support. 

-Provide cost effective training and support. 
-Review level of training needs. 
-Plans and provides in house training for the 
Region. 
 

-Ensure efficient operations. 
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GIS Services: Work Plan  ADMINISTRATION 

 

GIS SERVICES:  WORK PLAN 2022- Continued:                                                                                                                                   

Time Work 
Schedule 
Projects 

Work Description 
Projects 

Elements: Tasks 
Duties 

Verified 
Outcomes 

PERIODIC- Continued 

12 – 16 
hours 
 

Landownership         
 maps 

Apr and Oct, Verify, 
print and post 
Landownership map. 
 

-Verify Landownership map. 
-Update county website. 
-Distribute to Management, Council, & staff.  
-Print maps in house to sell & mail orders. 
-Send copy to I Hunter. 

-Internal use and external 
purchase. 
-Provide accurate and up to date 
information to residents and non-
residents in an effective manner. 

15 hours 
 

Emergency 
Services 

Monitor AVL  
Assist with additional 
equipment needs 

- Prepare reports for Emergency Services. 
- Perform regular checks and test runs of 
assets. 
- Obtain Listing of Registered Equipment 
from Public Works to assist Fire Chief. 

-Ensure efficient operations. 
-Ensure effective communication 
 between departments. 

5 – 10 
hours 

Hardware 
Maintenance 

Assist and coordinate 
maintenance  

-Perform maintenance on tablets, computers. 
-Coordinate maintenance with IT 

-Minimize System Downtime 

5 – 10 
hours 

Server 
Maintenance 

Work with IT and 
MuniSight to resolve 
issues on server. 

-Verify Server backups with IT 
-Verify Data, Software and System checks.  

-Minimize System Downtime 

5 – 10 
hours 

Request from 
CAO 
And Council  

Generate reports on 
Titan GPS 

- Run Queries and generate reports upon 
request. 

-Information for verification and 
decision making. 

5 – 10 
hours 
 

Website Provide GIS website 
updates to 
communications 

-Provide Current Landownership Maps  
-Provide Current Resort, Hamlet and 
subdivision maps. 
-Provide various department maps. 
-Update Public Webmap User Guide 
-Test and update Links for GIS Services 
-Research and work with departments on 
new GIS software to link to website. 

-Provide accurate and up to date 
information to residents and non-
residents in a timely manner. 
-Assist with public inquiries. 
-Maintain and improve existing 
communications with rate payers 
and public inquiries. 

1 – 5 
hours 
 

Drone Assist Emergency 
Services with Drone 
inquiries and practices. 

- Assist with training set up for Emergency 
Services, Planning and Development and 
Public Works. 

-Analytical tool for Management 
and Council.  

10 – 50 
hours 
 

Integration of 
New  

Software 

Assist Departments 
with New GIS Software 
integration. 

-Coordinate new software integration. 
- Review setup and configuration changes 
- Implementation plan for best practices 

-Ensure efficient operations. 
-Ensure software and data 
integration meets the County’s 
database requirements. 

1 – 4 
days 
 

GIS 
Conferences 

Attend to gain 
information on new 
technology and future 
GIS needs. 

- Network with surrounding Municipalities. 
-Share and obtain information, knowledge, 
and experience. 

-Informational and analytical tool. 
 

15-30 
Hours 
NEW 

Asset 
Management 

Assist with Asset 
Management. 

-Assist with asset classification in webmap. 
-Assist with asset assessment data entry. 
-Coordinate training for users in Asset 
Management Software. 
-Provide assistance to the Finance Manager 
and departments in the Asset Management 
Program. 

-Ensure efficient operation 
 
Assist in meeting the County’s 
database requirements. 

10-15 
Hours 
NEW 

GIS Layers Maintain GIS Layers  -Maintain listing of County Internal and Public 
GIS Layers. 
-Review GIS Layers with managers at annual 
GIS department Review. 
-Maintain listing of Regional Internal and 
Public GIS Layers. 
-Review GIS Layers with the Region. 

