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Open Meeting 
 

1. Call To Order 
 
2. Disclosure of Pecuniary Interest 

 
3. Adoption of In-Camera Minutes – June 21, 2012 (circulated separately) 

 Any discussion will be held in the In-Camera Session 
 

In-Camera 
 

4. Authority to Hold a Closed Meeting and Related In-Camera Session 
 

 A personal matter about an identifiable individual, including municipal or local board employees; 
[Sec. 239 (2)(b), Municipal Act, 2001, as amended]  

 A proposed or pending acquisition or disposition of land by the Municipality or local Board. [Sec. 
239 (2)(c), Municipal Act, 2001, as amended] 

 A matter pertaining to the security of the property of the municipality or local board [Sec. 239 
(2)(a), Municipal Act, 2001, as amended]  

 
4.1 Confidential Personnel Matter 

 
4.2 Confidential Property Matter 
 

1:55: pm 
4.3 Annual Confidential Audit Letter to Council 
 
  



5. Consent Agenda – Considered to be routine, these items may be approved by one motion. Items 
may be separated and referred to the Discussion Agenda 

 
5.1 2013 Budget & Forecast Timetable, R. Ford, Director of Finance/Treasurer ....................... 4 
 
5.2 Insurance Renewal – July 1, 2012 to June 30, 2013, R. Ford, Director of 

Finance/Treasurer / R. Jager, Administrative Coordinator ...................................................... 7 
 
5.3 Contract Award – Development Charge Background Study, R. Ford, Director of 

Finance/Treasurer / D. Valentim, Senior Financial Analyst ................................................... 10 
 
5.4 Updated Purchasing By-Law, R. Ford, Director of Finance/Treasurer / P. Hewitt, Manager 

of Purchasing ........................................................................................................................ 15 
 
5.5 Summary of Operating Expenditures and Revenues as at May 31, 2012, R. Ford, 

Director of Finance/Treasurer / S. Strain, Manager of Budgets & Accounting Services ....... 30 
 

5.6 Code of Conduct (employees), J. Fleck, Director, HR Services ........................................ 34 
 
5.7 Town of Ajax Health and Safety Report (2011), J. Fleck, Director, HR Services / S. 

Gendron, Health, Safety & WSIB Advisor ............................................................................. 39 
 
5.8 Town of Ajax Wellness Report (2011), J. Fleck, Director, HR Services / S. Gendron, 

Health, Safety & WSIB Advisor ............................................................................................. 42 
 
5.9 2011 Recruitment Report, J. Fleck, Director of HR Services / J. Lumsden, Compensation & 

Recruitment Manager ............................................................................................................ 45 
 
5.10 2012 Mid-Year Building Permit Activity Report, P. Allore, Director of Planning & 

Development Services / J. Mamo, Manager of Building Approvals Section .......................... 48 
 
5.11 Contract Award - Review and Analysis of the Development Application Approval 

Process (DAAP) Model, P. Allore, Director of Planning & Development Services / J. Mamo, 
Manager of Building Approvals Section ................................................................................ 52 

 
5.12 Municipal Significance Designation for St. Francis Centre Events – Ajax Creative 

Social & Dinner Theatre, J. Wood, Acting Director of Recreation & Culture / L. Warth, 
Community Development Coordinator .................................................................................. 54 

 
5.13 Contract Award - Block Pruning of Municipal Trees, D. Meredith, Director of Operations 

& Environmental Services / J. Stewart, Manager of Environmental Services ....................... 56 
 
5.14 Road Rationalization:  Transfer of Roads Between the Town of Ajax and the Region of 

Durham, D. Meredith, Director of Operations & Environmental Services ............................. 59 
 
  



6. Presentations / Discussion 
 
6.1 Financial Statements 
 - Steve Stewart, Associate Partner, Deloitte ................................................................... verbal 
 
6.2 Toronto 2015 Pan/Parapan America Games, Dave Meredith, Director of Operations & 

Environmental Services  ....................................................................................................... 71 
 
6.3 Financial Sustainability Plan – Project Scope, R. Ford, Director of Finance/Treasurer ... 98 
 
6.4 Constituency Inquiry Request Process – 1 Year Review, B. Skinner, CAO / M. Murray, 

Manager of Strategy, Communications & Policy / D. Forget, Manager of Quality Service & 
Special Projects / L. Soulliere, Customer Service Coordinator ........................................... 121 

 
6.5 Regional Council Representation, Councillor Shaun Collier ....................................... verbal 
 “That the Town Clerk present a updated report on the need for fair representation at 

Regional Council to a Fall 2012 General Government Committee Meeting” 
 
 

7. Adjournment 



TOWN OF AJAX 
REPORT 
 
 
 
REPORT TO:  General Government Committee    
 
SUBMITTED BY: Rob  Ford, CMA, AMCT 
   Director of Finance/Treasurer    
 
PREPARED BY: Rob  Ford, CMA, AMCT 
   Director of Finance/Treasurer    
     
SUBJECT:  2013 Budget & Forecast Timetable    
 
WARD(S):  All    
 
DATE OF MEETING: July 5, 2012 
 
REFERENCE:   

 
 

 
 
 
RECOMMENDATION: 
 

That the 2013 Budget & Forecast Timetable be approved. 
 
 
 
BACKGROUND: 
 
The 2013 Capital and Operating Budgets and the 2014-2017 Long Range Capital Forecast 
(LRCF) timetable is consistent with 2012. The public meeting for the budgets and LRCF is 
scheduled for Monday, February 4, 2013, with approval by Council on Monday February 11, 
2013. 
 
 
 
DISCUSSION: 
 
Consistent with most municipalities, the 2013 Operating and Capital Budgets and 2014-2017 
Long Range Capital Forecast will be prepared in the non Public Sector Accounting Board 
(PSAB) format. As required by Provincial regulation, a separate report on the excluded PSAB 
expenses (tangible capital asset amortization, post employment benefits, post closure landfill 
costs) will be presented to Council at the same time as the budget is presented for approval. 
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Subject:   2013 Budget & Forecast Timetable    P a g e  | 2   
 

 
The key timetable dates are summarized below: 
 

Date Activity 
July 5, 2012 2013 Budget & Forecast timetable approved by GGC 
  

August 31, 2012 
Deadline for Council submission of service level changes, new capital 
projects and changes in timing/scope of existing capital projects 

  
September 4, 2012 2013-2016 General Levy Forecast submission deadline 
  
September 24, 2012 2012 Operating Budget Forecast submission deadline 
  
October 4, 2012 2013-2016 General Levy Forecast presented to GGC  
  

October 15, 2012 
2013 Capital Budget/2014-2017 Long Range Capital Forecast 
submission deadline 

  
October 18, 2012 2012 Operating Budget Forecast presented to GGC 
  

November 12, 2012 
2013 Operating Budget and Level of Service Change submission 
deadline 

  
January 28, 2013 Distribution of budget, including posting on Town website 
  
February  4, 2013 Budget/Forecast review at public GGC meeting 
  
February 11, 2013 Budget/Forecast approved by Council 
 
 
  
COMMUNICATION ISSUES: 
 
All budget and forecast documents, reports, etc., for both current and prior years, are available 
on the Town’s website. Printed copies of the current year’s budget/forecast are available on 
request. The date, time and location of the February 4, 2013 public GGC meeting will be 
advertised on the Town’s community page in the News Advertiser, and on the Town’s website 
well in advance of the meeting date. 
 
The existing information packages, “Understanding the Town’s Budget Process” and “Slots 
Revenue Facts”, which remain on the website through the entire year, were updated back in 
May. 
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Subject:   2013 Budget & Forecast Timetable    P a g e  | 3   
 

CONCLUSION: 
 
Planning for the 2013 Operating and Capital Budgets and 2014-2017 Long Range Capital 
Forecast began shortly after the approval of this year’s budget/forecast. Council’s approval of 
the timetable allows staff to continue the significant work required to complete the 2013 budgets 
and related forecasts. 
 

 
 
________________________ 
Rob  Ford, CMA, AMCT 
Director of Finance/Treasurer 
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TOWN OF AJAX 
REPORT 
 
 
 
REPORT TO:   General Government Committee   
 
SUBMITTED BY:  Rob Ford, CMA, AMCT 
    Director of Finance/Treasurer   
 
PREPARED BY:  Rosanna Jager 
    Administrative Coordinator   
     
SUBJECT:   Insurance Renewal – July 1, 2012 to June 30, 2013   
 
WARD(S):   All   
 
DATE OF MEETING:  July 5, 2012  
 
REFERENCE:    

 
 
 
RECOMMENDATION: 
 
That  the report on the Insurance Renewal – July 1, 2012 to June 30, 2013 be received for 
information. 
 
BACKGROUND: 
 
The Durham Municipal Insurance Pool (DMIP or Pool) is an alternative to the traditional 
insurance market  and combines regular insurance coverage with collectively self insuring 
claims within deductible levels.  On a per claim basis, the Town’s deductible is $10,000, with the 
Pool responsible for up to $500,000 and the insurance company covering anything above 
$500,000. 

 
Under the “Subscribers Agreement for the Purchase of Insurance”, which was signed by Council 
when the DMIP was formed, the authority to secure insurance and set member contributions 
was delegated to the Pool’s Board of Directors, which is comprised of the Treasurers of the six 
member municipalities. 
 
DISCUSSION: 
 
The Town’s insurance cost is a combination of the premiums paid to the insurance company 
(Frank Cowan Company) through the DMIP, self insurance contributions to the Pool and DMIP 
operating costs, and deductible payments.  
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Subject:   Insurance Renewal – July 1, 2011 to June 30, 2012   P a g e  | 2  
 
 

The DMIP is entering its 12th year of operation and is fulfilling the mandate to secure better 
insurance rates and coverage.  The DMIP continues to provide guidance to all the members, in-
house claims adjusting services and risk management initiatives to protect the financial stability 
of the Pool. 

 
The continued success of the DMIP is twofold: 
 
1. Lower Premium Increases 

As detailed on ATT-1 Growth Comparison chart, the 2008 to 2011 increases for the DMIP 
were well below the increases for those municipalities with traditional insurance coverage. 
 

2. Accumulated Pool Surplus 
The accumulated surplus of $5M is available to offset any future insurance costs resulting 
from the settlement of outstanding claims and unstable insurance markets. 
 

The Town’s total combined insurance premiums/self insurance contributions excluding the 
Library and Cricket Club for 2012/2013 will be $870,400, which represents a 11.7% increase 
over 2011/2012.  The 2012 budget projected a 10% increase and as a result, insurance costs 
will be $15,100 over budget.   
 
In addition to the $870,400 in insurance premiums/self insurance contribution, the Town also 
budgets $110,800 per year for claims within our $10,000 deductible limit.   

 
FINANCIAL IMPLICATIONS: 
 
Funds for the insurance coverage are included in each department’s operating budget. 
  
CONCLUSION: 
 
The Town’s continuing participation and commitment to the Durham Municipal Insurance Pool is 
an essential element in mitigating and/or controlling future insurance costs and improving our 
risk management practices. 

ATTACHMENTS: 

ATT-1 – Growth Comparison Chart  

 

___________________________ 
Rosanna Jager 
Administrative Coordinator 
 
 
 
 
___________________________ 
Rob Ford, CMA, AMCT 
Director of Finance/Treasurer 
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TOWN OF AJAX 
REPORT 
 
 
 
REPORT TO:   General Government Committee     
 
SUBMITTED BY:  Rob Ford, CMA, AMCT 
  Director of Finance/Treasurer 
 
PREPARED BY:  Dianne Valentim, CGA 
    Senior Financial Analyst  
 
SUBJECT:   Contract Award – Development Charge Background Study 
 
WARD(S):   All   
 
DATE OF MEETING:   July 5, 2012 
 
REFERENCE:   Capital Account No. 936911 – Development Charge Study 2012 

 
 

 
RECOMMENDATION: 
 
That Council award the contract for the Development Charge Background Study to 
Watson & Associates Economists Ltd, in the amount of $66,155.85 (inclusive of taxes). 

 
 

BACKGROUND: 
 
Under Bill 98, Development Charges Act, 1997, Part II Section 9 (1), “a development charge by-
law expires five years after the day it comes into force.”   The current Development Charge By-
law No. 83-2008 was passed and came into force on September 8, 2008 and will therefore 
expire on September 8, 2013.   
 
DISCUSSION: 
 
The current Purchasing by-law allows for purchases through negotiations under certain 
conditions, more specifically, “where at the discretion of the Department Head, with the approval 
of the Chief Administrative Officer, it is deemed to be in the best interest of the municipality to 
negotiate with vendors.”  
 
Watson & Associates Economists Ltd. completed our original and current development charge 
background studies as well as a large number of others within Durham Region and throughout 
Ontario.  Over the last several years, they have provided other services to the Town including 
growth studies, representation at the OMB, and advice on development charge interpretation and 
application.  Watson & Associates Economists Ltd. have an in depth knowledge of the Town’s 
development and its operations, which allows for the continuity necessary to fulfill the 
requirements of this study in a cost efficient and effective manner.  
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The background study will rely on information collected from other Town studies and 
information, including but not limited to the Transportation Master Plan, Recreation, Parks and 
Culture Master Plan and the Building Condition Survey. These various studies and Watson & 
Associates’ extensive involvement with the Town enable the Town to capitalize on economies of 
scale in the completion of the background study, which is reflected in the contract price.  This 
approach will also ensure that the results of the DC updating process are well suited to the 
Town’s requirements. 
 
In addition to calculating the amount of the development charge, the background study will 
address policy issues with respect to credits, exemptions, user definitions, discounts and phase-
ins, financing strategies, reserve funds, indexing, timing of collections, and other relevant policy 
issues. 

 
The key milestones of the Development Charge background study are summarized below: 
 
 

 
Milestone       Timing 
 
Documentation of Growth Forecasts and establish 
Service Levels 

July - Sept 2012 

 
Update 10 Year and Build-out Capital Programs Oct – Nov 2012 
 
Develop Draft Background Study and By-law Dec 2012 - Mar 2013 
 
Formal release of Background Study Early April 2013 
 
Meeting with Development Industry April 2013 
 
Public meeting of Council Late June 2013 
 
Council consideration of By-law & new DC By-law 
Effective Date 

Sept 2013 

 
 
Meetings and ongoing communication with the Development Industry will continue throughout 
the study period.  The timing and content of the meetings will be driven by the process and the 
feedback received. 
 
The Capital Expenditure Control Policy provides for a contingency in excess of 10% when 
recommended by the Department Head and approved by the Chief Administrative Officer.  As 
specified in the Financial Implications section of this report, staff are recommending that Council 
approve a contingency amount of 15%.  The contingency for this project has been identified to 
respond to the possible additional industry consultation sessions, responses and/or meetings 
required as a result of public and developer feedback.   
 
This report, single source recommendation and contingency percentage has been reviewed and 
approved by the Chief Administrative Officer. 
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Subject:   Contract Award – Development Charge Background Study                                           P a g e  | 2  
 

 
 
FINANCIAL IMPLICATIONS: 
 
Capital Account No. 936911 – Development Charge Study 2012 
 
Approved Capital Budget    

 $85,000.00 
Contract (net of HST rebate) $59,575.39 
Contingency  $ 8,936.00 

$68,511.39  
  
Available Budget  $16,488.61 
     
 
The contingency for this project has been identified to respond to the possible additional 
industry consultation sessions, responses and/or meetings required as a result of public and 
developer feedback 
 
The Capital Detail Sheet is attached for information. 
 
 
COMMUNICATION ISSUES: 
 
Public meetings and/or consultations will be held to fully engage the development community 
throughout the study process.  The study release and public meetings will be posted on the 
Town website as well as in the community pages of the Ajax News Advertiser. 
 
 
CONCLUSION: 
 
It is the recommendation of staff that Watson & Associates Economists Ltd. be awarded the 
contract for the Development Charge Background Study, as a single source purchase. 

 
 
ATTACHMENTS: 
 
ATT-1: Development Charge Study 2012 
 
 
 
 

 
Dianne Valentim, CGA 
Senior Financial Analyst 
 
 
 
 

 
Rob Ford, CMA, AMCT 
Director of Finance/Treasurer 
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TOWN OF AJAX

DETAIL SHEET

2012 CAPITAL BUDGET / 2013−2016 LONG RANGE CAPITAL FORECAST

Section Finance Administration

Project Name Development Chg Study 2012    

Department Finance

Submitted By Sheila Strain, Manager of Budgets & Accounting Services

Start Year 2012

Project Number 0936911

EXPENDITURES / FUNDING

2015201420132012 2016 Total

Total Expenditures 85,000 85,000

Capital Projects Reserve 6,600 6,600

Development Charges − 2008 78,400 78,400

85,00085,000Total Funding

PROJECT DESCRIPTION / JUSTIFICATION

In accordance with Provincial Legislation, a Development Charge Background Study and Development Charge By-law must 
be completed, at minimum, every 5 years. 

