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 100 INTRODUCTION  
  
This manual is designed to provide the Mayor, Councilors, and administrative staff with a quick 
reference to legislation governing the Municipality, policies, procedures and general 
information as it pertains to the Town of Carrot River.  This manual is for the sole use of 
Council, representing the Town of Carrot River, and distribution is at the discretion of Council. 

 
Policies are part of the everyday life of any business or organization.  They are frequently 
discussed and consulted to decide direction and action, reconcile conflicts, define acceptable 
behavior, and save time and money.  The policies may be changed or deleted by resolution of 
Council.   
 
The manual shall be distributed to each Council member and will be updated annually and 
serve as the orientation document for all new Council and administrative staff members as well 
as serve as an ongoing municipal reference. 
 

100-1   DEFINITIONS 
 
a) “the Act” shall mean The Municipalities Act; 
b) “Council” refers to the Council of the Town of Carrot River; 
c) “guidelines” are statements of reference, based on legislation and previous action of 

Council; 
d) “municipality” shall mean the Town of Carrot River; 
e) “policy” is a definite course or method of action set by resolution of Council, to determine 

present and future decisions; 
f) “UMAAS” shall refer to the Urban Municipal Administrators’ Association of Saskatchewan; 
g) “SUMA” shall refer to the Saskatchewan Urban Municipalities Association. 
 
 

200 GENERAL GOVERNMENT 

200-1  COUNCIL 
 
The Council is the main body of local government, The Councilors and Mayor are primarily 
elected for their leadership qualities.  As citizen representatives they have a vested interest in 
the welfare of their community and therefore must possess two other necessary qualifications.   
 

• First a member must have the skill and experience to adequately meet the demands of 
the position.   

• Secondly, they must have the time and the willingness to serve.   
The following is a condensed, but comprehensive list of the duties involved in being a Councillor. 
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They are not listed in order of priority for each is relative to the others.  However, each one 
does reflect the fundamental concept of a government board.  The Council is a policy making 
group.  Its responsibility is to decide how the municipality is to be run.  The Council shall: 
 
a) Represent the public and consider the well-being and interests of the municipality; 
b) Participate in developing and evaluating the policies, services and programs of the 

municipality; 
c) Participate in Council meetings and Council committee meetings and meetings of other 

bodies to which they are appointed by Council; 
d) Ensure that administrative practices and procedures are in place to implement the decisions 

of Council; 
e) Keep in confidence matters discussed in private at a Council or Council committee meeting 

until discussed at a meeting held in public; 
f) Maintain the financial integrity of the municipality; 
g) Perform any other duty or function imposed on Councilors by The Municipalities Act or any 

other Act or by Council. 
 

200-2  COUNCIL PROCEDURES BYLAW 
 
The Town of Carrot River Bylaw 2015-11 details the specific duties of Council and defines, in 
detail, the procedures for meetings and general rules for Council members. 
 

200-3  CODE OF CONDUCT 
 

The public expects the highest standards of professional conduct from Members elected to 
local government. The purpose of this Code is to establish guidelines for the ethical and inter-
personal conduct of Members of Council ("Members"). The Council is answerable to the 
community through democratic processes and this Code will assist in providing for the good 
government of the Town of Carrot River. 
 
Standards of Conduct: 
Members shall uphold the law and at all times: 
a) Seek to advance the common good of the Town of Carrot River as a whole while 

conscientiously representing the communities they serve; 
b) Perform the functions of office truly, faithfully, and impartially to the best of their 

knowledge and ability in accordance with the following core values: 
i) Integrity - giving the Town's interests absolute priority over private individual 

interests; 
ii) Honesty - being truthful and open; 
iii) Objectivity - making decisions based on a careful and fair analysis of the facts; 
iv) Accountability - being accountable to each other and the public for decisions taken; 
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v) Leadership - confronting challenges and providing direction on the issues of the day. 
c) Uphold this Code as a means of promoting the standards of behavior expected of Council 

and enhancing the credibility and integrity of Council in the broader community. 
 
Council Responsibilities: 

The Council will: 
a) Review the municipality's Code of Conduct as required and make any amendments 

considered appropriate; 
b) Review, consider or take other action concerning any violation of the Code of Conduct 

which is referred to Council for consideration. 
 
Where there is any conflict between the Code of Conduct and the requirements of any statute 
of the provincial or federal government, provincial or federal statutes shall take precedence. 
 