-Ensure layers are displaying in 
assigned locations. 
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GIS Services: Work Plan  ADMINISTRATION 

 

GIS SERVICES:  WORK PLAN 2022- Continued:                                                                                                                                   

Time Work 
Schedule 
Projects 

Work Description 
Projects 

Elements: Tasks 
Duties 

Verified 
Outcomes 

PERIODIC- Continued 

15-30  
Hours 
NEW 

Training Participate in GIS 
training, and Software 
that links to the GIS 
Webmap, project 
management,  

-Register for training. 
-Incorporate skills into GIS Operations 

-Ensure efficient operations. 
-Enhance education and skill set 
 

SEASONAL 

40 - 100 
hours 
 

GIS –Mobile 
App 
Data 
Collection 

 - Assisting departments as required with 
data collection out in the field. 
-Assist departments to keep up with 
current data collection. 

-Collect accurate data throughout the 
organization. 
-Ensure data meets the County’s 
database requirements. 

50 - 70 
hours 

Main Office 
Landscape 

Seasonal Display – 
outside front entrance 

-Plant and maintain flowers – May-
October. 
-Seasonal out side main entrance 
displays. 
 

Statement of curb appeal. 

2022 ASSIGNMENTS 

10-
15hrs 
 

Public 
Information 

GIS services available 
on the County 
website. 

-Communicate through the Smoky Lake 
Grapevine. 

-Public communication and notification. 

15-20 
hours 

Assist with 
Policy 
Development 

Draft policies. - Research and analyze AVL practices 
-Defined rolls and responsibilities  

-Ensure efficient operations. 
-Good understanding of user roles and 
responsibilities of each department. 

15-20 
hours 
 

Assist with 
Policy 
Development 

Draft policies. - Research and analyze GIS practices 
-Defined department rolls and 
responsibilities 

-Ensure efficient operations. 
-Good understanding of user roles and 
responsibilities of each department. 

10-20 
Hours 
NEW 

New -Planner 
Software 

Planner Software 
Integration 

-Coordinate the integration. 
-Coordinate training. 
-Build Individual department Permits and 
Application forms (development permits, 
fire permits, snow clearing applications) 
-Link applications and permits to website. 

-Enhance departments workflow and 
operations 
-Provide accurate and up to date 
information to residents and non-
residents in a timely manner. 
-Assist with public inquiries. 
-Maintain and improve existing 
communications with rate payers and 
public inquiries. 

10-20 
Hours 
NEW 

New - Asset 
Management 
Software 
Version 2 

Version 2 Software 
Integration 

-Coordinate the integration. 
-Coordinate training. 

-Enhance departments workflow and 
operations 
 

10-30 
Hours 
NEW 

New - All Net 
Service 
Request 
Tracker- 
tentative 

All Net Service   
Request Tracker 
Software Integration 

-Coordinate the integration. 
-Coordinate training. 
-Coordinate user Roles and 
Responsibilities. 
-Set up Departmental Requests 
-Link Service Requests to website. 

-Ensure efficient operations 
-Provide accurate and up to date 
information to residents and non-
residents in a timely manner. 
-Assist with public inquiries. 
-Maintain and improve existing 
communications with rate payers and 
public inquiries. 
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Communication Services: Work Plan  ADMINISTRATION 

 

SMOKY LAKE COUNTY 
 

Title:  Policy No.:     43-03            

Section:  1 - M  Code: P-A Page No.:       1   of   5       E 
 

Purpose: To establish a Department Work Plan for the Smoky Lake County Communication 
Services Program.       

 

Policy Statement and Guidelines: 

 

STATEMENT: 
 
The Communications Work Plan, Schedule “A”  outlines the Work Schedule of Projects and 
duties on a daily, weekly, monthly, periodic and seasonal time frame which provides detail work to be 
undertaken within Communications. 
 
BENEFITS: 
 
The Communication Services Work Plan will provide the following benefits: 
 

• Good understanding of the process and responsibilities of the County Communication 

Program.  

• Increase efficiency and strengthen timeframe of deadlines.  

• Establishes accountability of Communications.  

 

REVIEW: 
 
The Communication Services Coordinator Work Plan will be reviewed and presented to Council on 
an annual basis beginning of each year. 
 