The current DC By-law became effective on September 8, 2008 and the next scheduled Background Study will begin in 
2012, with a revised By-Law required to be in place by September 8, 2013.  
 
The Background Study is a lengthy process that involves input from various studies and continuous communication with 
the development community.  The completion of the Development Charge Background Study and By-law ensures capital 
projects required by growth are funded by new development to the fullest extent possible.  The study and By-law support 
the guiding principle of managing growth and corporate goal to support infrastructure development. 
 
Major milestones of this project include: 

  Engaging consulting services for the updating of the DC Background Study
  Review and update of growth forecast
  Meetings with Development Industry
  Completion of Background Study
  Public Meeting of Council
  Council consideration of By-law
  New DC By-law becomes effective 

The completion of the study and By-law requires updates and revisions to various studies and master plans including the 
Transportation Master Plan to support the final document.  It is expected that the Development Charge Background Study 
will be initiated by mid 2012. 
 
2008 DC Background Study Reference B-3
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TOWN OF AJAX

DETAIL SHEET

2012 CAPITAL BUDGET / 2013−2016 LONG RANGE CAPITAL FORECAST
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TOWN OF AJAX 
REPORT 
 
 
 
REPORT TO:   General Government Committee   
 
SUBMITTED BY:  Rob Ford, CMA, AMCT 
    Director of Finance/Treasurer   
 
PREPARED BY:  Paul Hewitt, CPPO 
    Manager of Purchasing   
     
SUBJECT:   Updated Purchasing By-Law   
 
WARD(S):   N/A   
 
DATE OF MEETING:  July 5, 2012  
 

 
 
RECOMMENDATION: 
 
That  the updated Purchasing By-Law be recommended to Council for approval. 
 
BACKGROUND: 
 
The Purchasing By-Law is a by-law to define the purchasing policies for the acquisition of goods 
and  services by the Town of Ajax.  The current version of this by-law [35-2010] was passed by 
Council at its meeting of March 8, 2010. 

 
 
DISCUSSION: 
 
To improve the efficiency and effectiveness of the procurement process, some administrative 
changes are being recommended to the Purchasing By-Law: 
 
 Within the Non-Competitive Process [Section 5], some minor housekeeping changes 

were made. 
 

 Within the Review of Bids & Bid Irregularities [Section 14], changes have been made to 
reflect current best practices on bid compliance and the handling of bid irregularities. 

 
The Town Solicitor has had the opportunity to review and comment on the Purchasing By-Law 
and concurs with the recommended changes. 
 
FINANCIAL IMPLICATIONS: 
 
N/A 
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Subject:   Updated Purchasing By-Law    P a g e  | 2   
 

COMMUNICATION ISSUES: 
 
As part of the Quality System, the Town has established Corporate Operating Procedures 
(COR-OP) that pertain to procurement.  These COR-OPs will be reviewed and modified as 
required to include all of the changes identified in the by-law.  The Purchasing By-Law is posted 
on the Town’s website and is available for downloading and review by potential Bidders. 

 
 
CONCLUSION: 
 
It is the recommendation of staff that the updated Purchasing By-Law be approved. 
 
 
 
 
 
____________________________________________ 
Paul Hewitt, CPPO - Manager of Purchasing 
 
 
 
 
 
____________________________________________ 
Rob Ford, CMA, AMCT - Director of Finance/Treasurer 
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THE CORPORATION OF THE TOWN OF AJAX 
 

BY-LAW NUMBER XXX-2012 
 

Being a By-law to define the purchasing policies for the acquisition of Goods and/or 
 Services by the Town of Ajax. 

 
WHEREAS this By-law establishes the authority and sets out the methods by which the Town of 
Ajax will procure Goods and/or Services, subject to certain exceptions set out herein; 
 
NOW THEREFORE THE COUNCIL OF THE CORPORATION OF THE TOWN OF AJAX 
HEREBY ENACTS, AS FOLLOWS: 
      
1. SHORT TITLE 
 

This By-law may be cited as the Purchasing By-law. 
          
2. PURPOSES, GOALS AND OBJECTIVES 
 

2.1. The purpose, goals and objectives of this By-law and each of the methods of acquisition 
authorized are: 

 
2.1.1. to encourage competition among suppliers; 
2.1.2. to maximize savings for taxpayers; 
2.1.3. to ensure service and product delivery, quality, efficiency and effectiveness; 
2.1.4. to ensure fairness among bidders; 
2.1.5. to ensure openness, accountability and transparency, while protecting the 

financial and operational best interests of the Town; 
2.1.6. to have regard for the accessibility for persons with disabilities to the 

Goods/Services and Construction purchased by the Town. 
 

2.2. This By-law shall be applied and administered having regard for the Town’s “Capital 
Expenditure Control Policy No. 013” and any other finance control policies, as amended. 

 
3. DEFINITIONS 
 

3.1. “Award” means the selection of a Bidder/Proponent and their Goods/Services as 
accepted by the Town. 

 
3.2. “Bid” means the Bidder’s or Proponent’s offer to sell the Goods/Services to the Town. 
 
3.3. “Bidder” means, a person, supplier, vendor, contractor; developer or professional, 

who submits a Bid to the Town. 
 
3.4. “Bid Document” means a Request for Tender, Request for Quotation, Request for 

Proposal or other documents that state, the Town’s desire to buy or to consider buying 
and Bidders/Proponents offer to sell to the Town, the Goods/Services defined in the 
specifications. 

 
3.5. “Bid Irregularity” means a deviation between the requirements of a Bid Document 

request and the information provided in the Bid response. 
 
3.6. “Contract” means, a binding agreement between two or more parties that creates an 

obligation to provide a particular Good/Service. 
 
3.7. “Council” means the Council of the Town. 
 
3.8. “Department” means a department as established by the Town from time to time. 
 
3.9. “Department Head” means the person chosen by the Town to be the head of a 

Department. 
 

3.10. “EOI” means Expression of Information, a process whereby the Town uses a focused 
market research tool to determine Bidder interest in proposed procurement.  

 
3.11. “Formal Process” means the request for Bid is issued in writing, on prescribed forms.  

Bidders/Proponents must submit their Bid, using these forms in a sealed package, by a 
predetermined time.  Formal processes must follow the provisions detailed in the 
various procurement related ISO Standard Operating Procedures. 
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3.12. “Goods/Services” means all goods and services, as set out in the Bid Document, 
which include all supplies, materials, equipment, general maintenance and services, 
construction and works contracts, leases, rentals, and repairs of equipment; consulting 
and professional services, including the services provided by architects, engineers, 
designers, real estate appraisers, management or financial consultants, brokers or 
lawyers and any other consulting or professional service rendered on behalf of the 
Town. 

 
3.13. “Informal Process” means the request for Bid may or may not be published and 

received on prescribed forms, by a predetermined time.  Depending on the purchase 
value, Bids may be received electronically, verbally or in written formats. 

 
3.14. “ISO” means the International Organization of Standardization. 

 
3.15. “Major Irregularity” means an irregularity in a Bid, such that a strict compliance 

component is missing, which is required at the time of Bid submission, affecting the 
price, quality, quantity or delivery and is material to the Award.  If the irregularity is 
permitted, the Bidder/Proponent could gain an unfair advantage over competitors and 
therefore results in the automatic rejection of the Bid. 

 
3.16. “Minor Irregularity” means an irregularity in a Bid, such that a Bid submission is 

substantially compliant, and the irregularity affects form rather than substance.  The 
effect on the price, quality, quantity or delivery is not material to the Award.  If the 
irregularity is permitted, the Bidder/Proponent would not gain an unfair advantage over 
competitors.  The Bidder/Proponent will, if any, be allowed time to clarify/correct the 
submission, only with respect to the Minor Irregularity. 

 
3.17. “Proposal” means an offer from a Proponent to provide Goods/Services to the Town, 

acceptance of which may be subject to further negotiation.  It is the response 
submitted to a RFP. 

 
3.18. “Proponent” means a person, supplier, vendor, contractor; developer or professional 

submitting a Proposal. 
 

3.19. “Purchasing” means the Purchasing Section of the Finance Department. 
 

3.20. “Purchasing Card (P-Card)” means a type of credit card issued at the corporate level, 
by an authorized lending institute.  The cards are issued in an individuals’ name, but 
the charges incurred are the liability of the Town. 

    
3.21. “Quotation” means an offer from a Bidder to provide Goods/Services to the Town or 

buy Goods/Services from the Town, at a specific rate or price.  It is the response 
submitted to a RFQ, the acceptance of which will result in the formation of a binding 
Contract between the Town and the Bidder submitting the Quotation. 

 
3.22. “RFI” means Request for Information, a process whereby the Town uses a general 

market research tool to determine what products and/or services are available; to 
scope out business requirements; and/or estimate project costs.   

  
3.23. “RFP” means Request for Proposal, a process whereby the Town identifies a need, 

but the method by which it will be achieved is unknown at the outset.  This process 
allows Proponents to propose solutions or methods to arrive at a desired result.  

 
3.24. “RFQ” means Request for Quotation, a process whereby the Town, through a Formal 

or Informal Process, requests Bids for particular Goods/Services, which may or may 
not be required to be submitted on prescribed forms in sealed packages. 

 
3.25. “RFT” means Request for Tender, a process whereby the Town, through a Formal 

Process, requests Bids for particular Goods/Services which must be submitted on 
prescribed forms in sealed packages. 

 
3.26. “RPQ” means Request for Pre-Qualification, a process whereby the Town requests 

specific qualification criteria, which will then be used to identify and pre select Bidders, 
where the experience and qualifications of the Bidder must be clearly established and 
verified prior to the Bidder being allowed to submit a Bid.  This process is typically 
used when selecting Architects and General Contractors for large building construction 
or renovations. 

 
3.27. “Single Sourcing” means the procurement of Goods/Services from a particular 

Bidder/Proponent rather than through the solicitation of Bids from multiple 
Bidders/Proponents who can also provide the same/similar Goods/Services. 

 
3.28. “Sole Sourcing” means the procurement of Goods/Services that are unique to a 

particular Bidder/Proponent and cannot be obtained from another source. 
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3.29. “Standard Operating Procedures” means the procedures established by the Town to 

be followed in carrying out a given operation or a given situation. 
 

3.30. “Tender” means, an offer from a Bidder to provide Goods/Services in response to a 
RFT, the acceptance of which will result in the formation of a binding Contract between 
the Town and the Bidder submitting the Tender. 

 
3.31. “Town” means The Corporation of the Town of Ajax. 

 
4. PROCUREMENT PROCEDURES 

 
Any person acquiring Goods/Services on behalf of the Town, shall do so in accordance with 
this By-law and the various procurement related ISO Standard Operating Procedures. 

 
4.1. Method of Solicitation -The method of solicitation may take the form of one of the 

following: 
 

4.1.1. Request for Quotation (RFQ) 
4.1.2. Request for Tender (RFT) 
4.1.3. Request for Proposal (RFP) 
4.1.4. Request for Pre-Qualification (RPQ) 
4.1.5. Request for Information (RFI) 
4.1.6. Expression of Interest (EOI) 
4.1.7. Non-Competitive Process 

 
4.2. Where the factors of suitability, quality, service, and ability to deliver, are deemed to be 

equal, the Contract shall be awarded to the lowest, compliant Bidder or highest scoring, 
compliant Proponent who meets the minimum specifications. 

 
4.3. Notwithstanding the provisions of this By-law, the Town shall have absolute discretion 

in awarding Contracts and retains the right to reject any or all Bids. 
 
4.4. Purchases $0 - $1,000.00  

 
4.4.1. Competitive Bids are not required. 

 
4.4.2. The Contract is awarded by staff in accordance with Section 4.10 Contract 

Award Approval Levels. 
 

4.5. Purchases $1,000.01 - $25,000.00  
 

4.5.1. The Bid solicitation process shall be conducted through Purchasing, unless 
the Goods/Services are authorized under Section 5 Non-Competitive 
Process or Section 8 Exceptions/Exemptions from Competitive Process. 
 

4.5.2. A Formal or Informal Process shall be followed, all in accordance with the 
provisions detailed in the various procurement related ISO Standard 
Operating Procedures. 

 
4.5.3. The Manager of Purchasing or designate, in consultation with the 

Department representative, shall determine whether a Formal Process or 
Informal Process will be followed. 

 
4.5.4. The Department shall provide Purchasing with the relevant information 

required for the acquisition, such as; specifications, terms of reference, 
provisions, plans, drawings, etc. 
 

4.5.5. The Contract is awarded by staff in accordance with Section 4.10 Contract 
Award Approval Levels. 

 
4.6. Purchases Over $25,000.00  

     
4.6.1. The Bid solicitation process shall be conducted through Purchasing, unless 

the commodity is authorized under Section 5 Non-Competitive Process or 
Section 8 Exceptions/Exemptions from Competitive Process. 

 
4.6.2. A Formal Process shall be followed, all in accordance with the provisions 

detailed in the various procurement related ISO Standard Operating 
Procedures. 

 
4.6.3. The Department shall provide Purchasing with the relevant information 

required for the acquisition, such as; specifications, terms of reference, 
provisions, plans, drawings, etc. 
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4.6.4. The Contract is awarded by Council in accordance with 4.10 Contract 

Award Approval Levels. 
 

4.7. Negotiations following a Competitive Bid Process 
 
4.7.1. In the case of a RFT/RFQ, prior to the onset of any negotiations, the 

competitive Bid method of solicitation must be cancelled and: 
 

4.7.1.1. all Bidders that submitted a Bid for the solicitation, will be notified 
in writing that a contract with respect to the Bid Document 
[RFT/RFQ] will not be awarded; 
 

4.7.1.2. any Bid securities, including Bid Bonds and Agreements to Bond 
will be returned. 

 
4.7.2. When using a competitive Bid process, purchases of Goods/Services may 

be acquired through negotiation under the following conditions: 
   

4.7.2.1. where two or more identical Bids are received; 
 

4.7.2.2. where the lowest compliant Bid meeting specifications is 
excessive in total cost and/or substantially exceeds the 
estimated costs; 

 
4.7.2.3. where all Bids received fail to meet specifications and/or terms 

and conditions and it is impractical to recall the request for Bid. 
 

4.7.3. Where negotiations are undertaken with more than one Bidder/Proponent, 
all Bidders/Proponents shall be given full disclosure on all information 
relating to the negotiation, subject to the provisions of the Municipal 
Freedom of Information and Protection of Privacy Act (the “MFIPPA”). 
 

4.8. In-House Bids 
 

In-House Bids may be obtained for the procurement of Goods/Services in 
circumstances, where the Chief Administrative Officer of the Town (the “CAO”) 
considers it beneficial and appropriate to do so. 

 
4.9. Purchasing Cards 

 
4.9.1. Purchasing Cards (P-Cards) have been issued to a number of staff to assist 

them in the acquisition and payment of low dollar value, high volume 
purchases of Goods/Services. 

 
4.9.2. The P-Cards are not to be used for expenditures of a personal nature. 

 
4.9.3. Purchases made by P-Cards are subject to the requirements of this By-law 

and the various procurement related ISO Standard Operating Procedures.  
 

4.9.4. Further details are provided for in the P-Card Policy and Procedure 
Guidelines. 

 
4.10. Contract Award Approval Levels 

 
4.10.1. Unless otherwise provided in accordance with this By-law, the purchase of 

Goods/Services shall be authorized in accordance with the provisions 
detailed in the various procurement related ISO Standard Operating 
Procedures. 
 

4.10.2. In determining the appropriate authority level, the Contract purchase value 
shall be considered to include all applicable costs (ie. freight, taxes) in the 
acquisition of the Goods/Services for the entire time period the Contract is 
being awarded to a particular Bidder/Proponent. 
 

4.10.3. Authority is granted to the CAO or Department Heads to Award or enter into 
Contracts, subject to the dollar values detailed below and providing the 
Award is made to the lowest compliant Bidder or highest scoring compliant 
Proponent, otherwise Council must Award the Contract. 

 
4.10.4. $0 - $10,000.00 - Department Head or designate. 

 
4.10.5. $10,000.01 - $25,000.00 - CAO or designate. 
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4.10.6. Over $25,000 - Council. 
 

4.10.7. All unbudgeted capital projects must be Awarded by Council, regardless of 
the value. 

 
4.11. Council Recess Periods - Contract Award Over $25,000.00 

         
Unless otherwise authorized by Council, Council’s recess periods are to cover the 
annual Summer break (July - August); Municipal Election period; and the annual 
Seasonal break (December/January).  The following shall apply during the Council 
recess periods: 

   
4.11.1 the CAO and Director of Finance/Treasurer, or their designates, are 

authorized to issue Awards and enter into Contracts, provided they are 
within the budget estimates; 
 

4.11.2 the Mayor, CAO and Director of Finance/Treasurer, or their designates, are 
authorized to issue Awards and enter into Contracts if they exceed budget 
estimates; 

 
4.11.3 the Mayor, CAO and Director of Finance/Treasurer, or their designates, are 

authorized to issue Awards and enter into Contracts which are unbudgeted; 
and 

 
4.11.4 a report will be prepared by the applicable Department Head, and presented 

to Council at its first meeting following the recess period, regarding all 
Contract Awards exceeding $25,000.00 and awarded during the recess 
period. 