Member Responsibilities: 

a) CONDUCT TO BE OBSERVED -Members are agents of the public whose primary objective is 
to address the needs of the citizens. As such, they are entrusted with upholding and 
adhering to the by-laws of the municipality as well as all applicable provincial and federal 
laws. As public servants, Members must observe a high standard of morality in the conduct 
of their official duties and faithfully fulfill the responsibilities of their offices, regardless of 
their personal or financial interests. 

 
b) DEDICATED SERVICE - All Members should faithfully work towards developing programs to 

address the needs of the citizens in the course of their duties. Members should strive to 
perform at a level which is expected of those who work in the public's interest. 

 
c) RESPECT FOR DECISION-MAKING PROCESS - All Members recognize the responsibility of 

the Mayor to accurately communicate the decisions of the Council, even if they disagree 
with such decisions. 

 
d) CONDUCT AT MEETINGS - Members shall respect the chair, colleagues, staff, and members 

of the public present during Council meetings or other proceedings of the Town of Carrot 
River. Meetings shall provide an environment for transparent and healthy debate on 
matters requiring decision making. 

 
e) RELEASE OF CONFIDENTIAL INFORMATION PROHIBITED - No member of Council shall 

disclose or release to any member of the public any confidential information acquired by 
virtue of their office, in either oral or written form except when required by law or 
authorized by the municipality to do so. Nor shall Members use confidential information for 
personal or private gain, or for the gain of relatives or any person or corporation. 

 
f) GIFTS AND BENEFITS - No Member of Council shall show favoritism or bias toward any 

vendor, contractor or others conducting business with the Town of Carrot River. Members 
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are prohibited from accepting gifts or favors from any vendor, contractor or others doing 
business with the Town personally, or through a family member or friend, which could give 
rise to a reasonable suspicion of influence to show favor or disadvantage to any individual 
or organization. 

 
g) USE OF PUBLIC PROPERTY - No Member shall request or permit the use of municipal-

owned vehicles, equipment, materials or property for personal convenience or profit, 
except where such privileges are granted to the general public. Members shall ensure that 
the business of the Town is conducted with efficiency and shall avoid waste, abuse and 
extravagance in the provision or use of municipal resources. 

 
h) OBLIGATIONS TO CITIZENS - No member of Council shall grant any special consideration, 

treatment, or advantage to any citizen or group of citizens beyond that which is accorded to 
all citizens. 

 
i) INTERPERSONAL BEHAVIOUR - Members shall treat every person, including other Members 

of Council, employees, individuals providing services on a contract for service, and the 
public with dignity, understanding and respect and ensure that their work environment is 
free from discrimination, bullying and harassment. 

 
j) COMMUNITY REPRESENTATION - Members shall observe a high standard of 

professionalism when representing the Town and in their dealings with members of the 
broader community. 

 
Good Governance: 
Members accept that effective governance of the Town of Carrot River is critical to ensuring 
that decisions are taken in the best interests of all stakeholders and to enable the Town to 
function as a good corporate citizen. 
 
Government Relationships: 
Members recognize the importance of working constructively with other levels of government 
and organizations in Saskatchewan and beyond to achieve the goals of the Town. 
 
Conflict of Interest Avoidance: 
Members are committed to making decisions impartially and in the best interests of the Town 
and recognize the importance of fully observing the requirements of Section 143 of the 
Municipalities Act regarding the disclosure and avoidance of conflicts of interest. 
 
Reporting Breaches: 
Persons who have reason to believe that this Code has been breached in any way are 
encouraged to bring their concerns forward. No adverse action shall be taken against any 
Member of Council or municipal employee who, acting in good faith, brings forward such 
information. 
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Corrective Action: 
Any reported violation of the Code will be subject to investigation by the Council. 
Violation of this Code by a Member may constitute a cause for corrective action. If an 
investigation finds a Member has breached a provision of the Code, Council may impose 
corrective action commensurate with the nature and severity of the breach, which may include 
a formal warning or reprimand to the Member. 
 
Compliance with Code: 
Members acknowledge the importance of the principles contained in this Code which will be 
self-regulated by Council.  Councilors are required to sign a "Statement of Commitment to the 
Code". 

 

200-3.1  COMPLAINT POLICY 

Council’s duty is to act as agents of the public – as such, they are obligated to hear concerns and 
questions from the ratepayers of Carrot River. This may include feedback on recent Council decisions, 
suggestions for issues that need resolution, or criticisms/complaints about items, actions, or decisions 
made by Council or staff of the Town of Carrot River. 

Further, it is a Council members duty to bring forth valid complaints and concerns to Council Meetings if 
requested or to forward ratepayers to the Administrator for assistance.  

Procedure for Contacting Council Members 

Ratepayers may wish to make contact with the Mayor or Councilors, in person or by phone. In such 
cases, ratepayers are asked to: 

• Be considerate of the time of day; 
• Be considerate of the presence of guests in the Council member’s home or workplace. 

Council members will not engage in dialogue that is rude or abusive. 

In most cases, Council members will recommend that ratepayers put their concerns/suggestions in 
writing and may recommend the use of the Formal Complaint Form (Appendix C). 

Councilors reporting ratepayer’s concerns 

Councilors reporting on ratepayers’ concerns will provide the name(s) of the complainant(s). 

Where a councilor expresses a concern on a matter for which the Town already has a policy, that 
councilor should be prepared to stipulate the specific policy changes being suggested. 

Council dealing with concerns/input 

Some concerns/input may be able to be dealt with immediately with a simple action such as a phone 
call, etc. In such cases, the Councilor may indicate that “unless you hear otherwise from me, we are 
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likely to take the following action;” or “Please contact the Town Office/Administrator as they will be able 
to address this concern.” 

Other action may require more lengthy consideration such as policy revision or inclusion in the following 
year’s budget.  