 

 

 

 

 
 

 Date   
 

 

 

 

    

 

Chief Administrative Officer 

Approved March 5, 2020 #615-20  - Page 14031 

Amended March 4, 2021 # 474-21 – Page 14538 

Amended March 22, 2022  

Amended   

Amended   

Amended   

Amended   
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Communication Services: Work Plan  ADMINISTRATION 

 

Section 01-M                Policy: 43-03 

 

 SCHEDULE “A” 
 

       COMMUNICATION SERVICES:  WORK PLAN 2022 
 

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements: Tasks 
Duties 

Verified 
Outcomes 

DAILY 

1 hr Administration Respond to e-mails. 
Code Communication invoices. 
Complete Action List items and record 
progress updates.  

Address questions/ requests for 
advertising. Keep up to date on 
emails, timely coding of invoices 
as per accounts payable 
requests.  

Address questions, requests 
and follow up, as required. 
Keep detailed records 
regarding action items 
completed.  

1.5 hr Social Media Post and update relevant information 
(Meetings, public hearings, office 
closures, notices, updates to programs or 
services, community events, etc.) on the 
County’s Facebook and Twitter accounts 
in a timelier manner than placing a print 
ad or publishing in the Grapevine. 

Make social media posts as 
requested by managers or 
Councillor Requests. Promote 
annual events or awareness days 
to increase public visibility and 
awareness. Promote government 
programs/ services/ safety 
updates that are non-County 
specific to residents. 

Communicate Smoky Lake 
County information and public 
awareness events to 
residents in a timely and 
effective manner.  
Share non-County important 
information with ratepayers.  

1.5 hr Website Updates Post and update relevant information 
(RFP’s, public notices, policies, bylaws, 
events calendar, program services, 
employment opportunities, etc.) on the 
County’s website in a timely manner. 

Work with departments to update 
department webpage content. 
Create new pages as needed. 
Update alerts/ notices/ events as 
needed.  

Communicate the most 
current County information 
and events to residents in a 
timely and effective manner in 
a central location. 

½ hr News Ideas Proactively seek out County news that 
could be published on Facebook, or 
Twitter, County website, Grapevine, 
and/or through news releases (free 
media) for local papers. 

Create and/or promote news 
ideas as they occur.  

Communicate County 
information to residents in an 
effective manner. 

2.5 hrs  Communications 
for Departments  

Work with departments to meet specific 
communication needs as they arise 
(Public Participation, department specific 
services updates, bursary opportunities, 
advertisements as required by policy, 
changes to services, employment, etc.). 
Create ads and advertise through 
appropriate methods.    

Work with departments to create 
program information ads/ updates 
as they occur. Advertise and 
promote department programs/ 
services in a timely manner with 
consideration of department 
advertising budget.  

Communicate department 
specific information to 
residents in an effective 
manner. 

½ hr Tracking- 
Advertisements 
placed 

Track ads placed by Smoky Lake County 
and record and track through Cascade 
software. 

Keep detailed records of all ads 
placed on social media, website 
and published in print media for 
historical reference.  

Locate archived material. 

½ hr Ad Requests Manage phone and email ad requests for 
Smoky Lake County advertising 
promotion/ sponsorship. Determine 
whether to accept or decline (based on 
budget/ value), if chosen to accept, 
create advertisements for publishing. 

Consider promotional advertising 
requests. Develop appropriate 
advertising if request is accepted 
and aligns with advertising 
budget.  

Promote Smoky Lake County 
in a professional and budget 
conscious manner. 

½ hr Respond/ assist 
with concerns that 
arise. 

Respond with day-to-day concerns that 
arise (ex: road conditions/ closures, truck 
fill outages, fire warnings, FOIP requests, 
etc.).  

Respond to concerns as they 
arise. Work with departments to 
create public notice bulletins and 
advertise appropriately as 
needed.  

Communicate County 
information to residents.  
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Communication Services: Work Plan  ADMINISTRATION 

 

COMMUNICATION SERVICES:  WORK PLAN 2022- Continued: 

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements: Tasks 
Duties 

Verified 
Outcomes 

WEEKLY 

1.0 hr Management 
Meeting Notes 

Attend, compile and distribute the 
Weekly Manager’s Meeting notes to 
Council and all staff through email. 