 
5. NON-COMPETITIVE PROCESS (Single/Sole Source Purchases) 

 
5.1. All Non-Competitive purchases of Goods/Services, greater than $1,000.00 are to be 

assessed by the Manager of Purchasing prior to any negotiations/discussions with a 
Vendor.  

 
5.2. All Non-Competitive purchases of Goods/Services, between $1,000.01 - $10,000.00 

shall be approved by the Manager of Purchasing and Department Head or their 
designates prior to the purchase of the Goods/Services. 

 
5.3. All Non-Competitive purchases of Goods/Services, between $10,000.01 - $25,000.00, 

shall be approved by the Manager of Purchasing, Department Head and CAO or their 
designates prior to the purchase of the Goods/Services. 

 
5.4. All Non-Competitive purchases of Goods/Services, over $25,000.00 shall be approved 

by Council. 
 

5.5. Purchasing, in consultation with Departments, shall obtain a written Bid, from the 
Bidder/Proponent, for any Non-Competitive purchase of Goods/Services, prior to the 
purchase of the Goods/Services. 

 
5.6. A Non-Competitive Process shall only be used if one or more of the following conditions 

apply and a process of negotiation is undertaken to obtain the best value in the 
circumstances for the Town: 

 
5.6.1. the Goods/Services are only available from one source or one supplier by 

reason of: 
 
Sole Source: 
 
5.6.1.1. a statutory or market based monopoly; 
5.6.1.2. scarcity of supply in the market; 
5.6.1.3. existence of exclusive rights (patents, copyright or license); 

 
Single Source: 
 
5.6.1.4. need for compatibility with Goods/Services previously acquired 

and there are no reasonable alternatives, substitutes or 
accommodations; 
 

5.6.1.5. need to avoid violating warranties and guaranties where 
service/support is required; 

 
5.6.1.6. the extension of an existing Contract would prove more cost 

effective or beneficial; 
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5.6.1.7. due to market conditions, required Goods/Services are in short 

supply; 
 

5.6.1.8. the required Goods/Services are to be supplied by a particular 
Bidder/Proponent having special knowledge, skill, expertise or 
experience, which cannot be provided by any other person; or 

 
5.6.1.9. the nature of the requirement is such that it would not be in the 

public interest to solicit competitive Bids, as in the case of 
security or confidential matters. 

 
5.6.2. an attempt to purchase the required Goods/Services has been made in 

good faith, using a competitive Bid method and has failed to identify a 
successful Bidder/Proponent; 

 
5.6.3. the required Goods/Services are to be supplied as a result of an emergency, 

which would not reasonably permit the use of other procurement procedure 
methods; 

 
5.6.4. where, at the discretion of the Department Head in consultation with the 

Manager of Purchasing, and with the approval of the CAO, it is deemed to 
be in the best interests of the Town to negotiate with Bidders/Proponents. 

 
5.7. Where a Non-Competitive Procurement Process is undertaken, full disclosure shall be 

given, on all information relating to the purchase, subject to the provisions of the 
Municipal Freedom of Information and Protection of Privacy Act (MFIPPA). 

 
6. UNSOLICITED BIDS 
 

Unsolicited Bids received by the Town shall be reviewed by the Department Head or Manager 
of Purchasing.  Any procurement activity resulting from the receipt of an unsolicited Bid shall 
comply with the provisions of the Non-Competitive Process requirements of this By-law. 

  
7. PROHIBITIONS 
 

7.1. Except where a Bid is requested on a unit price basis, and subject to the provisions of 
the MFIPPA, no employee, or any appointed or elected official of the Town shall divulge 
the unit prices paid for by the Town for Goods/Services.  However, the total price of a 
Contract, as well as the name of the successful Bidder/Proponent may be revealed to 
any interested party. 

 
7.2. No Contract shall be awarded to any person or corporation who or which has a claim or 

has instituted a legal proceeding against the Town or against who the Town has a claim 
or has instituted a legal proceeding with respect to any previous Contract.  

 
7.3. No personal purchase of Goods/Services shall be made by the Town on behalf of a 

member of Council, a member of a local board or an employee of the Town, unless 
authorized by Council. 

 
7.4. No employee or member of Council shall purchase or offer to purchase any 

Goods/Services on behalf of the Town except as may be provided for in this By-law. 
 

7.5. No requirements for Goods/Services, including consulting or professional services, 
shall be divided to avoid the requirements of this By-law and the total project, annual 
requirement, or total Contract value shall be considered. 

 
8. EXCEPTIONS/EXEMPTIONS FROM COMPETITIVE PROCESS (under $25,000.00) 
 

Unless otherwise noted, Goods/Services (under $25,000.00) as set out below may be 
procured without a competitive process, subject to the funds being available in the Operating 
Budget or the Capital Budget for that purpose: 

 
8.1 Utilities (excluding purchases arranged through 3rd party agreements): 

  
a. Electricity; 
b. Hydro; 
c. Water and Sewer; 
d. Natural Gas; 
e. Telephones & Long Distance Service (excludes cellular phones & services); 
f. Cable Television Service.  
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8.2 Training and Education: 

  
a. Membership Fees - Professional Association; 
b. Magazines; 
c. Periodical Subscriptions; 
d. Books; 
e. Conference and Seminars; 
f. Courses; 
g. Staff Development, Workshops & Reports.  

 
8.3 Refundable Employee Expenses; 

 
8.4 Federal/Provincial/Municipal Mandated Programs; 

  
8.5 Advertising: 

  
a. Newspapers (National and Local); 
b. Radio; 
c. Television; 
d. Periodicals; 
e. Trade Journals; 
f. Magazines; 
g. Internet (Specialty Association Web-Sites, such as AMCTO, OPBA). 
 

8.6 Software (Proprietary, Non-Value Added Resellers): 
  

a. Annual maintenance fees for software already approved under the 
requirements of this By-law, where the approved vendor is the sole source 
provider of the maintenance service; 

 
b. Software upgrades for software already approved under the requirements of 

this By-law (including support and training), where the vendor is the sole 
source provider of the upgrade service; 

 
c. Additional software licenses for software already approved under the 

requirements of this By-law, where the vendor is the sole source of the 
licensing service.  

 
8.7 General Expenses: 

  
a. Postage; 
b. Petty Cash & Replenishment; 
c. Newspaper Subscriptions; 
d. Licenses (ie. Vehicles); 
e. Transportation (Bus, Train, Airplane); 
f. Insurance; 
g. Building Lease Payments; 
h. Charges to/from other government agencies, including Contracts with Federal, 

Provincial, Regional, or Municipal Government; 
Agencies/Boards/Commissions (Ajax Public Library, Durham District School 
Board and Durham Catholic District School Board).  

 
8.8 Certain Professional and Special Services: 

  
a. Arbitration Services; 
b. Mediation Services;  
c. Legal Settlements; 
d. Physician Services; 
e. Counselling Services; 
f. Temporary Help; 
g. Banking & Underwriting Services (where covered by Agreements); 
h. Providers of artistic or specialized services, such as; instructors for dance, 

yoga, karate; artists; entertainers or entertainment products, etc. (providing the 
total acquisition cost is less than $25,000); 

i. Catering (excluding concessions & vending services).  
 

8.9 Public Relations: 
     

a. Trade Show Registration; 
b. Trade Show Booth Rentals; 
c. Event Sponsorship. 
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9. LOCAL PREFERENCE 
 

9.1. The following two legislative documents prohibit municipalities from adopting a Local 
Preference Policy: 

 
9.1.1. The Discriminatory Business Practices Act (R.S.O. 1990, Chapter D12), as 

amended; and 
 

9.1.2. The Canadian Governments implementation of the Agreement of Internal 
Trade. 

 
9.2. The primary objective of the purchasing process is to acquire Goods/Services at the 

lowest possible cost, consistent with the demands of suitability, quality, service, and 
delivery capabilities. 

 
9.3. If in the determination of the Manager of Purchasing or designate, a competitive market 

exists, and two or more compliant Bids are received and are identical in price, and 
provided suitability, quality, service, and delivery are similar, then priority of acceptance 
may be made first for a local Bid, if any then, for a regional Bid, if any otherwise, the 
Manager of Purchasing or designate, will proceed to procure ‘best and final offers’ 
[BAFO] from the Bidders/Proponents involved in order to break the tie. 

 
10. CO-OPERATIVE PURCHASING 
 

10.1. The Town shall participate with other government agencies or public authorities in 
co-operative purchasing of Goods/Services, where it is in the best interest of the Town 
to do so. 

 
10.2. The decision to participate in co-operative purchasing agreements will be made jointly 

by the Manager of Purchasing or designate and the responsible operating Department. 
 

10.3. The policies of the government agencies or public authorities calling the co-operative 
Bid Document, as amended, are to be the accepted governing policy for that particular 
Bid Document. 

 
11. EMERGENCY PURCHASES (greater than $1,000.00) 
 

11.1. Emergency purchases of Goods/Services may be approved by the Department Head 
and Manager of Purchasing and where applicable, the CAO or their designates when 
the immediate purchase is essential to prevent serious delays in the work of any 
department which might involve; danger to life; damage to property; costly downtime; or 
the provision of an essential service. 

 
11.2. As soon as possible following the Emergency, the Department representative shall 

document the details of the acquisition.  The following shall apply in accordance with 
the dollar value of the Award: 

 
11.2.1. $1,000.01 to $10,000.00 – the Department Head or designate, shall provide a 

written summary report to the Manager of Purchasing, detailing the emergency 
expenditure. 

 
11.2.2. $10,000.01 to $25,000.00 - the Department Head or designate, shall provide a 

written summary report to the CAO, with a copy to the manager of Purchasing, 
detailing the emergency expenditure. 

 
11.2.3. over $25,000.00 - the Department Head and CAO or their designates, shall 

prepare a Report to Council “for information only” detailing the emergency 
expenditure. 

 
12. ETHICS IN PURCHASING 
 

The code of purchasing ethics, established by the National Institute of Government Purchasing 
(NIGP) and the Ontario Public Buyers Association (OPBA), shall apply to all Finance 
Department, Purchasing Section staff involved in the procurement process. 
 

13. CODE OF CONDUCT 
 

All Town staff are governed by the Town’s Code of Conduct Policy, AD 20.70, as amended.  
Council is governed by the Municipal Conflict of Interest Act, R.S.O. 1990, c.M.50, as amended 
and the Town’s Council Member Code of Conduct, By-law No. 89-2004, as amended. 
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14. REVIEW OF BIDS & BID IRREGULARITIES 
 

14.1. Bids received, are reviewed by staff, for compliance with the Bidding process and 
procedural rules as set out in the Bid Document.  Bids are further evaluated to 
determine the following, all in accordance with the Bid Document: 

 
14.1.1. technical requirements have been met; 
14.1.2. minimum specifications have been met; 
14.1.3. minimum required qualifications have been met; 
14.1.4. minimum experiences have been met; 
14.1.5. accuracy of the Bid. 

 
14.2. Bid irregularities found in a Bid, are categorized as a Major Irregularity or a Minor 

Irregularity, with respect to Bid compliance.  A Major Irregularity found in the Bid will 
result in automatic rejection of the Bid.  Where a Minor Irregularity is found in the Bid, 
the Town reserves the right to waive, correct, or have the Bidder/Proponent clarify the 
irregularity in order to serve the best interests of the Town. 

 
14.3. Notwithstanding the provisions of Appendix A [attached] and notwithstanding that 

Appendix A may be part of the bid document; where the Bid Document provides the 
Town with the right to waive any irregularities and/or omissions in a Bid, this shall give 
the Town the discretion to waive Bid Irregularities; and in the absence of such waiver, 
Appendix A shall govern the Town’s response. 
 

14.4. In exercising judgement, the Manager of Purchasing or designate, shall consider the 
advice of the Town Solicitor. 

 
15. BIDDER/PROPONENT PERFORMANCE 
 

15.1. The Department shall be responsible for monitoring the Contract performance of 
Bidders/Proponents and for documenting evidence of such performance in accordance 
with the various Vendor Performance related ISO Standard Operating Procedures. 

 
15.2. The Town may, in its sole discretion, reject a Bid from a Bidder/Proponent if: 

  
15.2.1. the Bidder/Proponent has not performed works for previous Contracts in 

compliance with the Contract Documents; 
 

15.2.2. the Bidder/Proponent has previously provided Goods/Services in an 
unsatisfactory manner; 

 
15.2.3. the Bidder/Proponent failed to satisfy an outstanding debt/obligation to the 

Town; 
 

15.2.4. there have been past bad dealings between the Town and the 
Bidder/Proponent; 

 
15.2.5. the Town determines that the Bidder/Proponent does not have sufficient 

experience in the supply of the Goods/Services; or 
 

15.2.6. the Town has concerns with the financial ability of the Bidder/Proponent to 
perform the Contract. 

 
15.3. Rejection of a Bid, for any of the above noted situations, must be substantiated by 

written documentation related to Bidder/Proponent performance of a Contract where 
applicable. 

 
15.4. Rejection of a Bid for performance, shall be approved by the appropriate Department 

Head and the Manager of Purchasing. 
 
16. REVIEW PROCESS 
 

16.1. This By-law and the various procurement related ISO Standard Operating Procedures 
will be reviewed and if necessary, revised on an annual basis. 

 
16.2. While this will not preclude an earlier review, it does establish a time frame to ensure 

both the Purchasing By-law and the various procurement related ISO Standard 
Operating Procedures are fully reviewed on a periodic basis, so that any necessary 
enhancements can be made. 
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By-law Number 35-2010 be repealed. 
 
 

READ a first and second time this Xxxxx 
day of Xxxxx, 2012. 

        
  

READ a third time and passed this Xxxxxx 
day of Xxxxx, 2012. 
 
 
 

Mayor  
 
 
 
 
        
 Clerk 
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APPENDIX "A" ‐ BID IRREGULARITIES

BY‐LAW NO. XX‐2012

RESPONSE/ACTION

1 Late Bid.

> Automatic rejection.
> Bid is returned unopened to the Bidder.
> If it is impossible to determine the name/address of the Bidder 
on the outside of the sealed package, the package will be 
opened to obtain this information.  The document will then be 
returned with advice related to the rejection.

2
Unsealed Bid Envelope/Package and/or fax or electronic 
delivery of Bid submission.

> Automatic rejection, unless the Bid Document specifically 
permits unsealed/faxed/electronic Bids.

3 Failure to attend Mandatory site Meeting. > Automatic Rejection.

4 Bids completed and/or signed using erasable medium. > Automatic Rejection.

5 Part Bid (all items not bid).
> Automatic Rejection, unless the Bid Document specifically 
permits part Bids.

6

Qualified Bid.
Bid is restricted by a counter offer in the form of a; 
covering letter; statement; alteration; reservation; 
condition; out of scope alternative which has been 
included with the Bid, or added to any page of the Bid.

> Automatic Rejection, unless the Bid Document specifically 
permits such qualifications; or in the opinion of the Manager of 
Purchasing, the qualification or restriction is trivial or not 
significant.

7
Failure to include the signature of the person authorized 
to bind the Bidder, on the Tender/Quotation/Proposal 
Submission Form provided in the Bid Document.

> Automatic Rejection.

8

Failure to include the signature of the person authorized 
to bind the Bidder, on the Declaration Form, or the 
Declaration Form is not included with the Bid 
submission.

> The Bidder will be allowed a reasonable amount of time to 
provide the signed Declaration Form.  If the Bidder fails to do so 
within the agreed time period, the Bid will be rejected.

9
Signature is not an original, signed in ink. (ie. signature 
reproduced by mechanical or electronic means)

> The Bidder will be allowed a reasonable amount of time to 
come in to sign the Bid in ink.  If the Bidder fails to do so within 
the agreed time period, the Bid will be rejected.

10
Failure of the Bidder to acknowledge and provide for all 
addenda issued to the Bidder.

> Automatic rejection, unless every change as sent out in all of 
the addenda, is clearly visible on the face of the Bid or the 
information in the addenda is not material to the Award or the 
addendum was issued solely for the purpose of revising the 
Official Closing Time.

11
Bid received on documents other than those original Bid 
Documents as issued and provided by the Town.

> Automatic rejection, unless a Bid is received on a "true copy" 
(not retyped) of the  original Bid Document as issued by the 
Town.  Signature of the Bidder must be an original and signed in 
ink.