However, Council does promise that each Formal Complaint Form will receive consideration on the 
agenda of the subsequent regular meeting of Council and a written reply will be issued. 

Where Council advises the Administrator to write either to the subject of the complaint or in 
reply to the complainant, that decision must first be taken in the form of a motion which 
stipulates the exact nature of the reply (such is not the case where the complaint is of routine 
nature and with which the Administrator routinely deals). 

Some suggestions may be referred to one of the Council’s Standing Committees. 

 

200-4  COMMITTEE-OF-THE-WHOLE 
 

Under normal procedure, the Council, by moving to a committee of the whole, is taking a step 
to carry out full discussion of a subject in a less formal manner than would be necessary during 
the regular part of the meeting of the Council.  Any item of business could be discussed by the 
committee of the whole where it is felt that a more informal discussion should take place.  The 
committee discusses the item referred to it by Council and then rises and reports its findings for 
formal consideration by Council.  The finding should be reported formally back to Council by 
way of recommendation. 
 
Council may act on the recommendation or just record the report of the committee.  Both the 
recommendation by the committee of the whole and Council's subsequent action or non-action 
is recorded in the formal minutes of the Council meeting. 
 
The committee itself cannot enact resolutions, only Council members meeting as "Council" can 
do so. 
 
During a regular or special Council meeting, Council may on a motion move to a committee of 
the whole a" private" or "in-camera" session.  Please note that a Committee-of-the-whole can 
only close its meeting to the public if the matter being discussed is within one of the 
exemptions in Part III of The Local Authority Freedom of Information and Protection of Privacy 
Act or concerns long-range or strategic planning. 
 
Procedure - on a motion of the Council to resolve itself into the committee-of-the-whole, the 
Mayor should step down and the committee will appoint some other member of the Council as 
chairperson of the committee.  After the discussion has been concluded, the committee shall 
report back to the Council. 
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It is not necessary to keep minutes of the committee-of-the-whole. The minutes of Council 
meeting would record: 

a) the resolution to go into committee of the whole; 
b) the report or recommendation from the committee; 
c) that the Council meeting has been reconvened; and 
d) the action or non-action taken by Council. 

 

200-5  BOARDS 
Council, due to geographic location, financial participation, bylaw or resolution, will appoint 
representatives periodically.  The representatives of the Town of Carrot River are expected to 
report to Council as necessary.  Appendix B, appointments of Council, will be updated at least 
annually. 
 

200-6  OFFICE ACCESS 
Keys accessing the office shall be restricted to the administrator and other bonded personnel. 
 

200-7  COUNCIL CHAMBERS 
The use of the Council chambers shall be coordinated by the administrative staff.  Charges for 
usage are as follows: 

Monthly   $   30.00 
 Weekly    $   20.00 
 Non-Regular   $   50.00 

First priority is to the Council meetings and committees of the Council. There will be no charge 
for committees or boards of Council. 
 

200-8  OFFICE HOURS 
The office is open from 9:00 a.m. to 4:30 p.m. - Monday through Friday. If the office is 
scheduled to be closed, public notice is to be given one week in advance. 

 

200-9  OFFICE MAINTENANCE 
A janitor shall be contracted on a monthly rate to keep the office clean.  Cleaning is to be 
performed after office hours.  The janitorial contract will be negotiated every three years with 
an option to extend for 1 year. Current Contract Expires March 31, 2025. 
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200-10 OFFICE SERVICES 
Fee schedule and procedures for various office services: 

• Assessment information / field sheets - may be provided to owners free of charge 
• Permits and Inspections –  as per Bylaw 
• Fax service - $2.00 minimum - $.50 per page over 2 
• Notary or Commissioner Services – Free  
• Photo Copying 

o $0.10 per sheet for local residents 
o $0.25 per sheet for non-local residents 

• Tax Certificates - $30.00 per parcel as per bylaw 
• NSF Cheques – Any bank charges charged to the Town will, in turn, be charged to 

the customer.  The NSF cheque and charges associated can only be replaced with 
certified cheque, cash, bank draft or money order 

200-11 TAXES 
 200-11.1 TAX COLLECTIONS  

 
The Municipality shall accept installment payments or prepayments on tax accounts when 
requested by the ratepayer. 
 
In order to accommodate ratepayers, we will accept post-dated cheques, and receipts will be 
issued on the date indicated on the cheques. 
 
Taxes are due no later than August 31st each year.  As an incentive to pay early, the Town of 
Carrot River offers discounts at 10% if paid by February 28th, 8% if paid between March 1st and 
April 30th, and 5% if paid between May 1st and June 30th. 
 
The administrator is authorized to arrange payment schedules with the Saskatchewan 
Municipal Board for any delinquent tax accounts. 
 