Attend weekly manager’s meetings and 
compile Department Manager’s notes 
and distribute through email to all staff 
and Council.   

Provide department 
updates of activities to all 
staff and Council. 
Communicate 
departments weekly 
activities.  

2 hrs Management/ 
Staff Meetings 

Be aware of County activities through 
meetings and staff interaction as 
communication tools for news releases, 
advertisements, etc. 

Review any incidents or concerns and 
report monthly activities in office. 

Discussion and 
awareness of other 
department activities. 

3 hrs Communication 
Advice 

Provide communication advice to 
managers and staff as requested. 
Provide assistance on creating a 
communication strategy to fit their 
specific department request. Create 
ads for departments, as needed.  

Work with departments to create ads, if 
requested, and publish/ advertise 
information to best reach the target 
audience.  

Effective communication 
tools used to reach 
desired audience.  

3 hrs Develop 
Advertisements 
and Information 
Publications 

Create advertisements and publications 
that are non-department specific (office 
holiday closures, proclamations, service 
weeks, graduations, etc.) and advertise 
through appropriate media outlets.  

Create ads and promote events though 
appropriate platforms.  

Communicate County 
information with residents.  

5 hrs County Website Work with website developer/ host to 
create and maintain an attractive, user 
friendly and functional website. 
Organize, create new pages or new 
features to increase functionality.  

Update current webpage content to 
reflect the most current information/ 
documents. Organize content into 
easily accessible locations on website.  

Communicate and 
provide current County 
information to residents in 
an easily accessible 
location.  

1 hr Filing File documents as required. Physically or digitally file information for 
historical reference and accurate record 
keeping. 

Locate archived 
documents. 

MONTHLY 

6 hr Council Meetings  Attend to gain information on Council 
activities that may need to be 
advertised or promoted to the public.  

Attend Council Meetings to be able to 
report Council highlights in the 
Grapevine.  

Gain information on 
Council activities and 
advertise if appropriate.  

3 hr Manager’s 
Reports 

Prior to Departmental Meetings provide 
a report on monthly Communications 
activities.  

Complete a manager’s report for 
monthly council meeting. 

Provide Council with 
department activities.  

2 hrs 
 

Joint Health & 
Safety Meetings 

Attend monthly Joint Health & Safety 
Committee Meetings to review 
incidents, review safety policies and 
correspondence.  

Review any incidents, report weekly 
activities, and review safety policies 
and correspondence.  

Participate in 
development and 
implementation of 
programs to protect the 
employees' safety and 
health. 

1/2 hr Monthly 
Timesheet 

As required. Complete and hand in at the end of 
each month.  

Documentation.  

16 hrs Grapevine Plan, create ads, produce and distribute 
the monthly Grapevine. Keep track of 
annual events/ campaigns/ holidays/ 
proclamations, etc. to include in 
appropriate Grapevine. Post the 
Grapevine on the County website once 
complete.  

Create ads that promote monthly 
activities/ events/ deadlines/ 
department activities. Produce and 
publish the monthly Grapevine that is 
accurate and visually appealing. Send 
Grapevine to print media for publishing. 
Post monthly Grapevine on website.  

Communicate County 
events, information and 
activities to residents.  
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COMMUNICATION SERVICES:  WORK PLAN 2022-Continued: 

Time Work 
Schedule 
Projects 

Work Description 
Projects 

Elements: Tasks 
Duties 

Verified 
Outcomes 

MONTHLY-Continued 

4 hrs 
 

Departmental 
Meeting 

Attend monthly Departmental Meetings. Attend monthly Departmental 
Meetings to address any concerns or 
highlight any projects or activities as 
they relate to the Annual Work Plan.  

Address any concerns/ 
answer any questions 
Council or Administration 
may have regarding 
department activities.  

PERIODIC 

Dependent 
on 
request. 

FOIP/ Access to 
Information 
Requests 

Work cooperatively with Legislative 
Services and with requesting parties to 
investigate requests to obtain Access 
to Information or FOIP (Freedom of 
Information and Privacy) information. 
Work with department managers, as 
necessary, to obtain requested 
information and document and maintain 
records of shared information. 