12

Erasures, changes, overwriting, white-outs, cross-outs 
or strike-outs, which are not initialed by the Bidder.  (ie. 
unit prices, lump sum prices, or other items in the Bid 
Document)

> Where, at the sole discretion of the Manager of Purchasing, 
the changes are clear and unambiguous, the Bidder will be 
allowed time to initial the changes.  If the Bidder fails to do so 
within the agreed time period, the Bid will be rejected.

13
Failure by the Bidder to provide all names of sub-
contractors it proposes to use on a project.

> Unless otherwise specified in the Bid Document, the Bidder 
will be allowed a reasonable amount of time to provide the 
names of the sub-contractors.  If the Bidder fails to do so within 
the agreed time period, the Bid will be rejected.

IRREGULARITY
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APPENDIX "A" ‐ BID IRREGULARITIES

BY‐LAW NO. XX‐2012

RESPONSE/ACTIONIRREGULARITY

14

Bid Security:
> is not provided;
> is not an original;
> the amount provided is insufficient;
> it does not name the Town as Obligee;
> Security Company is not licensed to do business in 
Ontario;
> is not executed by the Security Company with an 
original signature or the corporate seal of the Security 
Company
> is not in a form acceptable to the Town (ie. Bid Bond, 
Certified Cheque, Cash, Irrevocable Letter of Credit, 
Letter of Intent)

> Automatic Rejection.

15
Bid Security:
> is not executed by the Bidder with an original signature 
and corporate seal of the Bidder.

>  The Bidder will be allowed a reasonable amount of time for 
the signature/corporate seal to be applied to the original 
document.  If the Bidder fails to do so within the agreed time 
period, the Bid will be rejected.

16
Bid Security:
> is not in compliance with the number of days open for 
acceptance as stated in the Bid Document.

> The Bidder will be allowed a reasonable amount of time to 
resubmit an orignal replacement Security with the correct 
number of days open for acceptance.  If the Bidder fails to do so 
within the agreed to time period, the Bid will be rejected.

17

Agreement to Bond [Performance/Labour & Materials 
Payment]:
> is not provided;
> > is not an original;
> the amount provided is insufficient;
> it does not name the Town as Obligee;
> Security Company is not licensed to do business in 
Ontario;
> is not executed by the Security Company with an 
original signature or the corporate seal of the Security 
Company;
> is not in a form acceptable to the Town.

> Automatic Rejection.

18
Failure of the Bidder to provide evidence, satisfactory to 
the Town, of qualifications to perform the work as 
specified in the Bid Document.

> Automatic Rejection, unless the waive of the irregularity is in 
the best interest of the Town and does not affect the integity of 
the bid process.

19

Failure of the Bidder to provide evidence, satisfactory to 
the Town, of past experience in performing the work as 
specified in the Bid Document, as a result of reference 
checks, etc.

> Automatic Rejection, unless the waive of the irregularity is in 
the best interest of the Town and does not affect the integity of 
the bid process.

20
Failure of the Bidder to meet the minimum specifications 
as detailed in the Bid Document.

> Automatic Rejection, unless the waive of the irregularity is in 
the best interest of the Town and does not affect the integity of 
the bid process.

21
Failure of the Bidder to provide the specified number of 
copies of documentation, as detailed in the Bid 
Document.

> Unless otherwise specified in the Bid Document, the Bidder 
will be allowed a reasonable amount of time to provide the 
number of copies as specified.  If the Bidder fails to do so within 
the agreed time period, the Bid will be rejected.

22
Failure of the Bidder to meet any of the mandatory 
requirements as specified in the Bid Document.

> Automatic Rejection, unless the waive of the irregularity is in 
the best interest of the Town and does not affect the integity of 
the bid process.
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APPENDIX "A" ‐ BID IRREGULARITIES

BY‐LAW NO. XX‐2012

RESPONSE/ACTIONIRREGULARITY

23  Arithmetic Errors

> Where there is a discrepancy between unit, stipulated, or 
lump sum prices and the extension calculation; the unit, 
stipulated, or lump sum prices will prevail.
> The Town shall make corrections to the extension total and to 
correct the total tax calculation and total bid amounts 
accordingly.  All Bidders will be bound by such corrections.

24
Unit Price, Stipulated Price or Lump Sum Price is 
missing.

> Automatic Rejection, unless the Bid Document specifically 
allows for partial Bids.

25

Unit Prices, Supplementary Prices, Provisional Prices, 
Alternate Prices, etc., are unbalanced or substantially 
lower than market value providing for an unbalanced 
Bid.

> The Bidder will be allowed a reasonable amount of time to 
provide an explanation for such pricing methodology.  If the 
Bidder fails to do so within the agreed time period and if the 
explanation is, in the opinion of the Manager of Purchasing, not 
reasonable, or if the application of such unit, supplementary, 
provisional, alternative, or other such prices will adversely affect 
the Contract  value or acceptance of the Bid will cause undue 
hardship to the Bidder, the Bid will be rejected.

26
Interpretation of the information contained in a Bid 
submission suggests a major mistake may have been 
made. 

Determination of the response/action to be taken will be 
considered on a per case basis, in consultation with the Town's 
Solicitor.

27

Other irregularities.

(The above noted list of irregularities should not be 
construed to be all inclusive.)

> The Manager of Purchasing or designate, in consultation with 
the operating Department and/or the Town's Solicitor, will 
review irregularities not listed.
> The Manager of Purchasing or designate, shall have the 
authority to waive irregularities in a Bid in order to accept a 
substantially compliant Bid; or reject Bids with irregularities 
deemed to be major.
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TOWN OF AJAX 
REPORT 
 
 
 
REPORT TO:  General Government Committee   
 
SUBMITTED BY: Rob Ford, CMA, AMCT 
 Director of Finance/Treasurer 
 
PREPARED BY: Sheila Strain, CGA 
   Manager of Budgets & Accounting Services 
 
SUBJECT:  Summary of Operating Expenditures and Revenues as at May 31, 2012 
 
WARD(S):  All   
 
DATE OF MEETING:  July 5,2012 
 
REFERENCE:   

 
 

 
RECOMMENDATION: 
 
That the report on the Summary of Operating Expenditures and Revenues as at May 31, 
2012 be received for information. 

 
 

BACKGROUND: 
 
The attached operating statement summary compares the Town’s approved budget to actual 
expenditures and revenues as at May 31, 2012.  The statement reflects the Town’s operating 
budget only and excludes year to date expenditures for the Library grant.  Net expenditures to 
May 31, 2012 total $18,779,600, which represents 42.3% of the total net operating budget. 
 
 
DISCUSSION: 
 
The attached statement is intended to provide an indication of the status of the Town’s 
operating expenditures and revenues, compared to the approved budget, as at May 31, 2012.  
However, many departments are affected by high levels of activity during specific times of the 
year. For example, some activities are seasonal in nature, such as grass cutting, winter control 
and summer camps, which results in a fluctuation of the timing of recognition of revenues and 
expenses. Due to these timing differences, this statement cannot be used in isolation as an 
accurate indication of final year end expenditures and revenues. 
 
 
 
 
FINANCIAL IMPLICATIONS: 
 
N/A 
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COMMUNICATION ISSUES: 
 
N/A 
 
CONCLUSION: 
 
The detailed 2012 Operating Budget Forecast, which estimates the projected 2012 operating 
surplus or deficit and includes explanations on major variances from budget, will be presented 
to General Government Committee on October 18, 2012. 

 
 
ATTACHMENTS: 
 
ATT-1: Summary of Operating Expenditures & Revenues to May 31, 2012 
 
 
 
 

 
Sheila Strain, CGA 
Manager of Budgets & Accounting Services 
 
 
 
 

 
Rob Ford, CMA, AMCT 
Director of Finance/Treasurer 
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2012 ACTUAL % OF
BUDGET TO MAY 31 BUDGET

Non - Departmental
Expenditures 12,245,600 4,283,000 35.0
Revenues/Recoveries (9,250,700) (2,328,500) 25.2

Net Operating Budget 2,994,900 1,954,500 65.3

General Legislative
Net Operating Budget 696,500 312,600 44.9

Office of the CAO
Expenditures 1,452,000 611,600 42.1
Revenues/Recoveries (6,000) (1,000)           N/A

Net Operating Budget 1,446,000 610,600 42.2

HR Services
Expenditures 973,900 448,500 46.1
Revenues/Recoveries 0 (37,600) N/A

Net Operating Budget 973,900 410,900 42.2

Legislative & Information Services
Expenditures 4,137,800 1,954,400 47.2
Revenues/Recoveries (672,000) (345,700) 51.4

Net Operating Budget 3,465,800 1,608,700 46.4

Finance
Expenditures 2,840,200 1,105,700 38.9
Revenues/Recoveries (2,586,300) (1,189,300) 46.0

Net Operating Budget 253,900 (83,600) (32.9)

Fire & Emergency Services
Expenditures 15,452,700 6,839,500 44.3
Revenues/Recoveries (804,700) (401,100) 49.8

Net Operating Budget 14,648,000 6,438,400 44.0

Operations & Environmental Services - Administration
Expenditures 1,650,600 643,700 39.0
Revenues/Recoveries (8,000) (8,300) 103.8

Net Operating Budget 1,642,600 635,400 38.7

Operations & Environmental Services - Operations
Expenditures 7,582,200 3,384,100 44.6
Revenues/Recoveries (1,530,100) (475,800) 31.1

Net Operating Budget 6,052,100 2,908,300 48.1

TOWN OF AJAX
ATT-1 - SUMMARY OF OPERATING EXPENDITURES & REVENUES

TO MAY 31, 2012

DEPARTMENT
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2012 ACTUAL % OF
BUDGET TO MAY 31 BUDGET

TOWN OF AJAX
ATT-1 - SUMMARY OF OPERATING EXPENDITURES & REVENUES

TO MAY 31, 2012

DEPARTMENT

Operations & Environmental Services - Env. Services
Expenditures 3,818,300 1,210,000 31.7
Revenues/Recoveries (394,200) (57,600) 14.6

Net Operating Budget 3,424,100 1,152,400 33.7

Operations & Environmental Services - Fleet
Net Operating Budget 501,800 225,800 45.0

Operations & Environmental Services - Bldg Mtnce.
Net Operating Budget 621,500 277,700 44.7

Recreation & Culture - Administration
Expenditures 1,294,800 557,300 43.0
Revenues/Recoveries (37,000) (18,900) 51.1

Net Operating Budget 1,257,800 538,400 42.8

Recreation & Culture -  Facilities
Expenditures 9,041,700 3,278,200 36.3
Revenues/Recoveries (6,192,400) (2,520,100) 40.7

Net Operating Budget 2,849,300 758,100 26.6

Recreation & Culture - Programs & Active Living
Expenditures 1,702,000 479,100 28.1
Revenues/Recoveries (1,024,700) (332,000) 32.4

Net Operating Budget 677,300 147,100 21.7

Recreation & Culture -  Community & Cultural  Dev.
Expenditures 707,700 221,700 31.3
Revenues/Recoveries (55,700) (30,300) 54.4

Net Operating Budget 652,000 191,400 29.4

Planning & Development Services
Expenditures 5,098,300 2,233,600 43.8
Revenues/Recoveries (2,865,000) (1,540,700) 53.8

Net Operating Budget 2,233,300 692,900 31.0

TOTAL OPERATING:
Expenditures 69,817,600 28,066,500 40.2
Revenues/Recoveries (25,426,800) (9,286,900) 36.5
NET OPERATING BUDGET 44,390,800 18,779,600 42.3
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TOWN OF AJAX 
REPORT 

Report To: 
 

General Government Committee 

Submitted By: 
 

John Fleck 
Director, HR Services 

Subject: CODE OF CONDUCT  (employees) 

Ward(s): All 

Date of Meeting: July 5, 2012 

Reference: Policy 014 Code of Conduct 

  
Recommendation: 
 
1. That the Code of Conduct Policy be amended as recommended by staff. 
 
Background: 

The Code of Conduct policy has been in effect since being passed by Council May 27, 2002. The 
policy sets out the rules of conduct for all employees of the Town. It ensures that employees 
understand their responsibility and accountability to comply by the code.  The policy sets out the 
rules to follow to ensure that there are no conflicts between the employees’ personal interests 
and their official duties, while employed by the Town. In fact, since the inception of the Code in 
2002 there have been no incidents whereby the terms and conditions of the Code needed to be 
invoked.  
 
Policy Revisions:  

The changes to the Policy are summarized below; 
 

1. 4.1 b. (delete) - restricts employees performance of work other than that of the Town 
while in the Towns’ employ; 

2. 4.2 a. - clarifies the wording of the monetary limits that are reportable and that require 
prior approval. 

 
Financial Implications: 
 
There are no financial implications to the proposed changes. 
 
Conclusion: 
 
As part of the Town’s Quality Management process, the policy will be posted on the Document 
Management System (DMS). Appropriate notification will be done through the Town’s internal 
web site (OLA) as well as staff departmental meetings.   
 
 
______________________________________________ 

J. Fleck, Director of Human Resources Services 
g:\wp\ggc,council reports,bylaws\code of conduct report revision jan 2012.docx 5/29/2012 9:41:03 AM 
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CORPORATION OF THE TOWN OF AJAX 

CORPORATE POLICIES AND PROCEDURES 
 
SUBJECT: CODE OF CONDUCT  

ISSUED:   02 / 05 / 27         REVISED:   12 / 07 / 05 REVISION NO.:  5 Page 1 of 3 
 

POLICY:  014 

 

1. APPLICATION 
 
1.1. These rules of conduct shall apply to all employees of the Corporation of the Town of 

Ajax. 
 

2. DEFINITION 
 
2.1. Employee: Includes all persons, including full-time, part-time, seasonal and 

temporary staff (including students) employed by the Corporation of the Town of Ajax. 
 

3. RESPONSIBILITIES 
 
3.1. Every employee is accountable and responsible to comply with this Code to ensure 

there is no conflict between their personal interests and their official duties.  Although 
the Code of Conduct cannot answer every question which may arise for each individual, 
it should alert you to situations that require extra concern or guidance.  For additional 
advice in this regard, your Department Head or Chief Administrative Officer may be 
consulted. 

 
4. RULES OF CONDUCT 

4.1. An employee shall not: 
a. engage in any business transaction or have a financial or other personal interest 

which is incompatible with the discharge of his / her official duties; 
b. use Town of Ajax property, equipment, supplies or services of consequence for 

personal gain, or activities not associated with the discharge of official duties 
without prior approval; 

i. that interferes or appears to interfere with the employee’s duties; 
ii. in which the employee has advantage or appears to have an advantage 

derived from employment in the Corporation of the Town of Ajax; and 
iii. in a professional capacity that will or might appear to influence or affect 

the carrying out of duties as a Town of Ajax employee; 
c. place him / herself in a situation where he / she is under obligation, direct or 

indirect financial or otherwise, to any person who could benefit from a decision or 
recommendation of the employee; 

d. place him / herself in a situation where he / she is under obligation, direct or 
indirect, financial or otherwise, from any contracts about which the employee can 
influence decisions; 

e. benefit, directly or indirectly, financial or otherwise, from the use of information 
acquired during the course of official duties which is not generally available to the 
public; 
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ISSUED:   02 / 05 / 27 REVISED:  12 / 07 / 05 
 

REVISION NO.: 5 Page 2 of 3
 

POLICY:     014 

 
 

f. participate in any decision, promotion or make any recommendation to his / her 
supervisor, a Committee or Council, in which he / she or his / her immediate family 
has any financial interest, except an interest in common with general community; 

g. solicit or accept any gifts, services, privileges, favours or entertainment, the 
acceptance of which will place or appear to place the employee under any 
obligation whatsoever to the donor;  

h. disclose any confidential information relating to the affairs of the Town. 
 

4.2.  
a. Gifts, services, privileges, favours or entertainment valued up to $100  may be 

received or given to employees on occasion, but they must always be of such 
form and substance that they could not be construed by an impartial observer as 
a bribe, pay-off or improper incentive and also must meet criteria set out in 4 
above. 

b. Gifts, services, privileges, favours or entertainment that will exceed $100 each in 
value will require prior approval by the employee’s supervisor. If the supervisor is 
not immediately available approval must be received at the first available 
opportunity. 

c. Examples of gifts, services, privileges, favours or entertainment are as follows: 
i. acceptance of occasional business meals; 
ii. infrequent attendance at social or sporting events; 
iii. acceptance of occasional gifts of a nominal value. 

 
4.3. Any employee appointed under the Building Code Act shall: 

 
a. always act in the public interest, particularly with regard to the safety of building 

works and structures; 
b. apply all relevant building laws, codes and standards in an impartial, consistent, 

fair and professional manner, independent of any external influence and without 
regard to any personal interests; 

c. abide with the provisions of the Building Code Act, the Ontario Building Code and 
other Acts or Laws, which regulate or govern Building Officials or their functions; 
and  

d. maintain required legislated qualifications, discharging all duties in accordance 
with recognized areas of competency. 