 200-11.2 TAX INCENTIVES TO DEVELOP 
Residential 

• As per Resolution 2004/155 – Never before occupied and new residential 
accommodation for single family occupancy will be subject to no municipal property 
taxes for the first two years of occupancy, and further, that this policy shall apply to 
mobile homes, newly constructed detached dwellings and RTM detached dwelling units, 
so long as the provisions of the Town building bylaws are met 

General 
• As per Resolution 2013/056 – Properties that have living quarters at their business 

location will pay municipal property taxes abated so that the grand total of both rolls’ 
municipal property taxes equals the sum total of each individual roll calculated without 
using the minimum tax tool, insofar as the grand total equals at least the minimum 
municipal property tax set by Council 
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• As per Resolution 2013/ 057 – Undeveloped and unserviced residential properties 
located in the Town of Carrot River limits used for agricultural purposes shall be abated 
so that the municipal property taxes equal the rate that adjoining agricultural property 
would be charged, had the property been located in the adjoining rural municipality and 
zoned agricultural 

Commercial Tax Incentive: 
• As per Resolution 2014/ 144 - Each of the following tax incentives can only be 

considered separately and there will be NO consideration of any of the following four 
incentives to be used in combination or in consecutive calendar years: 
 

1. New Business Construction: 
• Definition:  Any construction of a new commercial building for the 

purposes of establishing a business; any business that is subject to 
commercial taxation, excluding home based businesses and businesses 
subject to grants-in-lieu 

• The automatic tax exemption will be granted on a newly constructed 
building with regards to 100% of the land taxes and the new 
improvement portion of taxes and does not include taxes on 
improvements existing on the property prior to the permit being issued 

• To be eligible for this exemption, the building permit must be issued by 
the Town of Carrot River after January 1, 2014 

• The issuance of the building permit must follow the criteria set forth by 
the Town of Carrot River and have all requirements satisfied 

• Tax exemption may be transferred in the event of a new owner, up until 
the expiry date of original agreement 

• The exemption of school taxes will be in accordance with Sections 298 
(2), (5) and (6) of the Municipalities Act 

• The exemption will be applied as follows: 
i. 100% exempt in year one (Permit Year) 

ii. 100% exempt in year two 
iii. 100% exempt in year three 
iv. Full Taxation in years four and beyond 

• The permit year shall be considered 
i. If issued prior to February 1,  the calendar year of the issuance of 

a building permit 
ii. If issued on or after February 1, the calendar year following the 

issuance of a building permit 
• Council reserves the right to approve each incentive individually and has 

the option to expand or limit the incentive on a case-by-case basis 
 

2. Existing Business Expansion/Construction: 
• Definition: a business that has been licensed by the Town of Carrot River 

for a minimum period of one year and is not in tax arrears; a business 
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that is subject to commercial taxation, excluding home based businesses 
and businesses subject to grants-in-lieu 

• Any construction for which a building permit has been issued by the 
Town of Carrot River, after January 1, 2014, that results in an increase in 
taxable assessment for the expansion of the building 

• The automatic tax exemption will be granted on the increased assessed 
value of the enhanced building portion of taxes and does not include 
taxes on improvements existing on the property prior to the permit being 
issued or taxes on land 

• To be eligible for this exemption, construction will have a minimum value 
of $50,000 as confirmed by the building official 

• To be eligible for this exemption, the building permit must be issued by 
the Town of Carrot River after January 1, 2014 

• Tax exemption may be transferred in the event of a new owner, up until 
the expiry date of original agreement 

• The exemption of school taxes will be in accordance with Sections 298 
(2), (5) and (6) of the Municipalities Act 

• The exemption will be applied as follows: 
i. 100% exempt in year one (Permit Year) 

ii. 100% exempt in year two 
iii. Full Taxation in years three and beyond 

• The permit year shall be considered 
i. If issued prior to February 1,  the calendar year of the issuance of 

a building permit 
ii. If issued on or after February 1, the calendar year following the 

issuance of a building permit 
• Council reserves the right to approve each incentive individually and has 

the option to expand or limit the incentive on a case-by-case basis 
 

3. Existing Business with New Owner (Arm’s Length) OR New Business in Existing 
Building  

• Definition:  Any business or new arm’s length owner that has not 
conducted business in the Town of Carrot River subject to commercial 
taxes at the taxable property or any business that purchases and fills a 
commercial zoned building within the Town of Carrot River, excluding 
Home based businesses and businesses subject to grant-in-lieu 

• The automatic tax exemption will be granted with regards to 100% of the 
municipal taxes both land and improvement 

• To be eligible for this incentive, at least two consecutive calendar years 
where full commercial taxes have been paid on the property must have 
occurred 

• Tax exemption will terminate effective on the date that a business ceases 
operation, taxes become payable on January 1 immediately following the 
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business ceasing operation 
• No one building will be able to access this incentive more than three 

times during the course of its existence unless the building has been 
vacant for at least 5 years, in which case the count will reset at 0 

• To be eligible for this exemption, the transfer of title or proof of 
registration as a business must be received by the Town of Carrot River 
after January 1, 2014 

• Tax exemption may be transferred in the event of a new owner, up until 
the expiry date of original agreement 

• The exemption of school taxes will be in accordance with Sections 298 
(2), (5) and (6) of the Municipalities Act. 