Receive request and note timelines. 
Work with departments to determine 
if information requested is eligible for 
release. Release requested 
information and document 
information shared. Contact 
requesting party if information is not 
eligible for release. Report yearly 
FOIP requests received to the 
Province.   

Provide information 
requested to the requesting 
party as allowed to by 
Legislation. 

Dependent 
on 
Season.  

Fire Ban 
Information  

Work with Senior Management and the 
Fire Chief to distribute Fire Ban 
Advisories to media outlets. Ensure 
information is posted on social media 
and the County website. 

Receive Fire Restriction updates and 
advertise as accurately and quickly 
as possible. Create alerts for website 
and social media.  

Communicate urgent County 
information to residents in an 
effective and efficient 
manner. 

5 hrs Brand 
Development 

Work on creating and implementing a 
consistent branding strategy for Smoky 
Lake County and promote the County 
in the most professional, cost effective 
and time efficient way.  

Create ads with a consistent visual 
look and appeal. Create logos for 
Municipal milestones celebrated. 

Use a consistent and 
positive brand to promote 
Smoky Lake County.  

6 hrs Annual Safety 
Meeting 

Attend. Attend yearly Safety Meeting. Obtain valuable information 
from speakers.  

4 hrs Prepare Budget Work with Senior Management and 
Finance Manager to develop a 
Communications Budget. 

Prepare budgets for operating and 
capital purchases. 

Develop a budget and keep 
expenses within the 
approved budget.  

4 hrs Policy 
Development 

Develop new and/or update existing 
Communications Policies and Best 
Management Practices to reflect 
current platforms used.  

Work with Assistant CAO to create 
or update policies to reflect current 
practices to be incorporated into 
policy manuals.  

Keep policies up to date with 
current protocols and 
technologies. 

½ hr Deposit/ Mail Take the County deposit to the bank 
and the County mail to the Post Office.   

Deliver bank deposits and take mail 
to post office. 

Assist office staff with daily 
County tasks.  

14 hrs 
 

Microsite 
Maintenance 

Create microsites for requesting 
community organizations and assist 
organizations with site maintenance 
support, if needed. Communicate with 
organizations as website updates/ 
renewal occur.  

Create microsites for requesting 
organizations. Create log in accounts 
and assign user permissions. Hand 
off microsite to organization with 
starter manual and tutorials. Assist 
users with troubleshooting if needed. 
Communicate with microsite users 
as website updates/ contracts need 
renewals. 

Assist organizations in 
promoting their club/ service 
to the community.  
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COMMUNICATION SERVICES:  WORK PLAN 2022-Continued: 

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements: Tasks 
Duties 

Verified 
Outcomes 

PERIODIC-Continued 

30 hrs Training Participate in web design/ social media/ 
marketing/ branding training to better 
promote the County in the most 
professional, cost effective and time 
efficient way possible.  

Register for training/ book 
accommodations if needed. 
Incorporate materials/ skills into 
Communications operations.  

Education and increased 
skill set. 

16 hrs  FOIP Training FOIP Training to ensure most current 
information on the Legislation.  

Register for training. Incorporate 
knowledge into FOIP requests 
received.  

Increased education and 
awareness.  

4 hrs Annual Work Plan Update the Communications Annual 
Work Plan to reflect work conducted 
within the department.  

Submit to Council for approval.  Develop a Work Plan and 
keep up to date to reflect 
any changes and projects 
within the department.  

12 hrs 
 

Council Requests Respond to requests/ inquiries received 
by Council.  

Research information regarding 
requests received by Council. 
Communicate task completion or 
findings back to appropriate parties.  

Address any concerns and 
respond to any questions 
Council may have regarding 
projects or activities within 
the Communications 
Department. 

SEASONAL 

26 hrs Quick Reference 
Book 

Revise, edit, produce and distribute the 
Quick Reference Booklet. 

Revise/ edit reference book as 
needed. Print new copies if required.  

Communication tool for 
County Council and staff. 

100 hrs County Annual 
Report 

Revise, compile, edit, produce and 
distribute the Annual Report. 

Gather information from department 
managers to be included in report. 
Include Financial Statements into 
report. Print and mail Annual Reports 
for Council, staff, residents that have 
requested mailed copies, and extras 
for in-office pick up.  