 
4.4. Town staff may solicit gifts for the benefit of community events, as well as Town 

sanctioned employee events (eg. Pumpkinville, Fire Prevention Week, Town Golf 
Tournament, Town Christmas Party and United Way.)   

 
 

4.5. Employees, acting in their professional capacity may be permitted to represent the 
Town at subsidized external functions, at the discretion and approval of the Department 
Head. 
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POLICY:     014 

 
 
5. DISCLOSURE 

 
5.1. Employees shall disclose details of the situation, within the defined limits set out in this 

policy, to either the Department Head (or his / her designate) or the Chief Administrative 
Officer.   Details of the disclosure shall be recorded on the Code of Conduct Disclosure 
form (refer to attached Schedule A). 
 

6. CONTRAVENTION 
 
6.1. Should a circumstance arise which the Chief Administrative Officer determines is, or 

appears to be in contravention of this Code, the Chief Administrative Officer shall, in 
consultation with the employee’s Department Head and other Town Officials he / she 
wishes to consult, determine what action is appropriate in the circumstances.  
 

6.2. Failure by any employee to comply with this Code exposes that person to disciplinary 
action, up to and including termination and / or action through the courts. 

 
7. TERM 

 
7.1. This Code shall be in effect from the date of passage by Council and shall continue in 

effect from year to year.  The CAO shall cause a review of this Code to be conducted 
annually. 
 
 
 
 

I,                                                             (print name) have reviewed and clearly understand 
the Code of Conduct for Town of Ajax Employees and hereby agree to comply with all 
provisions as so stated.  Furthermore, I am aware one signed copy of this Code will be 
retained in my employee file at HR Services.   

 

 

Signature  Date 

 

 

APPROVED:  __COUNCIL_  12_/_07_/_05   ___________________________ 

  (AUTHORITY)      (DATE)   (SIGNATURE) 

 

g:\wp\reports and policies and procedures\code of conduct rev jan 2012.docx 
5/29/2012 9:42:14 AM 
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Form F-014 Revised:  12 /07 / 05

 
 

 

 

To:  Date:  

 CAO or Department Head   

Name:  Job Title:  

 Employee   

 
I wish to disclose the following pursuant to the Code of Conduct: 
 
_______________ authorization to attend event or accept gifts, services, privileges, favours or 
entertainment as the value will be over $100. 
 
 
   
Date of circumstance(s), date of event(s) and relevant details are provided as follows: 
 
 
 

 

 

 
 
Comments / Disposition from Department Head / CAO 
 
 

 

 
 
Signatures:    

 Employee  Department Head 

 
Distribution List:  CAO & Department File 

g:\wp\reports and policies and procedures\code of conduct disclosure form rev jan 2012.docx 

5/29/2012 9:42:54 AM 

 

Code of Conduct 

Disclosure Form 
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TOWN OF AJAX 
REPORT 
 
 
 
REPORT TO:   General Government Committee   
 
SUBMITTED BY:  John Fleck 
  Director of HR Services 
 
PREPARED BY:  Shawn Gendron, CRSP 
  Health, Safety and WSIB Advisor 
 
SUBJECT:   Town of Ajax Health and Safety Report (2011) 
 
WARD(S):   N/A   
 
DATE OF MEETING:   July 5, 2012 
 
REFERENCE:   N/A 

 
 

 
RECOMMENDATION: 
 
That the report entitled ‘Town of Ajax Health and Safety Report (2011)’ dated July 5, 2012 
be received for information. 
 
 
BACKGROUND: 
This report summarizes key metrics for 2011 compared against the preceding two years (2009 
and 2010). 
 
 
DISCUSSION: 
 
In 2011 the Town of Ajax maintained a high level of involvement in Health and Safety through 
several initiatives. The four Joint Health and Safety Committees were instrumental in addressing 
and aligning response on various initiatives such as Ice Helmet Policies and Sharps Programs.  
Over 300 summer, seasonal, full time, and part time employees along with several co-op 
students received health and safety related training. Successful delivery of the Take our Kids to 
Work Program provided students with the foundational building blocks to protect themselves in 
their future employment endeavors. Through the alignment and communication of a consistent 
health and safety message, the Town of Ajax has continued to strengthen its culture and 
commitment. 
 
 
 
 
 
 
 
 

39



Subject:                                                                                                                 P a g e  | 2  
 

Compensable Claims Information 
 
Overall, there has been a reduction in total number of day’s lost (new claims) over the past 
three years. The number of lost time claims for 2011 is comparable to previous years.  
 

Year 
Total Number of 

WSIB Claims 
Number of Health 
Care Only Claim 

Number of Lost 
Time Claim 

Total Days 
Lost 

2011 21 11 10 39 

2010 18 10 8 40 

2009 27 13 14 121 

 
 
 
Extended Injury Statistics 
 
Total man-hours have had a consistent increase year over year. The resulting Lost Time 
Incident Frequency and Total Recordable Incident Frequency reflect a sharp reduction in 2010 
over 2009, with a relative change in 2011 as compared to 2010. The Total Departmental Man 
Hours reflects all hours worked (including overtime) by Town of Ajax employees throughout all 
eight departments. 
 

Year 
Total  

Departmental  
Man-hours 

Compensable/ 
Recordable 
Incidents 

Lost Time Incident 
Frequency 

Total Recordable 
Incident 

Frequency 

2011 968,795.27 21 2.06 4.34 

2010 933,334.51 18 1.71 3.86 

2009 912,450.84 27 3.07 5.92 

 
 
 
New Experimental Experience Rating Program (NEER)  
 
The NEER rebate for 2010 is significantly higher than previous years. Although factors such as 
Second Injury Enhancement Fund Relief and lowered expected claims cost (directly offset from 
the 2009 surcharge that was incurred) added to the increase of the rebate. It can be stated that 
incident management and return to work programs have played an instrumental role in this 
rebate. 
 

Year Adjustment Type Adjustment Amount 

2010 Rebate $200,733.23 

2009 Surcharge -$93,109.06 

2008 Rebate $90,233.82 

3 Year TOTAL: $197,857.99 
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Safety Group 
 
2011 marks the 7th successful year that the Town of Ajax has participated in the WSIB Safety 
Group Program. Upon successful completion of the 2011 requirements, the Town of Ajax 
received a refund of approximately $25, 000. 
 

Safety Group Participation Year Safety Group Refund Amount 

2011 $25,084.61 

2010 $25,998.36 

2009 $14,566.58 

3 Year TOTAL: $65,649.55 

 
 
FINANCIAL IMPLICATIONS: N/A 
 
COMMUNICATION ISSUES: N/A 
 
 
CONCLUSION: 
 
Although there is some variability in the aforementioned statistics, the deviations are well within 
expected ranges as compared to historical data.  
 
Future Initiatives 
 
An analysis and assessment of hazards and risks that impact our work will be undertaken to 
assist in the strategic planning and defining of our health and safety goals and objectives. A gap 
analysis will be initiated from the findings to assist in the effective delivery of our Health and 
Safety Programs. Priority will be given to high risk and high severity tasks with the intent of 
building the policies, guidelines and procedures to ensure accountability.   
 
A comprehensive incident investigation package will be rolled out in 2012 to streamline and 
clarify the incident process. The incident investigation package will focus on the identification of 
causal factors and root causes with a strong emphasis on corrective actions and final review. An 
in-house incident investigation training session will be delivered to key groups (i.e. Supervisors 
and Managers). The training session will provide the tools and knowledge base required to 
conduct clear, concise and consistent incident investigations. 
 
 
ATTACHMENTS: N/A 
 
 

 
Shawn Gendron – Health, Safety & WSIB Advisor 
 
 
 

 
John Fleck – Director, HR Services 
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TOWN OF AJAX 
REPORT 
 
 
 
REPORT TO:   General Government Committee 
 
SUBMITTED BY:  John Fleck 
  Director of HR Services 
 
 
PREPARED BY:  Shawn Gendron, CRSP 
  Health, Safety and WSIB Advisor 
 
 
SUBJECT:   Town of Ajax Wellness Report (2011) 
 
WARD(S):   N/A   
 
DATE OF MEETING:   July 5, 2012 
 
REFERENCE:   N/A 

 
 

 
RECOMMENDATION: 
 
That the report entitled ‘Town of Ajax Wellness Report (2011)’ dated July 5, 2012 be 
received for information. 
 

 
BACKGROUND: 
 
Metrics obtained from the Town of Ajax, Great West Life, Family Services Durham and Sunlife 
Financial have been evaluated for overall performance, impact and organizational value. Since 
the inception of the wellness program in 1999, our partnership with Sunlife has made it possible 
to deliver and implement programs that target the needs and interests of the Town’s employees. 
Comparisons have been made using key figures provided by Sunlife Financial, Statistics 
Canada and other significant agencies. These comparisons have brought to light that the 
Town’s overall wellness continues to outshine other corporations on a local and national scale. 
 
DISCUSSION: 
 
Employees of the Town are gaining momentum towards leading balanced and healthy lifestyles 
as shown by the employee interest surveys. The survey itself recorded the highest response 
rate in 2011 that the Town has ever experienced. Feedback from the 2011 employee interest 
survey reveals that Active Living and Healthy Eating remain as the top areas of interest with 
preferences for blood pressure, cholesterol and body composition screening clinics.  
 
Findings from the Town’s integrated data analysis supplied by Sunlife are a positive indication 
that the wellness program is reducing many of the associated costs.  The analysis identifies 
health risks specific to the Town’s employees that can be targeted by the Wellness Committee 
in future program years. A review of overall program participation levels is positive. In some 
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instances, participation levels were slightly lower than expected (E.g. 2011 Cooking 
Demonstration). However, there has been excellent engagement and positive feedback from 
those who have participated.  
 
The overall health and wellness of the Town’s employees has a direct impact on many key 
areas; including absenteeism and benefits costs. The Town has achieved significant success, 
particularly in the area of low absenteeism rates which continues to overshadow our peers in 
other municipalities. The decreases have evolved into a consistent trend highlighting 
considerable reductions year over year. 
 
 
Drug Expenditure   
 
The Town has consistently proved to be lower than the national averages over the past three 
years. The Town’s demographic reveals that 63% of the Town’s employee population is over 40 
years of age. This demographic typically has higher drug expenditure costs than those under 
the age of 40.  
 
 
Extended Health Care 
 
As compared to national trending, the Town has continued to manage and control claims costs 
associated with extended health care. The Town’s average extended health care claims costs 
have been consistently lower than the national trend expectations over the past 3 years. 
 
 
Absenteeism or Absence Rates 
 
The Town’s focus on managing absenteeism coupled with its wellness initiatives and return to 
work program has resulted in exceptional absenteeism rates. The absenteeism rate for the 
Town has been in a state of steady decline for the past three years and is quickly becoming the 
baseline measurement for other municipalities. When evaluated against other municipalities 
with similar employee populations and Statistics Canada, the Town is 200% to 300% lower in 
the average number of days lost per employee. 
 
 

Town of Ajax Absence Rates 

2009 2010 2011 

3.64 3.60 3.51 

 
 
 
Employee Assistance Program 
 
The utilization rate of the Town’s Employee Assistance Program (EAP) was down slightly in 
2011 from that recorded in 2010. The Town has been effective in the promotion of its EAP 
services and has maintained an excellent average utilization rate when compared to metrics 
provided by other EAP providers.  
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FINANCIAL IMPLICATIONS: 
N/A 
 
 
COMMUNICATION ISSUES: 
N/A 
 
 
CONCLUSION: 
 
Continued support of the Wellness Program is imperative in reducing associated costs and 
impacts to the Town. Employee health and wellness (physical and mental) is the underlying 
force when it comes to performance indicators such as productivity, quality and safety. The 
Wellness Program will continue to be evolved to address the multi-faceted needs of our 
employees using a targeted approach. 
 
2012 saw a significant re-launch of the Wellness Committee that was motivated to change the 
delivery model in order to engage a larger number of the employee population. Since the re-
launch, the Wellness Committee has already set records for the number of participants and the 
number of teams participating in the 2012 Total Health Challenge. This momentum will feed in 
the new contract period with Sunlife, ultimately delivering programs that will be of great benefit 
to the Town’s employees. Employee interest surveys are currently being reviewed to give 
consideration to future programming. 
  
 
ATTACHMENTS:  
N/A 
 
 
 

 
Shawn Gendron, Health, Safety & WSIB Advisor 
 
 
 
 

 
John Fleck, Director of HR Services 
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TOWN OF AJAX 
REPORT 
 
 
 
REPORT TO:   General Government Committee  
 
SUBMITTED BY:  John Fleck 
  Director HR Services 
 
PREPARED BY:  Jackie Lumsden 
    Compensation & Recruitment Manager 
 
SUBJECT:   2011 RECRUITMENT REPORT 
 
WARD(S):   All  
 
DATE OF MEETING:   July 5, 2012 
 
REFERENCE:   Excellence in Service Delivery & Governance 

 
 

 
RECOMMENDATION: 
 
That the report be received for information. 

 
 

BACKGROUND: 
 
As part of regular communication with Senior Staff and Council, updates are prepared and 
presented for information purposes.   
 
 
DISCUSSION: 
 
2011 Snapshot: 
 
34 Hires – Full and Regular Part Time 
 
- 17 new full time hires 
- 7 full time promotions 
- 7 regular part time hires 
- 3 temporary full time hires 

83 Hires:  Standard Part Time/Seasonal 
 
- 9 new Seasonals in Operations 
- 74 part time staff in Recreation – positions 
    include: 
   - general programs 
   - fitness and aquatics 
   - facilities 
   - customer service representatives 

 
 
60% of new hires live in Ajax; 27% of new hires live in Durham Region (excluding Ajax). 
 
Based on visual observation, no less than 78% of the Town’s new hires meet the DACE Plan 
definition of diversity, moving the Town forward to becoming a diversity-competent organization. 
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To date in 2012, at least, nine of 15 new full time hires (60%) meet the DACE Plan definition of 
diversity, based on visual observation. 
 
HR Services continues to look at opportunities to increase our applicant base by ensuring the 
recruitment opportunities are reaching the broader audience.  While an objective is to have our 
staff complement more reflective of the community it serves, the overall goal of the recruitment 
process is to hire the best and most qualified candidate to fill any vacancy. 
 
The average number of days to fill a vacant position was 44 days.  

 
Telephone ‘welcome’ calls continue to be made to new employees from the CAO, Director of 
HR Services, and where appropriate, applicable department staff.  This has provided large 
dividends and serves to create a positive impression for the Town as a great place to work.  
Many of the new hires have commented on that welcome. 
 
To aid in reaching out to our diverse community, the 3rd Annual Job Fair was held on December 
28, 2011 at the McLean Community Centre.  The main focus of the fair was to attract applicants 
for summer student positions in Operations and Recreation.  This job fair was the most 
successful to date, attracting over 280 students.  The attraction of the 280 applicants is 
encouraging; the Town was able to reach out to a broader applicant pool.  However, as a result 
of the number of returning students (fully trained, knowledgeable), the Town was only able to 
offer about 10% of the applicants employment. 
 
The fair was expanded to include mini one-on-one interviews with each student as a first step in 
the hiring process.  It provided an opportunity for staff from Recreation and Operations to meet 
the students, find out why they were interested in working for the Town and allowed them a few 
minutes to interact and ascertain if they would be a good fit for Ajax.   
 
As a further outreach initiative, the Town also participated in the “Industry Tours for Educators” 
whereby local teachers were able to get an overview of opportunities in Operations for students 
in co-operative placements and internships. 
 
Looking forward – 2012 
 

 A key deliverable identified in the Diversity & Community Engagement Implementation 
Plan will be the inclusion of reviewing the Town’s Diversity Policy during the employee 
orientation sessions conducted by HR Services. (Note:  this has started with the new 
hires in May 2012).  It is important for new staff to understand the make-up of Ajax and 
to know their customers. 

 
 Another key deliverable is to look at the development of an applicant tracking system to 

identify the make-up of external applicants applying for job vacancies.  This survey will 
be on a strictly voluntary and confidential basis.  It is hoped the statistics will assist us in 
gaining a better understanding of where applicants are applying from; their diversity; 
their background and how they heard about the vacancy. 

 
 In the fall 2012, the Town will undertake an Employee Questionnaire, which we hope 

will have even more accurate data and capture other areas of diversity designed to 
define current workforce demographics (age, gender, visible minorities, persons with 
disabilities, aboriginal people, and sexual orientation). These results will provide us 
with a base level of current demographics, and allow further scheduled 
questionnaires for comparisons. 
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COMMUNICATION ISSUES: 
 
Corporate Communications continue to be instrumental in getting the information out to the 
community through print and social media venues.   
 
Exit Interviews 
 
It is important for the Town to understand why employees are leaving.  Often when an employee 
leaves, they can tell a lot about an organization, about the programs and policies that exist and 
about the working environment.  Exit interviews are used in many organizations as a tool to 
understand employee turnover.  Information gathered can help to evaluate the effectiveness of 
human resource practices and programs as well as individual managers.  It can also highlight 
potential problems that need addressing. 
 