• The exemption will be applied as follows: 
i. 100% exempt in year one 

ii. 100% exempt in year two 
iii. Full Taxation in years three and beyond 

• Year one shall be considered 
i. If the first day of business is prior to February 1,  the calendar year 

of the first day of business 
ii. If the first day of business is on or after February 1, the calendar 

year following the first day of business 
• Council reserves the right to approve each incentive individually and has 

the option to expand or limit the incentive on a case-by-case basis 
 

4. Storefront Enhancement Grant: 
• Definition: a business that has been licensed by the Town of Carrot River 

for a minimum period of one year and is not in tax arrears; a business 
that is subject to commercial taxation, excluding home based businesses 
and businesses subject to grants-in-lieu; the improvement (building) must 
be at least 10 years old 

• Eligibility:  The Town of Carrot River will issue a grant that will not exceed 
50% of eligible expenses (to a maximum $3000 per applicant) for projects 
that result in significant visual storefront improvement to local business 
properties. There will be a maximum of one grant per property per ten 
years. The Carrot River Economic Development Board will adjudicate and 
award grants according to applications received and funding allotted in 
the calendar year. The storefront enhancement grant will not be awarded 
in conjunction with any other tax incentive. Applicable Building Permits 
must be applied for and issued prior to approval. 

• Applications must be completed and submitted to the Community 
Development Manager and/or Town Administrator prior to construction 
start date. Applications will be approved upon a first qualified, first 
approved basis. 

• Eligible Costs:  
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i. Construction Costs affecting the look of the business from the 
outside 

ii. New Canopies or Lighting 
iii. Paint 
iv. Signage 
v. Siding 

• Ineligible Costs: 
i. Roof top improvements (shingles, tin, air conditioner, etc.) 

ii. Consultations, Architects, Engineers, or Conceptual Drawings 
iii. Building permit, building official inspection fees 

• Grant Disbursement: 
i. The Carrot River Economic Development Board will match a 

portion of eligible expenses, up to 50% with a maximum of $3000 
once the project is complete and the business owner(s) have 
submitted copies of paid construction invoices for the project; 
payment will be issued from the Town of Carrot River directly to 
the property owner(s) on file with the Town of Carrot River. 

 
 200-11.3 TAX ENFORCEMENT 

 
Property with tax arrears of less than 25% of the year’s levy remaining shall be removed from 
the tax enforcement advertising list. 
 

200-12 INSURANCE 
 
The municipality shall carry commercial property insurance on all property.   
 
The municipality is required to carry a blanket position bond in the minimum amount of 
$500,000 on the administrator and office personnel. 

 
The municipality shall carry a minimum of $5,000,000 liability insurance. 
 

200-13 CAPITAL ASSETS 
 
The objective of the capital asset policy is to prescribe the accounting treatment for tangible 
capital assets so that users of the annual financial report can discern information about the 
investment in property, plant and equipment and the changes in such investment.  The principal 
issues in accounting for tangible capital assets are the recognition of the assets, the 
determination of their carrying amounts and amortization charges and the recognition of any 
related impairment losses. 
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Tangible capital assets should be capitalized (recorded in the fixed asset sub-ledger) according to 
the following thresholds: 
 

a) all land; 
b) all buildings; 
c) civil infrastructure systems (built assets such as roads, sewers, water with unit cost 

of $25 000.00 or greater; 
d) all others with unit cost of $10 000.00 or greater. 

 
Different thresholds may be used for group assets.  Capitalize betterments to existing assets 
when unit costs exceed the threshold. 
 
Categories 
 
A category of assets is a grouping of assets of a similar nature or function in the Town’s 
operations.  The following list of categories shall be used: 

a) land; 
b) buildings; 
c) equipment; 
d) roads; 
e) water; 
f) sewer; 
g) communication networks; 
h) motor vehicles; 
i) furniture and fixtures; 
j) computer systems (hardware and software) 

 
Valuation 
 
Tangible capital assets should be recorded at cost plus all ancillary charges necessary to place the 
asset in its intended location and condition for use. 
 
1.1 Purchased assets 

Cost is the gross amount of consideration paid to acquire the asset.  It includes all non-
refundable taxes and duties, freight and delivery charges, installation, and site 
preparation costs, etc.  It is net of any trade discounts or rebates. 

 
Cost of land includes purchase price plus legal fees, land registration fees, transfer taxes, 
etc.  Costs would include any costs to make the land suitable for intended use, such as 
pollution mitigation, demolition and site improvements that become part of the land. 

 
When two or more assets are acquired for a single purchase price, it is necessary to 
allocate the purchase price to the various assets acquired.  Allocation should be based on 
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the fair value of each asset at the time of acquisition or some other reasonable basis if 
fair value is not readily determinable. 

 
1.2 Acquired, Constructed or Developed assets 
 

Cost includes all costs directly attributable (e.g. construction, architectural and other 
professional fees) to the acquisition, construction or development of the asset.  Carrying 
costs such as internal design, inspection, administrative and other similar costs may be 
capitalized.  Capitalization of general administrative overheads is not allowed. 

 
Capitalization of carrying costs ceases when no construction or development is taking 
place or when the tangible capital asset is ready for use. 

 
1.3 Capitalization of Interest Costs 
 

Borrowing costs incurred by the acquisition, construction and production of an asset that 
takes a substantial period of time to get ready for its intended use should be capitalized 
as part of the cost of that asset. 