Communicate County 
information to residents. 

2022 ASSIGNMENTS 

50 hrs Communication 
and Marketing: 
County Website 

Continue to update and improve the 
existing County website to reflect the 
most current and up to date program 
information and data to highlight 
municipal programs and meet Municipal 
needs. 

Update webpage content. Recreate 
clear department pages with current 
information on department services.  

Communicate complete and 
current information in a 
central source to residents. 

14 hrs 
NEW 

Communications/ 
Social Media 
Policy: 

Revise the current Communication and 
Social Media policies to reflect how we 
currently use social media platforms and 
to establish clear and consistent 
guidelines on the type of communication 
and communication outlets provided to 
the public. Inform departments of policy 
updates to provide a uniform method of 
communication.  
  

Revise the Communications and 
Social Media policy to create a clear 
and consistent communication 
strategy.  
 
 

Keep policies up to date with 
current protocols and 
technologies and create 
clear guidelines for a 
communication strategy.  
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SMOKY LAKE COUNTY 
 

Title:   Parks and Recreation      Policy No.:     01-08         E    

Section:  7 - M  Code: P - A Page No.:       1   of   5  
 
 

Purpose: To establish a Parks and Recreation Work Plan for the Smoky Lake Recreational 
Program.   

 

Policy Statement and Guidelines: 

 

STATEMENT: 
 
 The Parks and Recreation Work Plan, Schedule “A” outlines the Work Schedule of Projects 

and duties on a daily, weekly, monthly, periodic and seasonal time frame which provides detail 
work to be undertaken in the Recreational Program. Smoky Lake County Parks and Recreation 
Department: Personnel List, Schedule “B” outlines the department’s personnel and job 
classifications. 

 
BENEFITS: 
 

The Work Plan of the Parks and Recreation department will provide the following benefits: 
 

▪ Broaden the portfolio of the Recreational Program 
▪ Good understanding of the process of the Recreational Department. 
▪ Increase efficiency and strengthen time frame of deadlines. 
▪ Establishes accountability of the Program. 
▪ Communication Tool. 

 
REVIEW: 
 
The Parks and Recreation Work Plan will be reviewed and presented to Council on an annual 
basis beginning of each year. 
 
 

 Date   
 

 

 

 

 

___________________________ 

    Chief Administrative Officer 

Approved March 20, 2015 #466-15 – Page 11692 

Amended April 4, 2016 #551-16 – Page 12197 

Amended March 30, 2017 #597-17 – Page 12629 

Amended March 13, 2018 #374-18 – Page 13026 

Amended March 13, 2019 #490-19 – Page 13547 

Amended March 5, 2020 #617-20 – Page 14034 

Amended April 27, 2021 #650-21 -  Page 14626 

Amended March 22, 2022  
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Section 07-M                Policy: 01-08 

 SCHEDULE “A” 
 

                   PARKS AND RECREATION WORK PLAN 2022 

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

DAILY 

½ Hr. Meet with Parks and 
Recreation staff 

Discuss days plan. As per assigned work. Time sheets. 

2 Hrs. Communicate with 
ratepayers, office, and 
Council 

Address issues. As required. Document. 

½ Hr. Approve staff timesheets 
and code invoices 

   

½ Hr. Time sheets Review and sign time 
sheets. 

Ensure time sheets are being 
completed and handed in on time 
to payroll. 

All time sheets are handed in 
and completed property and 
on time. 

½ Hr. Vehicle Inspections Ensure vehicles are in 
safe working condition 
before operation. 

Check fluids, lights, tires, visibility, 
etc. 

Safe operating condition 
prior to driving. 

½ Hr. 
 

Pre-job hazard 
assessment 

Identify possible dangers. Eliminate or control hazards. Ensure a safe working 
environment. 

WEEKLY 
½ Hr. Safety Meeting. Communicate Discuss incidents and concerns. Safe work environment. 

1 Hr. Managers meeting Meet with department 
heads to ensure open 
communication. 

Assist other departments. Working together for 
common good. 