Six exit interviews were conducted and the reasons for leaving included: 

 Better opportunity/career advancement (4) 

 Retirement  (1) 

 Better compensation  (1) 

 
Turnover rate for 2011 was 3.7%, down from 5.6% in 2010. This is well below our 12 year 
average of 6% and below industry average of 17%. 
 
 
CONCLUSION: 
 
Ajax continues to be seen as an excellent employer in Durham Region.  Continuing efforts to 
broaden our outreach, including the whole social media venue, will help to increase our 
applicant base and ensure we hire the best candidates. 
 

 
 
 
 
 

 
Jackie Lumsden, Compensation & Recruitment Manager 
 
 
 
 

 
John Fleck, Director HR Services 
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TOWN OF AJAX 
REPORT 
 
 
 
REPORT TO:  General Government Committee/Council   
 
SUBMITTED BY: Paul Allore, M.C.I.P., R.P.P. 

Director of Planning and Development Services 
 
PREPARED BY: Jack Mamo, C.E.T., C.B.C.O. 

Manager of Building Approvals Section 
 
SUBJECT:  2012 Mid-Year Building Permit Activity Report 
 
WARD(S):  All  
 
DATE OF MEETING:  July 5, 2012 
 
REFERENCE:   

 
 

 
RECOMMENDATION: 
 
That the attached 2012 Mid-Year Building Permit Activity Report be received as 
information. 

 
BACKGROUND: 
 
Attached is the Mid-Year (January 1 to June 30, 2012) Building Permit Activity Report. 
 
DISCUSSION: 
 
Highlights of the Mid-Year Building Permit Activity Report: 
 

 Total construction value for year to date (January to June) of building permit activity 
decreased from $117 million in 2011 to $110 million in 2012, representing a decrease of 
6%.  Construction values are calculated for issued building permits only and not for 
permits that are in circulation. See ATT-1. 

 
 Total construction value for residential permits increased by 0.6% from $85 million in 

2011 to $85.5 million in 2012 for the same time period.  
 

 The 2012 forecast for new residential permits is 627; the number of units for which 
applications have been received is 356; the number of permits issued to date is 288 
representing 63% of our target.  
 

 Total construction value for non-residential permits decreased from $32 million for the 
same time period in 2011 to $25 million in 2012; a decrease of 22%. There have been a 
total of 96 non-residential permits issued in 2012 compared to 113 for the same time 
period in 2011. 
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 Among the non-residential permits issued for construction in 2012 are: buildings A, B 
and E for the Perlane site on the north east corner of Salem Rd. and Rossland Rd.; 
addition to Southwood Public School at 28 Lambard Cres.; Old Post Inn daycare at 365 
Kingston Rd. E.; and the Lawrie Road Underground Sanitary Detention Tank at 75 Lake 
Driveway E..  A total of 104 non-residential permit applications (including site servicing) 
have been received in 2012. 

 
The following are non-residential permits under review: 

 

Description Location Area Value ($) Type

Pentecostal Church  10 Fuller Rd. 1,362 m2 (14,660 ft2) 3,350,000 New 

Perlane Bldg. F – Gold’s Gym 306 Rossland Rd. E. 2,471 m2 (26,598 ft2) 2,000,000 New

‘No Frills’ Grocery Store 87 Williamson Dr. W. 2,120 m2 (22,820 ft2) 2,000,000 New 

Intact Insurance Atrium 59 Westney Rd. S. 540 m2 (5,813 ft2) 600,000 Addition 

Coptic Church 360 Westney Road S. 5,232 m2 (56,317 ft2) 10,000,000 New 

 
The construction value of non-residential permit applications that are currently under review is 
approximately $27 million.  
 
Below is a graph that illustrates the mid-year building permit comparison for the last five years.  
Note that commercial building permits include a broad range of uses permitted such as offices, 
restaurants, places of worship and public buildings.  Buildings in the industrial category include 
buildings associated with assembling, fabricating, manufacturing, processing and repair or 
storage of goods and materials.  
 

 
 
FINANCIAL IMPLICATIONS: 
 
None 
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COMMUNICATION ISSUES: 
 
None 
 
CONCLUSION: 
 
According to the Region of Durham Building Permit and Construction Activity Report No. 2012-
P-43, released on May 22, 2012; Ajax accounted for the largest share of non-residential building 
permit activity during the first quarter of 2012.  
 
The overall 2012 Mid-Year Building Permit Activity is on target and is expected to continue in 
like manner for the rest of the year.    
 
 
ATTACHMENTS: 
 
ATT-1:  Town of Ajax Building Report – Year-to-date – June 2012 
 
 
 
 

 
Jack Mamo, Manager of Building Approvals Section 
 
 
 
 

 
Paul Allore, Director of Planning & Development Services 
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TOWN OF AJAX 
REPORT 
 
 
 
REPORT TO:  General Government Committee    
 
SUBMITTED BY: Paul Allore, M.C.I.P., R.P.P. 

Director of Planning and Development Services 
 
PREPARED BY: Jack Mamo, C.E.T., C.B.C.O. 

Manager of Building Approvals Section 
      
SUBJECT: Contract Award - Review and Analysis of the Development 

Application Approval Process (DAAP) Model 
 
WARD(S):  All   
 
DATE OF MEETING:  July 5, 2012 
 
REFERENCE: Quotation from Watson & Associates Economists Ltd. dated June 07, 2012 

 
 
RECOMMENDATION: 
 
1. That Council award the contract for the review and analysis of the Development 

Application Approval Process (DAAP) model, to Watson and Associates Economists 
Ltd. in the estimated amount of $27,120.00 (inclusive of all taxes), for a period of three 
years. 

 
 

BACKGROUND: 
 
On April 19, 2007, the  General Government Committee awarded the contract to undertake a 
user fee review of the Development Approvals Application Process (DAAP) to Watson and 
Associates Economists Ltd. The purpose of the study was to carry out a fee for service analysis 
associated with the review, administration, approval and enforcement services provided by the 
Town with respect to development applications under, the Building Code Act. 
 
At the core of the DAAP analysis is an economic model developed by Watson and Associates 
Economists Ltd. that determines cost for service from the development application data entered. 
Since the implementation of the model in 2007, changes in development application processes 
and staffing have occurred, as well there has been a decrease in development activity forecast 
for the year. As a result the model needs to be reviewed and analyzed again. 
 
The model will provide a fee for service analysis based on the current economic conditions for 
building permits related approvals. The yearly review and analysis of the DAAP model may 
require adjustments to development application fees to reflect the cost of providing services. 
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DISCUSSION: 
 
Watson and Associates Economists designed and developed the DAAP model. The model is 
being utilized by many of the municipalities in Southern Ontario. Therefore, they are the only 
people qualified to complete the work.  
 
The accuracy and currency of the model input is imperative for departmental budgets, 
forecasting, and transfers in and out of the Building Approvals Reserve. The transfer to and 
from the reserve have a significant impact on the general levy budget. 
 
The review and analysis service by Watson and Associates ensures that the Town’s position  
concerning Direct/Indirect Cost relationship is comparable with other Municipalities in Ontario. 
The review and analysis also will assist the Town to establish a baseline cost and provide 
recommendations whether or not fee increases are warranted for a specific budget year.  
 
The current Purchasing By-law allows for purchases through negotiations, under certain 
conditions, more specifically, “where, at the discretion of the Department Head, with the 
approval of the Chief Administrative Officer, it is deemed to be in the best interest of the 
municipality to negotiate with venders”. 
 
This report and single source recommendation has been reviewed and approved by the Chief 
Administrative Officer. 
 
 
FINANCIAL IMPLICATIONS: 
 
Funds for contract award for the review and analysis of the Development Application Approval 
Process (DAAP) Model are included in the Building Approvals Section operating budget. 
 
 
COMMUNICATION ISSUES: 
 
n/a 
 
 
CONCLUSION: 
 
It is the recommendation of staff that Watson and Associates Economists Ltd. be awarded the 
contract for the Review and Analysis of the Development Application Approval Process (DAAP) 
Model, as a single source purchase. 

 
 
ATTACHMENTS: 
 
n/a 
 
 

 
Jack Mamo, Manager of Building Approvals Section 
 
  
 

 
Paul Allore, Director of Planning & Development Services 
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TOWN OF AJAX 
REPORT 
 
 
 
REPORT TO:   General Government Committee   
 
SUBMITTED BY:  Joanne Wood 
    Acting Director of Recreation and Culture  
 
PREPARED BY:  Lisa Warth 
    Community Development Coordinator  
 
SUBJECT: Municipal Significance Designation for St. Francis Centre Events – 

Ajax Creative Social & Dinner Theatre 
 
WARD(S):   All  
 
DATE OF MEETING:   July 5, 2012 
 
REFERENCE:   General Government Committee Report “2012 Ajax Caribbean 

Day” –May 10, 2012 
 

 
 
RECOMMENDATION: 
 
That the report entitled Municipal Significance Designation for St. Francis Centre Events – 
Ajax Creative Social & Dinner Theatre, dated July 5, 2012 be received for information; and, 
 
That Council designate the Ajax Creative Social and Dinner Theatre events to be held at 
the St. Francis Centre as Municipal Significant Events. 

 
BACKGROUND: 
 
In July 2011, the Provincial requirements for approving a Special Occasion Permit (SOP) 
changed and since that date, any private person or business applying for a Public Event SOP 
now requires a resolution of Council declaring that the event be a “Municipal Significant Event” 
(MSE), as was done earlier this year for Ajax Caribbean Day. This procedure also includes 
municipalities hosting events in their own venues. This resolution must be passed by Council 
prior to the applicant being able to apply for the SOP. 
 
 
DISCUSSION: 
 
Recreation & Culture would like to host two upcoming events at the St. Francis Centre that 
would include alcohol service. 
 
The first event, the Ajax Creative Social, is planned for September 27, 2012. Creative Social 
events are delivered in partnership with Durham Region Tourism as part of the Art of Transition 
initiative and takes place monthly in different municipalities throughout the Region. The purpose 
of the event is to bring the creative community together to network and connect.  
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A typical event includes entertainment, music, key note speakers, food and beverages, and a 
chance for the host municipality to share information on the arts and cultural sector in their 
community. 
 
This particular Creative Social event will also be used as the vehicle for the regional launch of 
the national Culture Days initiative and the Region is funding all expenses except the application 
for a special occasion permit and bartenders. 
 
The second event is a dinner theatre event scheduled to take place on November 9 & 10. This 
event will be a ticketed event similar to past performances enjoyed earlier this year at the St. 
Francis Centre, however will include a sit down dinner and a performance of “Joey & Gina’s 
Mafia Wedding” by Durham Improv.  Dinner theatre is unique in Ajax and will be another way to 
showcase the amenities and multi-functionality of the facility. 
 
Recreation and Culture staff are currently investigating the application for a Liquor Sales 
License at the St. Francis Centre which would avoid the need for designating events as MSE’s 
each time they arise and provide flexibility as to which events can serve alcohol. This will also 
be appealing in the marketability of the facility.  Council will be kept informed as to status of this 
application.  In addition, staff will review the implications of the changes to the Provincial 
requirements for SOP’s and will submit a report to Council this fall with proposed criteria 
recommendations for private and business functions seeking MSE status. 
 
 
FINANCIAL IMPLICATIONS: 
 
Sufficient funds have been budgeted in the operating budget to operate a break even alcohol 
service for both of these events. 
 
 
COMMUNICATION ISSUES: 
 
N/A 
 
CONCLUSION: 
 
Staff are recommending that Council pass a resolution declaring the Ajax Creative Social and 
the Dinner Theatre events at the St. Francis Centre as MSE’s.  Alcohol service at both of these 
events is appropriate and will add to the enjoyment of the participants. 
 
ATTACHMENTS: 
 
N/A 
 
 
 

 
Lisa Warth 
Community Development Coordinator 
 
 
 

 
Joanne Wood 
Acting Director, Recreation & Culture 
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TOWN OF AJAX 
REPORT 
 
 
 
REPORT TO:  General Government Committee   
 
SUBMITTED BY: Dave Meredith, Director  
   Operations and Environmental Service 
 
PREPARED BY: Tim Field 

Supervisor, Environmental Services 
 

Jeff Stewart 
   Manager, Environmental Services 
 
SUBJECT:  Contract Award - Block Pruning of Municipal Trees  
 
WARD(S):  All   
 
DATE OF MEETING:  July 5, 2012 
 
REFERENCE:  Urban Forest Management Plan 
   RPQ No. PQ1201 
   RFT No.T12018 

 
 
RECOMMENDATION: 
 
1.        That Council award the contract for Block Tree Pruning to Total Tree Services Inc. 

Services in the amount of $78,354.20 (inclusive of all taxes), for a period one year. 
 

That Council authorize staff to renew the contract for an additional two, one year                        
periods pending an analysis and satisfactory performance review at the 
anniversary date of the contract, in the estimated amount of $161,454.81 (inclusive 
of all taxes). 
 
 

BACKGROUND: 
 
The Town of Ajax municipal forest is made up of both private and municipal trees that provide 
numerous environmental, social and economic benefits. Trees that are growing in parks and 
open space areas, municipal woodlots/hedge rows and the municipal road allowance represent 
the majority of the municipal forest.  
 
Maintenance of Ajax’s public trees involves watering, mulching, pest control, fertilization, tree 
and stump removal and, most commonly, tree pruning. The Town has implemented a tree 
maintenance program which includes, but is not limited to, the pruning of trees for public safety, 
road safety, vehicle clearance, street lighting clearance, tree health and structure, as well as 
preventative maintenance.  
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DISCUSSION: 
 
 
Ajax’s urban forest management services are delivered under a combined service delivery 
model, whereby Town staff and outside contractors deliver urban forestry services. Contracted 
services are utilized to carry out a number of services including block pruning.  
 
Block Pruning  
 
Many municipalities inspect and maintain street trees in a scheduled, cyclical manner. Block 
pruning is recognized and recommended as part of the Town of Ajax Urban Forest Management 
Plan.  
 
 Ajax Operations & Environmental Services has conducted block pruning operations for the last 
decade as part of an overall urban forest management plan. In order to provide the most cost 
effective and sound arboriculture practices with a focus on customer service, the majority of this 
work is carried out during fall and winter seasons. Based on this information, the Town prunes 
approximately 5000 street trees annually.  Generally, the municipal street tree block pruning 
contract involves: 
 

 inspection of the tree and surrounding area 
 elevation of low branches over pedestrian walkways, driveways and roads 
 removal of dead and damaged branches 
 overall improvements to the structure of the tree 
 

The Town undertook a Request for Pre-Qualification - PQ1201 for Urban Forest Contractors – 
Block Pruning of Municipal Trees in January 2012 to cover a three year contract period.  This 
RPQ resulted in the appointment of seven pre-qualified Bidders. 
 
Request for Tender (RFT) documents were issued to all seven pre-qualified bidders with bids 
being received back from five of these, prior to the closing on April 24, 2012. During the analysis 
of the compliant bids, a number of arithmetical errors were discovered, resulting in a Corrected 
Total Tender Amount.  Listed below is a summary of the acceptable bids received: 
 

NAME OF BIDDER TOTAL TENDER 
AMOUNT 

 
CORRECTED 

TOTAL TENDER 
AMOUNT

Total Tree Service Inc. $239,809.01 $239,795.19 
Uxbridge Tree Service $366,981.82 $366,981.92 
Asplundh Canada ULC $616,051.22 $616,008.90 
Arborvalley Urban Forestry Co. Inc. $617,766.03 $617,766.03 
Cressman Tree Maintenance & Landscaping Ltd. $998,185.50 $998,185.50 

 
 
 
FINANCIAL IMPLICATIONS: 
 
Funds for block pruning of municipal trees are provided for in the Environmental Services 
Operating budget. 
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COMMUNICATION ISSUES: 
 
A notification letter is distributed to all homeowners that will have work done on their boulevard 
trees forty-eight hours prior to work commencing.  Although a contracted service, town staff are 
the main point of contact, and are responsible for all customer service inquires. 
 
 
CONCLUSION: 
 
It is the recommendation of staff that Total Tree Service Inc. be awarded the contract for block 
pruning of municipal trees, being the lowest bidder meeting minimum specifications. 