 
Capitalization of interest costs should commence when expenditures are being incurred, 
borrowing costs are being incurred and activities that are necessary to prepare the asset 
for its intended use are in the progress.  Capitalization should be suspended during 
periods in which active development is interrupted.  Capitalization should cease when 
substantially all of the activities necessary to prepare the asset for its intended use are 
complete.  If only minor modifications are outstanding, this indicates that substantially all 
of the activities are complete. 

 
1.4 Donated or Contributed Assets 
 

The cost of donated or contributed assets that meet the criteria for recognition is equal 
to the fair value at the date of construction or contribution.  Fair value may be determined 
using market or appraisal values.  Cost may be determined by an estimate of replacement 
cost.  Ancillary costs should be capitalized. 

 
 
Componentization 
 

Tangible capital assets may be accounted for using either the single asset or component 
approach.  Whether the component approach is to be used will be determined by the 
usefulness of the information versus the cost of collecting and maintaining information 
at the component level. 

 
Factors to consider when determining whether to use a component approach include: 
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a) Major components have significantly different useful lives and consumption 
patterns than the related tangible capital asset. 

b) Value of components in relation to the related tangible capital asset. 
 

Civil infrastructure systems should use the component approach.  Major components 
should be grouped when the assets have similar characteristics and estimated useful lives 
or consumption rates. 

 
Amortization 
 

The cost, less any residual value, of a tangible capital asset with a limited life should be 
amortized over its useful life in a rational and systematic manner appropriate to its nature 
and use.  The amortization method and estimate of useful life of the remaining 
unamortized portion should be reviewed on a regular basis and revised when the 
appropriateness of a change can be clearly demonstrated. 

 
Useful life is normally the shortest of the asset’s physical, technological, commercial or 
legal life. 

 
Generally, the Town uses a straight-line method for calculating the annual amortization.  
A comprehensive list of estimated useful lives of assets and amortization rates is attached.  
Town departments, boards and commissions, agencies and other organizations are 
responsible for establishing and utilizing an appropriate amortization methodology and 
rate for assets acquired, and for establishing and utilizing an appropriate estimated useful 
life for assets acquired. 

 
Disposal 
 

Disposal of tangible assets that are moveable personal property is the responsibility of 
the Town Council unless delegated to the Administrator. 

 
Disposal of real property will be the responsibility of Town Council. 

 
When other constructed tangible capital assets are taken out of service, destroyed or 
replaced due to obsolescence, scrapping or dismantling, the department head or 
designate must notify the Administrator of the asset description and effective date.  The 
Administrator is responsible for adjusting the asset registers and accounting records 
recording a loss/gain on disposal. 
 

Capital Asset Thresholds and Estimated Useful Lives 
The table below outlines the threshold and estimated useful life application to each 
capital asset category.  A threshold of ALL means that all capital asset purchases, 
regardless of cost, are recorded. 
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Capital Asset Class & Category 

 
Threshold 

Estimated 
Useful Life 

Land All Indefinite 
Land Improvements $  75 000 50 Years 
Buildings $150 000 60 Years 
Buildings Improvements $  50 000 Variable 
Leasehold and Occupancy Improvements $  50 000 Variable 
Heavy Equipment $  75 000 25 Years 
Operating Equipment $  75 000 25 Years 
Vehicles $  30 000 10 Years 
Computer Hardware $  10 000 5 Years 
Computer Software $  10 000 5 Years 
Office Furniture and Equipment $  10 000 20 Years 
Highways-Construction $150 000 40 Years 
Highways-Repaving $150 000 40 Years 
Highways-Other $  75 000 25 Years 
Water Infrastructure $100 000 40 Years 
Infrastructure-Other $100 000 40 Years 
Wastewater Infrastructure $100 000 40 Years 

 

200-14 ASSET MANAGEMENT POLICY AND STRATEGY 

Council Asset Management Policy Statement 

Asset management is a broad strategic framework that encompasses many disciplines 
and involves the entire organization. The term asset management, as used in this 
document, is defined as “the application of sound technical, social and economic 
principles that considers present and future needs of users, and the service from the 
asset”. To guide the organization, the following policy statements have been developed: 
 
a) The Town of Carrot River will maintain and manage infrastructure assets at 

defined levels to support public safety, community well-being and community 
goals. 

b) The Town of Carrot River will monitor standards and service levels to ensure that 
they meet/support community and Council goals and objectives. 

c) The Town of Carrot River will develop and maintain asset inventories of all its 
infrastructures. 

d) The Town of Carrot River will establish infrastructure replacement strategies using 
full life cycle costing principles. 

e) The Town of Carrot River will plan financially for the appropriate level of 
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maintenance of assets to deliver service levels and extend the useful life of assets. 
f) The Town of Carrot River will plan for and provide stable long-term funding to 

replace and/or renew and/or decommission infrastructure assets. 
g) Where appropriate, The Town of Carrot River will consider and incorporate asset 

management in its other corporate plans. 
h) The Town of Carrot River will report to citizens regularly on the status and 

performance of work related to the implementation of this asset management 
policy. 
 