 Bank deposits County deposits. Deliver bank deposits. Help out office staff 

1 Hr. Clean trucks Maintain a professional 
appearance. 

Keep County Vehicle clean. Adhere to County policy 

MONTHLY  
2 Hrs. Joint Health and Safety 

Meeting 
Communicate with all 
departments 

Review any incidents and report 
weekly activities. 

Learn from past experiences. 

2 Hrs. Main Office Staff and 
Safety Meeting 

Attend monthly office 
safety meetings 

Review any incidents and report 
monthly activities in office 

Safer work environment 

2 Hrs. Reports to Council Manager report form. Complete a manager’s report for 
monthly departmental meetings. 

Provide information for 
Council and management. 

PERIODIC 

2 Days 
min. 2x 
per yr. 

Flags Raise and lower flags as 
per Policy #01-35: Flags: 
Half-mast. 

Spedden: 3; Vilna: 3; Bellis: 3; 
Smoky Lake: 4; Warspite: 4; 
Victoria Cairn: 3; Total: 20 

Exhibits respect. 

On-
going 

Rural addresses  Determine document and 
order in fall. 

Do one calls install address signs. Provides safety and 
convenience for ratepayers. 

 GIS To provide spatial data to 
GIS. 

Submit upon a new element 
created. 

Monitor facility assets. 

 Budget Meeting Review budget. Review ledger; make sure all 
purchases are properly coded 
and all purchases are complete. 

Communicate with Finance 
Department. 

 Minor building/furniture 
maintenance  

Maintenance in office, 
shop or yards. 

As required. Ensure facility interior and 
exterior condition is 
maintained. 
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PARKS AND RECREATION: WORK PLAN 2022 - Continued: 

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

PERIODIC-Continued 
2 Hrs. Street lighting Monitor and report street light 

problems in hamlets to ATCO. 
As required. Safety and 

convenience for 
ratepayers. 

6 Hrs. 

 
Work Plan Plan for upcoming year. Review work plan and make 

changes. 
Submit to Council 
annually. 

SEASONAL 

April to 
November 

Inspect trail system Visual inspection of the Iron Horse 
Trail as per Policy #07-01-01: 
Designated Recreational Trails. 

Correct deficiencies. Safety for trail users. 

April to 
October 

Inspect playground 
equipment 

Visual inspection of all 
playgrounds as per Policy #07-02-
01: Playgrounds. 

Correct deficiencies in: 
Spedden, Bonnie Lake, Bellis, 
Bellis Beach, Mons Lake 
South and East, Warspite, 
Hanmore Lake East and West 

Safety for users. 

Daily/ 
Weekly  

Inspect campsites Visual checks on infrastructure. Correct deficiencies. Safety and enjoyment 
of the campers. 

When 
required 

Communicate with 
lake contractors 

Answer phone calls, emails or 
person to person. 

Address issues. Safety and enjoyment 
of the campers. 

May to 
September 

Step Students Advertise and hire for:  
2 – 2 month positions 
2- 4 month positions 

Train and assign tasks. Extra help during 
summer’s heavy 
workload. 

May to 
September 
 
17 ½  
Days 

Grass cutting Hamlets, parks, resorts, water fill 
stations, campsites, office, 
entrance signs and ball diamonds 
(Spedden: 2; Bellis: 2; Warspite: 1; 
Hamlin: 1). 

Operate mowers and 
trimmers. 

Keeps County 
property neat and 
clean. 

2 Days Parade float Decorate float. 
 

Display in parades in Vilna, 
Smoky Lake and 
Waskatenau. 

Advertises County and 
supports 
municipalities. 

9 Hours 
 

Display parade float 
in 3 parades 

Enter float in the 3 County 
parades. 

Display in parades in Vilna, 
Smoky Lake and 
Waskatenau. 

Advertises County and 
supports 
municipalities.  

1 Hour/ 
Daily 

Mower Equipment Maintenance. 
 

Sharpen blades, check oil and 
clean machine. 

Prolongs life of 
mowers. 

2 Days Outhouses Have outhouses pumped out. 51 Outhouses. Facilities are clean. 

4 Days Building outhouses Build and repair outhouses. 
 

Pick up supplies and build. Facilities are in good 
working order. 