 
 
 
 
 

 
Tim Field – Supervisor, Operations and Environmental Services 
 
 
 
 

 
Jeff Stewart – Manager, Operations and Environmental Services 
 
 
 
 

 
Dave Meredith – Director, Operations and Environmental Services 
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TOWN OF AJAX 
REPORT 
 
 
 
REPORT TO:   General Government Committee   
 
SUBMITTED BY:  Dave Meredith 
  Director of Operations and Environmental Services 
 
PREPARED BY:  Dave Meredith 
  Director of Operations and Environmental Services 
 
SUBJECT:   Road Rationalization:  Transfer of Roads Between the  
    Town of Ajax and the Region of Durham 
 
WARD(S):   All   
 
DATE OF MEETING:   Thursday July 5th, 2012 
 
REFERENCE:   GGC Meeting – July 8th, 2010 

 
 

 
RECOMMENDATION: 
 

1. That Town staff be authorized to take all steps necessary to affect the transfer of 
roads from the Regional Municipality of Durham to the Town of Ajax including 
Harwood Avenue form Lake Driveway northerly to Kingston Road and Church 
Street (from the Ajax/Pickering boundary northerly to the south limit of Highway 
No. 401 and from the north limit of Highway No. 401 northerly to Kingston Road) 
to the Town of Ajax, subject to the approval of the Federal and Provincial 
Governments with respect to prior Infrastructure Stimulus Funding grant program.   

 
2. That Town staff be authorized to transfer Salem Road from the northern limit of 

Highway No. 401, northerly to Taunton Road, to the Regional Municipality of 
Durham. 

 
 

BACKGROUND: 
 
On July 8th, 2010, Ajax Council passed the following resolution: 
 
1.  That staff be authorized to formalize an agreement for Council approval with the Region 

of Durham that transfers various roads between the Town of Ajax and the Region of 
Durham as follows: 

 
 i) the Region of Durham agrees to transfer Church Street from the Highway 401 

bridge to Highway No. 2 to the Town of Ajax effective December 1st, 2010; 
 
 ii) the Town of Ajax and the Region of Durham agree to complete a detailed 

analysis of the potential financial impacts on both the Region of Durham and 
Town of Ajax, including potential funding shifts regarding the following roads: 
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 Rossland Road, in its entirety; 
 Salem Road, between Highway 401 and the 5th Concession; 
 Harwood Avenue, between Lake Driveway and Highway No. 2; and  
 Westney Road, south of Bayly Street 

 
 iii) that this report be forwarded to the Region of Durham. 
 
 
On November 23rd, 2011, Regional Council approved the 2012 Transportation Servicing and 
Financing Study.  Recommendations within this study authorized Regional staff to engage in 
dialogue with local authorities to realign responsibilities of the road network within Durham 
Region.  Furthermore, this Study authorized Regional staff to prepare the necessary 
agreements and required By-laws to enact the road transfers detailed in the recommendation of 
this report. 
 
On June 27th, 2012, Regional Report 2012-J-26 was presented to the Joint Works and Finance 
and Administration Committee (copy of report attached), recommending the transfer of roads 
between the Regional Municipality of Durham and the Town of Ajax. 
 
FINANCIAL IMPLICATIONS: 
 
The Town of Ajax and Region of Durham are in the process to begin updating their respective 
Development Charge By-laws.  The timing to transfer these road segments will be recognized in 
these new By-laws, and will provide the ability to identify any future required road work. 
 
With respect to future capital requirements, the portion of Salem Road between and Rossland 
Road and Taunton Road is scheduled for its top coat of asphalt and is currently identified in the 
Town’s Long Range Capital Forecast in 2013.   The Region will now be required to identify this 
improvement within their business plans. 
 
Based on the current condition assessment of Harwood Avenue, future capital improvements 
may be identified in the Town’s Long Range Forecast.  Segments of Harwood Avenue, south of 
Bayly Street will be examined in conjunction with the development of the south-west corner of 
Harwood Avenue and Bayly Street. 
 
With respect to annual operating and maintenance costs, there is no anticipated impact to the 
Town of Ajax.  The Town of Ajax will be receiving 15.4 lane kilometers through the road transfer 
agreement, while the Region of Durham will have 22.0 lane kilometers transferred in their 
direction.  
 
CONCLUSION: 
 
It is recommended that Harwood Avenue from Lake Driveway to Kingston Road and Church 
Street from the Ajax/Pickering boundary to Kingston Road, be transferred from the Region of 
Durham to the Town of Ajax, and that Salem Road, from the northern limit of Highway No. 401 
to Taunton Road, be transferred from the Town of Ajax to the Region of Durham. 
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The transfer of these roads provides the Town of Ajax with the ability to help shape and 
characterize Pickering Village and Downtown Ajax as special “places” within the Town of Ajax.  
Revitalization and intensification efforts can be better co-ordinated and implemented based on 
the completion of these specific road transfers. 

 
 
ATTACHMENTS: 
 
ATT-1: Regional Report 2012-J-26  
 
 
 
 
 
 

 
Dave Meredith 
Director of Operations and Environmental Services 
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TOWN OF AJAX 
REPORT 
 
 
 
REPORT TO:   General Government Committee   
  
SUBMITTED BY:  Dave Meredith 
  Director of Operations and Environmental Services  
 
PREPARED BY:  Dave Meredith 
    Director of Operations and Environmental Services 
 
SUBJECT:   Toronto 2015 Pan/Parapan America Games 
 
WARD(S):   2    
 
DATE OF MEETING:   Thursday July 5th, 2012  
 
REFERENCE:   GGC Report – March 22nd, 2012 

 
 

 
RECOMMENDATION: 
 
That Council authorize the Mayor and Clerk to execute a Memorandum of Understanding 
that supports the Town of Ajax hosting the men’s and women’s baseball and softball 
sporting event for the Toronto 2015 Pan/Parapan Am Games based on an Order of 
Magnitude estimate of $9,000,000, of which the Town’s financial commitment shall be no 
greater than 44% of the actual cost, and in no case shall the Town’s contribution exceed 
44% of $9,000,000. 

 
BACKGROUND: 
 
On March 1st, 2012 representatives from Toronto 2015 approached the Town of Ajax to 
consider the opportunity to be the host community for the Toronto 2015 Pan/Parapan Games 
baseball and softball disciplines.  Baseball and softball are considered to be two (2) of the 
premier sporting events and will feature many of the top ranked teams in the world for each 
sport. 
 
In considering a number of potential host municipalities, the following site criteria was applied in 
determining the preferred location: 
 
 Lands must be owned by the partner; 
 Site must be large enough for both disciplines, including training fields for each; 
 Must be construction ready by March 31st, 2013; 
 Memorandum of Understanding to be executed by July 31st, 2012; 
 Convenient access to public transit; 
 Total capital cost not to exceed $13,000,000 
 Partner must demonstrate legacy value for long-term sport and community use 
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On March 22nd, 2012 staff presented a report to General Government Committee regarding the 
Town’s interest in submitting an Expression of Interest to be a host community.  Subsequently, 
on March 26th, 2012 Council passed the following resolution: 
 

‘” That the report entitled ‘Expression of Interest to Host the 2015 Pan/Parapan Am 
Games – PanAm Ballpark at Sportsplex Park dated March 22nd, 2012 be received for 
information; and 
 
That Council authorize staff to submit an Expression of Interest to TO2015 for the Town 
of Ajax to be considered as a host community for the Pan Am Ballpark.” 

 
In response to the Expression of Interest issued by Toronto 2015, the Town of Ajax was 
identified as a candidate host community that satisfied the initial site selection criteria.   
 
In May, staff were advised that the Town of Ajax was the preferred partner to host the baseball 
and softball events of the Pan/Parapan Am Games.  On May 31st, 2012 a site meeting was held 
at Sportsplex Park with representatives from TO2015, Baseball Canada, Softball Canada and 
the baseball/softball technical advisor to TO2015.  The purpose of this meeting was to examine 
existing facilities (field of play, fencing, lighting, dug-outs, drainage, irrigation, access) and 
understand opportunities for ancillary facilities required during the ‘Games’ (media, additional 
lighting, washroom facilities, merchandise areas, temporary stands, change facilities etc.). 
 
 During the past three (3) weeks TO2015 have been working with Town staff to examine options 
and develop Order of Magnitude cost estimates.  Staff are now in a position to recommend a 
preferred site layout and corresponding cost estimate that would see the Town contributing 44% 
of the capital costs. 
 
DISCUSSION: 
 
The opportunity to be a host community for the Toronto 2015 Pan/Parapan Am Games is one 
that does not come along very often.  The opportunity to enhance the Town’s outdoor sports 
infrastructure not only provides immediate benefits to local user groups, but also puts Ajax on 
the map as a key destination to host future provincial and national championships for both 
baseball and softball. 
 
This facility will serve as a community legacy that supports two (2) strategic objectives detailed 
within the Town’s Corporate Action Plan.  Specifically: 
 
Strategic Objective:  Strategic Development and Economic Prosperity 
 

The Town will support the creation of places that attract interest and investment, 
welcome residents, businesses and visitors.   

 
Strategic Objective: Strong Sense of Community 
 

The heart of the Town of Ajax is its people.  The unique qualities of the Town include its 
diverse and distinctive neighbourhoods, landscapes, rich culture and heritage. The Town 
is committed to the continued nurturing of an engaged, inclusive, accessible and safe 
community. 
 
Key strategies under this objective include: 
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 Develop resources to further support community organizations, 
neighbourhoods and volunteerism. 

 
 Develop and implement services to ensure significant and active use of 

public and open spaces in Town. 
 
 Continue to develop and implement strategies and partnerships to 

support diversity, seniors and youth. 
 
In addition to the strong connection with the Town’s Corporate Action Plan, there are a number 
of additional community benefits that have been detailed below: 
 
Key Community Benefits 
 
 Supports the Town’s Business Development and Tourism Strategy with the specific 

emphasis being sports tourism; 
 
 showcases the Town of Ajax on an international stage; 

 
 elevates and enhances the quality of sports infrastructure in Ajax; 

 
 serves as a catalyst to promote and hopefully ‘grow’ baseball and softball in Ajax; 

 
 provides the Town with a multi-purpose venue that will benefit many community groups, 

including the Ajax Football Club; 
 

 supports the Town’s Recreation, Parks and Culture Master Plan by increasing the 
availability of hours for sports users based on enhancements being made to existing 
infrastructure 

  
Project Description 
 
The subject property is situated at the south-east corner of Audley Road and Taunton Road and 
comprises an area of approximately 20 hectares (50 acres).  Immediately south are additional 
lands owned by the Town of Ajax that will be the home of the Audley Recreation Centre, 
scheduled to be open in February 2013. 
 
The scheduled improvements to Sportsplex can be summarized as follows: 
 

 the conversion of two (2) existing soccer fields to synthetic turf 
o the turf field will be used as a baseball facility during the Games 

 baseball infrastructure will be temporary and will be removed post games 
o post games, the synthetic turf field will be converted to two(2) soccer pitches 

 turf field will have the ability to serve multiple purposes, although it is 
envisioned that soccer will be the primary user 

 
 addition of lighting infrastructure surrounding the synthetic turf field(s) 
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 enhancements to existing baseball and softball diamonds 
o re-grading and improved drainage 
o new sod and clay fields 
o above-ground dugouts 

 
 additional infrastructure/equipment 

o electronic score boards 
o batting cages 
o synthetic turf maintenance equipment 

 
 
Economic Impacts 
 
As previously mentioned, baseball and softball are two (2) of the premier events associated with 
the Pan/Parapan Am Games.  Each of these events will feature many of the top teams in the 
world.  As a result, these events are expected to draw a significant number of visitors to Ajax for 
a sixteen (16) day period in July 2015.  The following is an overview of participating countries 
and projected spectator attendance 
 
 
 

Baseball 
 

Men’s Women’s 

 
Cuba (1) 
 

 
USA (2) 

 
USA (2) 
 

 
Canada (4) 

 
Canada (6) 
 

 
Venezuela (5) 

 
Venezuela (8) 
 

 
Cuba (7) 

 
Puerto Rico (9) 
 

 
Puerto Rico (9) 

 
Mexico (10) 
 

 

 
Dominican Republic (12) 
 

 

 
Total Athletes: 268 athletes 
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Softball 
 

Men’s Women’s 

 
Canada (3) 
 

 
USA (1) 

 
USA (4) 
 

 
Canada (3) 

 
Venezuela (5) 
 

 
Venezuela (5) 

 
Argentina (7) 
 

 
Cuba (9) 

 
Puerto Rico (12) 
 

 
Dominican Republic (13) 

 
Mexico (14) 
 

 
Argentina (14) 

 
Total Athletes: 180 athletes 
 

 
( ) identifies countries world ranking 
 
 

With respect to spectator attendance, the premier baseball and softball competition diamonds 
will each have seating capacity for 5,000 spectators, while the secondary baseball and softball 
competition diamonds will each have seating capacity for 1,000 spectators (total seating 
capacity = 12,000). 
 
It is expected that there will be an estimated 80 games in total, with each day featuring 
afternoon and evening doubleheaders. Using a conservative estimate of the seats being at 50% 
capacity over the two week period, it is estimated that approximately 170,000 spectators will 
visit Ajax.   
 
Business Plan for Synthetic Turf Field 
 
In considering the options and legacy opportunities that the Pan/Parapan Am Games presents, 
staff identified the preferred option as being one that provides the greatest community benefit.   
This option includes the conversion of two existing soccer fields to artificial turf fields.  
 
It is staff’s intent to develop an Operating Business Model for the artificial turf field that will 
addresses a number of matters that would include, but not be limited to, the following:  
 
 development of a field allocation policy; 
 determination of applicable user fees; 
 opportunities for naming rights and advertising opportunities; 
 synthetic turf replacement reserve 
 partnership opportunities 

 
Staff will look to retain a consultant to develop this Business Plan beginning in the Fall of 2012.  
It is expected that staff will be in a position to provide Council with a recommendation in early 
2013.  Money has been allocated in the 2012 budget to complete this business planning 
exercise.  
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Legal Agreements 
 
There are a series of legal agreements that the Town will be expected to execute with the 
Toronto Organizing Committee.  These agreements include:   
 
 Multi-Party Agreement 
 Memorandum of Understanding 
 Facility Agreement 

 
a) Multi-Party Agreement 

 
The Multi-Party Agreement (“MPA”) is between the Provincial and Federal Government, 
the City of Toronto, the Canadian Olympic Committee, the Canadian Paralympic 
Committee and the Ontario 2015 Pan Am Games Bid Corporation.  This agreement was 
executed in November 2009 and all host municipalities are required to sign on to the 
agreement (via a Joinder Agreement).  The Town of Ajax signed on to the MPA by 
executing a Joinder Agreement in December 2009. 

 
b) Memorandum of Understanding 

 
The Memorandum of Understanding (“MOU”) is a formal agreement between the Town 
and the Toronto Organizing Committee for the 2015 Pan/Parapan Am Games.  The 
MOU establishes the obligations of each of the parties with respect to the construction of 
the baseball and softball infrastructure previously identified within this report. 
 
Staff have had an opportunity to review a draft of the MOU prepared by the Toronto 
Organizing Committee.  A copy of this draft document has been attached to staff’s 
report.  There are a number of issues that are in the process of being addressed prior to 
the MOU being executed by the Mayor and Clerk.  The primary issues relate to the 
insertion of an agreed upon ”cap” with respect to the Town’s financial contribution,  
details relating to the lead project management role, exclusive use periods, allowable 
costs, critical dates etc. 

 
c) Facility Agreement 

 
The MOU will be used as the framework to develop the Facility Agreement, which will 
more clearly define the responsibilities for each party.  Specifically, the Facility 
Agreement will determine the roles, relationship, joint and separate responsibilities, 
authorizations and obligations of the parties with respect to: a) project delivery, b) 
Games use, and c) legacy considerations. 

 
Project Timelines 
 
Through discussions with the Toronto 2015 Organizing Committee, the ball diamond 
improvements need to be completed by August 2014 to allow for test events.  Working back 
from this date, staff have developed a high-level project timeline and schedule (see attached).  
This schedule was conveyed to the sports users on Wednesday June 27, 2012.  Recognizing 
that there will be down time, staff will work with the sportsfield user groups to make 
accommodations through these transitional periods. 
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Volunteer and Business Opportunities 
 

i) Volunteer Opportunities 
 
Volunteers will be an important part of Toronto 2015’s success. Preliminary plans call for as 
many as 20,000 volunteers.  
 
While Toronto 2015 is not currently engaging in active recruitment until 2013, the first priority 
recruits will be seasoned leadership volunteers with extensive executive-level experience in 
sports management. All volunteer opportunities will be posted on Pan-Am’s website.   
 
Town staff will work with TO2015 to identify local opportunities for residents and business to 
become involved.  One of the key objectives for TO2015 is to develop a world class volunteer 
program that engages numerous and diverse stakeholders, including: 
 
 Youth volunteers 
 Underserviced groups 
 New Canadians 
 Local municipalities 
 Sports organizations 
 Educational institutions 
 Corporate partners and Boards of Trade 
 Community organizations 

 
One of the key elements of the TP2015 Volunteer Program is the establishment of a volunteer 
certification program that has been designed as a legacy lasting beyond the games.  The 
formally recognized training and experience standards that will be instituted for the TO2015 
Games will certify volunteers for future service in the sector. 
 

ii) Business Opportunities 
 
Opportunities for supplier involvement leading up to, and during the Games is an important 
consideration to the overall success of the Games.  TO2015 is committed to an open, fair 
transparent supplier environment and will announce all competitive procurement requirements 
and current business opportunities through MERX, the website for Canadian private tenders. 
 