Council vision and goals for infrastructure assets 
Council’s vision and goal for the community is a safe, livable, sustainable, and 
economically vibrant community underpinned by well managed and maintained 
infrastructure assets.  

These assets include but are not limited to efficient transportation networks, economical 
and reliable water distribution networks, safe and reliable sewage collection systems, and 
accessible recreation and civic facilities. 

Though assets age and deteriorate, by using sound asset management practices, 
Council and the community can be assured that the assets meet performance levels, are 
used to deliver the desired service in the long term and are managed for present and 
future users. 

This policy is to articulate Council’s commitment to asset management, and guides staff 
using the policy statements. In doing so, this policy also outlines how it is to be integrated 
within the organization in such a way that it is coordinated, cost effective and 
organizationally sustainable. This policy also demonstrates to the community that Council 
is exercising good stewardship and is delivering affordable services while considering its 
legacy to future residents. 

Staff will implement the policy through the development and use of asset management 
guidelines and practices. Since the performance of asset management is organization 
specific, reflective of knowledge, technologies, available tools, and will evolve over time, 
the responsibility for guidelines and practices are delegated to staff. 
 
Policy Principles, Guidelines and Integration 

The key principles of the asset management policy are outlined in the following list. 
The organization shall: 

• make informed decisions, identifying all revenues and costs (including 
operation, maintenance, replacement and decommission) associated with 
infrastructure asset decisions, including additions and deletions.  

o Tradeoffs should be articulated and evaluated, and the basis for the 
decision recorded 
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• integrate corporate, financial, business, technical and budgetary planning for 
infrastructure assets 

• establish organizational accountability and responsibility for asset inventory, 
condition, use and performance 

• consult with stakeholders where appropriate 
• define and articulate service, maintenance and replacement levels and 

outcomes 
• use available resources effectively 
• manage assets to be sustainable 
• minimize total life cycle costs of assets 
• consider environmental goals 
• consider social and sustainability goals 
• minimize risks to users and risks associated with failure 
• pursue best practices where available 
• report the performance of its asset management program 

Guidelines and Practices 
This policy shall be implemented by staff using accepted industry guidelines and practices 
(such as those recommended by the Federation of Canadian Municipalities), and staff 
shall consider the use of an asset management strategy and asset management plans. 

The organization will also comply with required capital asset reporting requirements and 
integrate the asset management program into operational plans throughout the 
organization. 

Strategic asset management plans may be developed for a specific class of assets, or be 
generic for all assets, and should outline long term goals, processes, and steps toward 
how they will be achieved. The asset management plans should be based on current 
inventories and condition (acquired or derived), projected performance and remaining 
service life and consequences of losses (e.g., vulnerability assessments). Operational 
plans should reflect these details.  

The context and integration of asset management throughout the organization’s lines of 
business is typically formalized through references and linkages between corporate 
documents. Where possible and appropriate, Council and staff will consider this policy 
and integrate it in the development of corporate documents such as: 

• Official Community Plan 
• Strategic plan 
• Capital Budget plan 
• Operational plans and budgets 
• Annual reports 
• Design criteria and specifications 
• Infrastructure servicing, management and replacement plans, e.g., 
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• transportation plans 
• Facility plans 

Key Roles for Managing the Asset Management Policy 

Policies are approved by Council. While staff, public and other agencies may provide input 
on the nature and text of the policy, Council retains the authority to approve, update, 
amend or rescind policies. 

 
Role Responsibility 

Identification of issues, and 
development 
of policy updates 

Council and staff 
 

Exercise stewardship of assets, adopt 
policy and budgets 

Council 
 

Establish levels of service Council, staff and public 
Implementation of policy Administrator and Staff 
Development of guidelines and 
practices 

Administrator and Staff 

On-going review of policies Council and staff 

Implementation, Review and Reporting of Asset Management Work 

The implementation, review and reporting back regarding this policy shall be integrated 
within the organization. Due to the importance of this policy, the organization’s asset 
management program shall be reported annually to the community, and implementation 
of this policy reviewed by Council every two years. 

Actions Responsibility 
Adopt Asset Management Policy Council and Administrator 
Monitor and review infrastructure 
standards and service levels at established intervals 

Council and Administrator 

Develop and maintain infrastructure 
strategies including development and 
service plans 

Executive Team 

Develop and maintain asset inventories Executive Team 
Assess infrastructure condition and service 
levels 

Executive Team 

Establish and monitor infrastructure 
replacement levels using full 
life cycle costing principles 

Executive Team 

Report to citizens on status of the 
community’s infrastructure assets and asset 
management programs 

Council and Administrator 
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Strategies for Implementation of the Asset Management Policy 
 

 
Strategy/Action 

 
Responsibility 

Implementation Date 

Establish Policy and Strategy Council June, 2018 
Identify Assets Administrator June, 2018 
Investigate Software 
Available, Recommend 
purchase and Implementation 
Dates 

Administrator July, 2018 

Assess Infrastructure 
Condition Using Software, 
Develop Asset Inventories 

Administrator and Staff Summer, 2018 and 2019 

Identify Desired Levels of 
Service 

Council and Staff Winter, 2018-2019 

Monitor Infrastructure 
Replacement Levels and 
Recommend Annually Capital 
Replacement Accordingly 

Staff Annually 

Approve Capital Asset Plan Council Annually 
Report to Citizens on Status of 
Assets 

Council and Administrator Annually 

 

200-15 PROCUREMENT POLICY 
 The Town of Carrot River will abide by the obligations of procurement outlined in the New 

West Partnership Trade Agreement.  Procurement obligations will be triggered on goods or 
services valued over $75,000 and, in the case of construction projects, goods or services valued 
over $200,000.  When those obligations are triggered the Town of Carrot River must, at a 
minimum, advertise tender notices on the website sasktenders.gov.sk.  