2 Days Piers Install and removed piers at:  
Kaduk: 1; Mons: 4; Hanmore: 3; 
Bonnie: 5; Whitefish:1. 

Replace any worn planking. Provides safe access 
to water. 

1 Day 
 

Swim rafts. Install and remove rafts at:  
Mons: 1; Hanmore: 1 

Replace any work parts. Provides safe access 
to water. 

1 Hour Snow shoveling Remove snow and ice from office 
walkways. 
 

As required. Provides safe 
walkways for public 
and staff. 

 Tree removal Remove dead and fallen trees 
from campsites and walkways. 

As required. Provides safe areas 
for the Public. 
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PARKS AND RECREATION: WORK PLAN 2022 - Continued: 

Time Work Schedule 
Projects 

Work Description 
Projects 

Elements:  Tasks 
Duties 

Verified 
Outcomes 

SEASONAL- Continued 

 Firewood Split firewood compiled from 
brushing. 

As required. Provides firewood for 
special occasions. 

6 Days Help set up for Smoky 
Lake Rodeo 

Move bleaches and tables. As required. Helps volunteers. 

2 Days Help set up for parades. Move bleachers and tables, 
cut grass and trim. 

Grass cutting and trimming, 
painting and set up fences. 

Helps County 
volunteer groups. 

3 ½ Days Help with Farmers Day, 
Pumpkin Fair, Women’s 
Conference, Christmas 
party and other special 
events 

Move bleachers, tables and 
the stage. 

As required. Helps County 
volunteer groups. 

4 Days Christmas decorations Set up lights before 
“Christmas Light Up” in 
Smoky Lake and take down 
after January 20th. 

Warspite, Spedden, Shop 
and Office. 

Celebrating the 
season. 

1 Day Equipment Acquire estimates and order. As required and budgeted 
for. 

Ensures equipment is 
available to perform 
tasks. 

1 Hour Lights in office. Repair lamps and ballasts. As required. Maximum light 
available for public and 
staff 

1 Day 
 

 Annual Safety Meeting Attend Annual Safety 
Meeting. 

Be aware of the safety 
procedures set out by the 
County and follow them for 
a safe work environment. 

Keep informed on 
safety practices of the 
County 

5 Days 
 

Inventory Take inventory of all supplies. County supplies. Maintain records. 

2 Hours 
 

Employee Evaluations. Performance appraisal. Inform employees about 
their strengths and 
weaknesses. 

Help employees 
understand their 
duties. 

2022 PROJECTS 

5 Days 
 

Camp kitchen at Hanmore 
East 

Paint/stain camp kitchen. Correct deficiencies as 
required. 

Prolong life of 
structure. 

5 Days 
 

Camp kitchen at Kaduk 
Lake 

Paint/stain camp kitchen. Correct deficiencies as 
required. 

Prolong life of 
structure. 

5 Days Camp kitchen at Bellis 
Beach 

Paint/stain camp kitchen Correct deficiencies as 
required. 

Prolong life of 
structure. 

5 Days 
 

Assist with erosion 
problem at Mons Lake 

Install retaining wall or 
landscape. 

As required. Preserve playground 
area. 

5 Days Assist with boat launch 
area by river 

Assist with installing boat 
launch where needed. 

As required. Provides access to 
river. 

4 hours Repairs to Boat launch on 
main beach of Hanmore 
Lake 

Remove broken cement slabs 
and replace with new 

Correct deficiencies as 
required 

Assure boat launch 
provides safe access 
and water crafts do not 
become damaged. 

2 days Replace boat launch at 
Bonnie Beach 

Remove broken cement slabs 
and replace with new 

Correct deficiencies as 
required. 

Provide safe watercraft 
access. 
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SCHEDULE “B” 
 

Smoky Lake County: Parks and Recreation Department Year - 2022 
 

Personnel List 
 

 Parks and 
Recreation 
Manager 

Equipment 
Operator 

Labourer Contract: Lake 
Caretaker   

Dave Franchuck     

Ray Soch     

Student (2): High School   2 months in summer  

Students (2): College   4 months in summer  

Jaclyn Jarema     

Veronica Fox     

 

 FULL TIME 
 
 SEASONAL 
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