Procurement opportunities greater than $100,000, will undergo an open, competitive process 
that, in most cases, involves a pre-qualification phase followed by a request for proposal phase.  
The responsibility is on the supplier to look for the opportunity. 
 
Supplier selections will be made based on the following: 
 
 Total cost of ownership  
 Ability to deliver the goods and services 
 Quality 
 Innovation in the supplier’s solution 
 Supply chain and employment diversity practices 
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FINANCIAL IMPLICATIONS: 
 
The funding for the Town’s capped contribution will come from Infrastructure Reserve (slots) 
and the Capital Projects Reserve.  Based on the available reserve balances in the Current Long 
Range Capital Forecast, approximately $2,400,000 will come from Infrastructure Reserve (slots) 
and the remaining $1,560,000 from the Capital Project Reserve.  No capital projects in the 
current Long Range Capital Forecast will be eliminated or reduced in scope due to proceeding 
with this project.  The net impact is lower balances in two of the Town’s reserves.   It is 
important to note that both of these reserves are specifically designed to be used as a source of 
funding when these type of partnership opportunities arise.  Both reserves have been used to 
fund a number of recent Federal/Provincial infrastructure programs. 
 
 
COMMUNICATION ISSUES: 
 
Staff have had an opportunity to meet with key user groups from both baseball and soccer and 
present the preferred staff option.  Discussions have gone well, with overall support being 
provided by each of the groups.  Further discussions will take place through the design 
development phase.  In addition, discussions will take place with each of the groups to make 
accommodations during the construction phase, as well as during the ‘exclusive use’ period 
leading up to, during and after the Games (see attached Letters of Support).   
 
 
CONCLUSION: 
 
Hosting one of the premier sporting events for the 2015 Pan/Parapan America Games is a 
unique opportunity for the Town of Ajax.  In considering a number of options, staff are 
recommending a venue that will provide community, sport and economic benefits to the Town of 
Ajax well beyond the Pan/Parapan Am Games.  It is critical to ensure that the venue not only 
stages a world class sporting event during the Games, but also produces long standing benefits 
for Ajax residents and local sports user groups, while at the same time being developed in a 
manner that is affordable to the Town of Ajax.   

 
 
ATTACHMENTS: 
 
ATT-1: Letters of Support 
ATT-2: Draft Memorandum of Understanding 
 
 
 
 
 
 

 
Dave Meredith 
Director of Operations and Environmental Services 
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TOWN OF AJAX 
REPORT 
 
 
 
REPORT TO:  General Government Committee    
 
SUBMITTED BY: Marilou Murray, Manager of Strategy, Communications and Policy 
 David Forget, Manager, Quality Service and Special Projects 
   Louise Soulliere, Customer Service Co-ordinator 
 
PREPARED BY: David Forget, Manager, Quality Service and Special Projects 
   Louise Soulliere, Customer Service Co-ordinator 
 
SUBJECT:  Constituency Inquiry Request Process – 1 Year Review 
 
WARD(S):  All 
 
DATE OF MEETING:  Thursday, July 5, 2012 
 
REFERENCE:  Constituency Inquiry Request Process – Update Report – December 

08, 2011  
 

 
 
RECOMMENDATION: 
 

1. That the report entitled Constituency Inquiry Request Process, dated July 5, 2012 be 
received for information.  
 

BACKGROUND: 
 
Staff began to track constituent inquiry requests received via members of Council in late May 
2011 as a means to effectively manage the volume of requests they receive on an ongoing 
basis.  To date, staff have tracked 615 inquiry requests from constituents (11 per week on 
average). 
 
Staff have been reporting weekly on the number of inquiry requests completed and those that 
are pending since July of 2011. 
 
Overview of the Existing Process: 
 
When a constituent inquiry request is received by a member of Council, the following process is 
followed (as outlined in Corporate Operating Procedure COR-OP-010): 
 

• Mayor / Council acknowledges the request with a standard response and 
forwards to the Customer Service Co-ordinator 

• Customer Service Coordinator forwards request to appropriate staff person for 
response 

• If more time is required, constituent is notified up front 
• Completed responses, required within 48 hours of receipt, are forwarded to 

Council (a draft can be completed by the CSC on request) 
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• Mayor / Council replies back to the constituent (or by CSC on behalf of Mayor / 
Council on request) 

• Customer Service Co-ordinator follows up on outstanding requests that are in 
excess of two weeks old where no updates have been filed both internally and 
externally (i.e.: Region, MP/MPP, AMHC, etc.) 
 

Database Tracking: 
 
An in-house data base was created to: 
 

 Manage the volume of inquiry requests received 
 Establish a process that supports Council’s ability to respond to enquiries in a timely 

manner 
 Develop a consistent approach to manage constituency requests across all departments 
 Establish a system that helps Directors/Managers track and manage timely responses to 

enquiries within their department 
 View inquiry requests completed and outstanding at-a-glance 
 Manage the length of time it takes to review and respond to requests 
 To view a customer’s history 
 Put closure on inquiry requests that have been attended to by staff 
 Report on completed / pending inquiry requests on a weekly basis by ward and request 

type 
 
The following is a breakdown of constituent requests by department: 
 
Operations and Environmental Services – 29% 
Planning and Development Services – 20% 
By-law – 17% 
Sent to more than one department - .6% 
Region of Durham (various departments) – 14% 
Other Town Departments – 11% 
Other (AMHC, DRPS, MP/MPP) – 8.4% 
 
DISCUSSION: 
 
Constituents have made requests to the Town on a variety of topic areas ranging from 
accessibility to zoning inquiries.  The following is a summary of the top 20 requests received (in 
ranked order of requests made): 
 
Garbage / recycling (39) 
Parking (38) 
Traffic (37) 
Transit (27) 
Construction Issues (23) 
Trees (19) 
Safety (18) 
Grass (17) 
Development inquires (16) 
Parks (14) 
Ponding water (10) 
Sidewalks (10) 
Speeding (9) 
Noise (9) 
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Snow Removal (9) 
Social Assistance (8) 
Recreation Facilities (8) 
Property Standards (7) 
Water (Regional) (7) 
Fences (7) 
 
Review of SWOC Analysis 
 
Staff undertook at analysis to determine the strengths, weaknesses, opportunities and 
challenges with the current constituency request process. 
 
Many of the identified strengths pointed to the database’s ability to track and trend inquiries.  
Other strengths included the ability to put closure on requests with confidence, improving the 
coordination of inquiries while meeting the needs for Council.   
 
Quite a number of weaknesses were identified, directed at the shortcomings of the current data 
base and the lack of staff resources to effectively input, track, respond to, follow up and close 
inquiries.  Other weaknesses identified include issues with the process including the 
transmission of inquiries directly from Council to staff without copying the Customer Service  
Co-ordinator as well as staff not always providing timely responses or forgetting to copy the 
Customer Service Co-ordinator once responses are complete.  Another key weakness included 
the confusion and inconsistency about what is put in to the database.   
 
A number of opportunities were identified which would help to alleviate many of the noted 
weaknesses.  Opportunities included the adoption of a corporate CRM to effectively handle and 
track all feedback including the feedback received via Mayor and Council.  Educating staff on 
the importance of providing timely responses was also identified as well as the inclusion of 
inquiries submitted through Contact Us in the inquiry process. 
 
Suggested Amendments to the Constituent Inquiry Requests Procedure 
 
As a result of the SWOC analysis, the Constituent Inquiry Request Operating Procedure (COR-
OP-010)  was amended with suggested improvements (see Attachment 2). 
 
The following amendments are suggested for the Operating Procedure: 
 
- definition of constituent inquiries (Section 2.1) 
- clarity on the responsibilities of the Customer Service Co-ordinator (Section 3.3) 
- clarification on the timelines for departments to respond to inquiries – making the requirement 
consistent with the Town’s Corporate Customer Service Standards Section 7.3) 
- escalation to the CAO for outstanding inquiries after three weeks (Section 7.8) 
- inquiries received through Contact Us, directed to Mayor / Council will be included in the 
process (Section 7.10) 
- public meetings and project specific forums will not be included in the Constituency Inquiry 
process (Section 7.10) 
- eliminating the 48 hour response time and replacing it with five working days which is 
consistent with the Corporate Customer Service Standards (COR-OP-008) (Section 7.1) 
- the addition of identification numbers for each request on weekly reports (Section 7.11) 
 
FINANCIAL IMPLICATIONS: 
 
n/a 
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COMMUNICATION ISSUES: 
 
Communications with constituents have improved with the implementation of the process.  
Constituents receive an e-mail from Council indicating that their inquiry request has been 
received.  Constituents also receive notice from a member of Council if it’s anticipated the 
response will take additional time to complete.  Staff are included in the string of 
correspondence between the constituent and Council.  As a result, staff and Council play an 
important role in ensuring that responses are made back to constituents in a timely fashion and 
confidently put closure on inquiry requests that have been responded to.   
 
CONCLUSION: 
 
The constituency inquiry request process has been a successful one to effectively manage 
concerns, issues and requests received via members of Council.  Staff have been able to report 
to Council on a weekly basis on completed and outstanding inquiry requests as well as 
providing them with some trending analysis.  The process has improved the ability to manage 
the time it takes to respond to constituents and to put closure on those inquiry requests that 
have been completed.  The process has also reduced duplication of effort in some instances.   
 
The process has also provided some insight as to how the process might be applied corporately 
to all feedback received from residents, business owners and visitors to the Town.  Currently, 
the Town receives approximately 9000 requests from residents in a variety of formats. 
 
Clarification on the responsibilities of the Customer Service Co-ordinator and Departments will 
help to streamline the existing process.  Communication and education on the importance of 
timeliness for staff will help to ease the burden of time consumed on following up on constituent 
requirements.   Defining what gets added to the database will also help to reduce the amount of 
entries made and will allow consideration of constituent input as part of a public meeting or 
project.  This includes the elimination of comments from constituents which typically do not 
require a formal response.  The consideration of calling residents back may be an option for 
simpler inquiries and would reduce the amount of time spent responding conventionally by  
e-mail. 
 
ATTACHMENTS: 
 
ATT-1: Constituency Inquiry Requests – Standard Operating Procedure (COR-OP-010) 
 
 
__________________________________________ 
Louise Soulliere 
Customer Service Co-ordinator 
 
__________________________________________ 
David Forget 
Manager, Quality Service and Special Projects 
 
__________________________________________ 
Marilou Murray 
Manager of Strategy, Communications and Policy 
 
__________________________________________ 
Brian Skinner 
Chief Administrative Officer 
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NO.:  COR-OP-010

 
AUTHORED BY: 

 
David Forget ISSUE # 3 

 
APPROVED BY: Marilou Murray ISSUE DATE: 12 / 07 / 05 

 
 

 
THIS DOCUMENT IS VALID ONLY ON THE DAY OF PRINTING.  PLEASE REFER TO THE DMS FOR THE MOST 
CURRENT VERSION. 
 Printed on:  June 27, 2012 

1 PURPOSE 

 
1.1 To set out general directions and guidelines for replying to external constituent inquiries 

received through the Mayor and/or Councillor’s office. 
 
2 DEFINITIONS 
 

2.1 Constituent Inquiry Request: A request made to Council via telephone, e-mail or in person but 
does not include feedback received from public meetings on specific subject matter.  Inquiries 
made through Contact Us directed to Council will also be included as Constituent Inquiry 
Requests. 
 

2.2 Staff:  Town of Ajax full-time and part-time employees and volunteers 
 

2.3 Constituent Request Database:  An access database used to record, track, update and resolve 
constituent inquiries. 
 

2.4 Constituent Request Database Reports: 
2.4.1 Report by Status:  Listing of all inquiries received from external constituents, sorted by 

open and closed status 
2.4.2 Report by Request:  Listing of all inquiries received from external constituents, sorted by 

the type of request 
2.4.3 Report by Due Date:  Listing of all open inquiries, sorted by the due date 

 
2.5 Inquiry Request Types:  

2.5.1 Request for an increased/new level of service 
2.5.2 Request for action 
2.5.3 Complaint 
2.5.4 Compliment 

 
 
3 RESPONSIBILITIES 

 
3.1 The Mayor and Councillors have the responsibility for receiving and responding to constituent 

inquiries in a timely manner. 
 

3.2 The Customer Service Co-ordinator has the responsibility to ensure that the operating 
department receives the inquiry in a timely fashion, records the inquiry in the database, provides 
a weekly update, comments or a resolution within the defined timeframes, and to forward all 
inquiry communication to the originating Mayor and/or Councillor. 
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3.3 The operating department has the responsibility to respond to constituent inquires received by 
the Customer Service Co-ordinator / Mayor / Council within the defined timeframes. 

 
 

4 CUSTOMER 
 

4.1 Residents of Ajax 
4.2 Business Owners 
4.3 Community groups / organizations 
4.4 Visitors to Ajax 

 
5 LEVEL OF SERVICE 
 

5.1 As defined in Section 7 of the Corporate Customer Service Standards (COR-OP-008) 
 
6 QUALITY RECORDS 
 

6.1 Constituent Request Database Reports 
 
7 PROCEDURE 

 
Constituent inquiries are received by the Mayor and/or Councillor by telephone, email, letter, fax and in 
person including Council-hosted ward meetings. 

 
7.1 It shall be the responsibility of the Mayor and/or Councillor to forward any constituent inquiries to 

the Customer Service Co-ordinator. 
 
It shall be the responsibility of the Mayor and/or Councillor to acknowledge the constituent’s 
inquiry within 24 hours with the following response: 
 
“Thank you for (your inquiry, sharing your thoughts, providing me with this information).  I have 
forwarded your concern to the appropriate staff for a response.  I will follow up with you within 
five business days”.  The email will be closed with the Councillor’s name. 
 

7.2 It shall be the responsibility of the Customer Service Co-ordinator to track all constituent 
inquiries in the Constituent Request database, promptly forward the inquiry to the appropriate 
department to research and resolve the inquiry, in accordance with the Town’s Customer 
Service Standards (COR-OP-008). 
 

7.3  It shall be the responsibility of the operating department, in accordance with the Customer 
Service Standards (COR-OP-008), to provide appropriate detail/data or a response to the 
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inquiry within 5 business days, either back to the Customer Service Co-ordinator, or directly to 
the Mayor and/or Councillor and copied to the Customer Service Co-ordinator.  
 

7.4 If more time is required by the operating department, department staff are responsible to 
communicate with the Mayor and/or Councillor and the Customer Service Co-ordinator on the 
anticipated response timeline.  In an effort to show progress on the inquiry, and to ensure 
appropriate communication, the customer will receive a follow up email or phone call by the 
Mayor and/or Councillor providing them with the anticipated response timeline.  A draft 
response can be prepared upon request of the Mayor and/or Councillor. 
 

7.5 It shall be the responsibility of the Customer Service Co-ordinator to record and update the 
timeline extension in the Constituent Request Database. 
 

7.6 It shall be the responsibility of the Customer Service Co-ordinator to forward staff responses to 
the originating Councillor and/or Mayor, if not sent directly by department staff.   
 

7.7 It shall be the responsibility of the Mayor and/or Councillor to reply back to the constituent, 
based on staff responses.  A draft response can be prepared upon request of the Mayor and/or 
Councillor. 

 
7.8 It shall be the responsibility of the Customer Service Co-ordinator to escalate overdue requests 

to the Manager/Director level after a two week period where updates have not been provided.  
Requests made to By-law Services and others where deemed necessary, shall be exempt from 
this requirement due to the nature, complexity and length of time often required to complete 
requests.  Inquiries not completed within three weeks will be forwarded to the CAO for follow up. 
 

7.9 Constituent inquiries may result in a Corrective and Preventative Action Request.  It shall be the 
responsibility of the Customer Service Co-ordinator to follow the procedures as defined in 
Corrective and Preventive Action (COR-OP-101). 

 
7.10 The Constituent Inquiry Request process does not apply to public meetings being organized 

corporately or by a department for a particular subject matter / project.  This information / public 
feedback will be captured by the managing department and/or consultant, if applicable.  The 
information and/or public inquiries generated at the meeting can be forwarded to the Mayor 
and/or Councillor at their request. 

 
7.11 It shall be the responsibility of the Customer Service Co-ordinator to provide a weekly status 

update report to Council and Department Heads.  The report shall include a review of the 
number of inquiries received, a summary of inquiries completed and outstanding, an 
identification number for each inquiry and a top-ten tracking summary. 
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8 RELATED DOCUMENTATION 
 

8.1 Corporate Customer Service Standards (COR-OP-008) 
8.2 Corrective and Preventive Action (COR-OP-101) 
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