 
 Other means of tendering may be used in addition should Council deem it necessary.  As a rule 

of thumb, procurement as per budget can be ordered by the Administrator or employee(s) that 
have been delegated by the Administrator.  Every effort should be made by the Administrator 
that local reputable contractors are invited to perform paid work for the Town and that no one 
qualified local reputable contractor receives a significant portion of paid work without entering 
a public invitation or tendering process.  
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APPOINTMENTS LIST 
Committee Name Appointed Re-Appointment

Regional EMO Coordinator Chris Letendre, B & B Enforcement 26-Feb-20 n/a
Carrot River Senior Citizen's Home Ltd Dennis Letendre Annual

Carrie Neigel Annual
Donna Nagus 20-Sep-17 n/a

Treasurer Evron Buyaki 1-Oct-10 n/a
RM Rep Janet Skalicky n/a
RM Rep Jacob Buhler n/a

Carrot River Recreation Board Candace Panchyshyn 19-Mar-18 31-Dec-22
Shelly Holmen 18-Dec-18 31-Dec-22
Dylan Custaloe 22-Dec-20 31-Dec-22
Chris Bergen 13-Nov-20 Annual
Roman Charko 22-Dec-20 Annual
Carrie Neigel 18-Sep-19 Annual
Andrea Colborn 23-Oct-19 31-Dec-22

Pasquia Place Joint Apptmts Evelyn Anderson 1-Jan-16 31-Dec-21
Susan Sauder 1-Jan-16 31-Dec-21
Tracy McDougall 15-Nov-17 31-Dec-21
Al Frecon 1-Jan-21 31-Dec-22
Ryan Drury 1-Jan-21 31-Dec-22
Lynda Gurbach 1-Jan-19 31-Dec-22
Dixie Strasser 1-Jan-21 31-Dec-22

The Pasquia Trust Joint Apptmts Lerae Cross 15-Nov-17 31-Dec-21
Karen Holowka 15-Nov-17 31-Dec-21
Rick Colborn 15-Nov-17 31-Dec-21
Jim Doherty 1-Jan-18 31-Dec-21
Evelyn Anderson 15-Nov-17 31-Dec-21
Dan Oakes 18-Mar-20 31-Dec-22
Lynda Gurbach 18-Mar-20 31-Dec-22
Dylan Borody 1-Jan-21 31-Dec-22
Wilf Wolowski 1-Jan-21 31-Dec-22
Lyle Quiring 1-Jan-21 31-Dec-22
Alan Stewart 1-Jan-21 31-Dec-22

Building Official Municode Services LTD. 22-Jun-21
Carrot River Fire & Rescue Roman Charko Annual

Neal Wasko 18-Oct-17 Annual
RM Rep Wilf Wolowski 9-Nov-20 n/a
RM Rep Deputy Reeve n/a n/a

Deputy Fire Chief Dylan Borody 1-Oct-18 31-Dec-22
Carrot River Economic Development Chad Trombley 21-Oct-09 31-Dec-23

Christine Trombley 22-Dec-20 31-Dec-23
Ward Kewley 18-Feb-15 31-Dec-22
Jeff Cavanaugh 15-Nov-17 31-Dec-22
Candice Hesje-Luchinski 15-Nov-17 31-Dec-22
Marcy Friesen 18-Dec-18 31-Dec-22
Evan Wolowski 18-Dec-18 31-Dec-22

Carrot River Medical Clinic Roman Charko
Ryan Drury
Al Frecon
Jacob Buhler
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FORMAL COMPLAINT FORM  
 

Sent via (check one)  ___ Mail to Box 147, Carrot River, SK S0E 0L0  

    ___ Email to t.carrotriver@sasktel.net  

    ___ Fax to 306-768-2930 (office) 

    ___ Hand delivered to ____________________________ (Name of Councillor) 

 

Name of ratepayer:  ________________________________________________________  

Civic Address: ________________________________________________________  

Phone number:  ________________________________________________________  

Email address:  ________________________________________________________  

 

This input is intended as a (check where applicable):  

    ___ Feedback concerning actions already taken by Council  

    ___ Suggestion regarding future actions by Council  

    ___ General enquiry or concern  

    ___ Criticism for Council  

    ___ Approval for Council  

 

Comments:____________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________  

_____________________________________________________________________________________ 

 

Signature of ratepayer:  ______________________________________________________  

Date Submitted:  ______________________________________________________ 
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