Municipal Excellence Committee
Meeting
Monday, March 21, 2022, 9:00 a.m.
Virtual

The Municipal Excellence Committee Meeting will be held virtually using MICROSOFT TEAMS.
Members of the Public may watch the Live Stream of this meeting on the
MD of Bighorn YouTube Channel
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MUNICIPAL DISTRICT OF BIGHORN #8
MUNICIPAL EXCELLENCE COMMITTEE MEETING
January 17, 2022, 9:00 a.m.
Virtual Meeting via TEAMS
IN ATTENDANCE:
Lisa Rosvold
Rick Tuza
Robert Ellis
Leslie Rea
Lynda Gale
Lana Hill
1.

Reeve
Councillor - Chair
C.A.O.
Executive Assistant
Recording Secretary
Facilitator

CALL TO ORDER
R. Tuza called the meeting to order at 9:01 a.m.

2.

ADOPTION OF AGENDA
Moved by L. Rosvold that the agenda for the January 17, 2022, Municipal Excellence
Committee be adopted.
CARRIED

3.

MINUTES
a) Moved by L. Rosvold that minutes from the December 20, 2021, Municipal Excellence
Committee meeting be adopted as presented.
CARRIED

4.

5.

BUSINESS ARISING FROM THE MINUTES
a) Memo re: Municipal Recognition and Events
The MEC discussed the memo.
NEW BUSINESS
There were no items to discuss.

6.

INFORMATION
There were no items to discuss.
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7.
-

CLOSED MEETING
MEC went into Closed Session to further discuss
Item 7.a) Community Association Recognition Nomination, as per FOIP Section 17
Item 7.b) Recognition of Long Time Service, as per FOIP Section 17.
Moved by L. Rosvold that MEC go into Closed Session at 9:52 a.m.
Moved by L. Rosvold that the MEC return to the public session at 11:38 a.m.

8.

NEXT MEETING DATE
The next scheduled meeting is Monday, March 21, 2022, to be held virtually at 9:00 a.m.

9.

ADJOURNMENT
Moved by L. Rosvold that the meeting be adjourned at 11:40 a.m.

CHAIRPERSON

SECRETARY
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CARRIED

DECISION REPORT
FILE: MEC Package

DATE: March 15, 2022
REPORT TITLE: Terms of Reference for 2022 Salary Review

RECOMMENDATION:
The Municipal Excellence Committee recommends that Council approve the Terms of Reference
for the 2022 Salary Review.
LEGISLATIVE REQUIREMENT/AUTHORITY:
The MD is carrying out its corporate function in accordance with the Municipal Government
Act.
BACKGROUND/DISCUSSION:
In 2017 the Municipal Excellence Committee and Council recognized that salary levels need to
be reviewed at regular intervals to ensure the equitable and fair compensation of staff.
The last review was completed and approved in February 2018. Attachment 1 outlines the
updated terms of reference for Administration to move forward with a Request for Proposal
(RFP).
FINANCIAL IMPLICATIONS:
The costs associated with the 2022 Salary Review were approved in the 5-Year Capital Plan.
COMMUNICATION (INTERNAL/EXTERNAL): C.A.O.
PUBLIC PARTICIPATION PLAN (IF REQUIRED): None
ALTERNATIVES: Amend/Reject
ATTACHMENTS:
1. Terms of Reference 2022 Salary Review

Type text here

PREPARED BY:

Shaina Tutt

APPROVED BY:

SUBMITTED TO:

MEC

MEETING DATE: March 21, 2022
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Attachment #2

REQUEST FOR PROPOSAL
SALARY REVIEW

MUNICIPAL DISTRICT OF BIGHORN NO. 8

April 26, 2022
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The Municipal District of Bighorn (“Bighorn”) is located east of Banff National Park, along the eastern
slopes of the Alberta Rocky Mountains. Bighorn is a rural municipality that covers approximately 2,700
square kilometers; the land encompassed within Bighorn has various uses such as recreational, agricultural,
forestry, and ranching. There are also several industrial sites within Bighorn that take advantage of the
natural resources in the area, including oil and gas, hydropower, cement production, and mineral extraction
of magnesium and lime. The majority of Bighorn’s 1,598 permanent residents live in five hamlets
(Benchlands, Dead Man’s Flats, Exshaw, Harvie Heights, and Lac des Arcs), with the remainder living on
acreages or working agricultural quarter/half/full sections of land.
Bighorn was incorporated as a self-governing municipality in 1988; Bighorn is governed by Council which
is comprised of five Councillors who are elected every four years in municipal elections that occur province
wide. The Municipal District has four wards and after each municipal election, Council appoints a Reeve
and Deputy Reeve from the Council Members. As with other Alberta municipalities, Council serves as the
municipal policy making body, in meeting the purposes outlined in the Municipal Government Act,
specifically in Section 3 of the Act. Council relies upon the Chief Administrative Officer, the Senior
Managers, and the departmental staff to carry out the municipal policies, in delivering services to the
ratepayers.
Bighorn has total of 25 full time employees, and 1 part-time permanent employee, providing services to
residents and business of the municipality. Bighorn’s municipal organization is divided into four
departments, each headed by a director:
Administration
The Municipal District of Bighorn’s Administration consists of five personnel: the Chief Administrative
Officer (C.A.O.), the Executive Assistant, the Receptionist, and two Bylaw Enforcement Officers. The
senior Bylaw Enforcement Officer also serves as the Safety Codes Officer for enforcement of the fire
prevention sections of the Alberta Safety Code.
Finance
Finance is responsible for carrying out the statutory requirements relating to municipal financial operations,
taxation, assessment, accounts payable/receivable, payroll, etc. The department is headed by the Director
of Finance, who oversees two clerical positions: an Accounting Assistant, Accounts Payable and
Receivable, who handles accounts payable/receivable, other financial matters as directed, and provides IT
liaison support; and an Accounting Assistant, Payroll, Property Tax and Utilities, who handles payroll,
assessment and taxation, other financial matters as directed, and the recording of minutes at various
statutory and other meetings (Council, public hearings, several boards/committees).
Operations
The Operations Department consists of eleven full-time employees who perform a range of duties
pertaining to public works and agricultural issues in the M.D. The Director of Operations oversees three
major functions, each with a separate supervisor: Environmental Fieldman, Streets and Roads Foreman,
and Utilities Foreman. The Environmental Fieldman handles the day-to-day Agricultural services,
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watershed and environment issues, and parks; there is also an Assistant Fieldman to work with the
supervisor. The Streets and Roads Foreman oversees maintenance of the municipal streets and roads,
including the supervision of contracted crews, primarily during snow removal periods. The Streets and
Roads Foreman is assisted by two Roads Workers. The Utilities Foreman oversees a staff complement of
four personnel, who handle the municipal utility services (water and/or wastewater in select hamlets), solid
waste collection, and facility/building maintenance.
The Director is also assisted by an Operations Coordinator, who primarily handles IT applications, mapping
and other related functions.
Planning and Development
The Department of Planning and Development is responsible for implementing the community’s vision
through both long-term and day-to-day planning/development activities. The Director also oversees
Bighorn’s Community Services function. The department is staffed with the Director of Planning Services,
a Development Planner, a Development Officer, and the Planning Administrative Assistant. The
Community Services function, which encompasses recreation/culture, Family/Community Support
Services (FCSS) and trails, has a single staff person, the Community Services Coordinator.
Other services

The M.D operates three volunteer fire halls, which provide fire prevention / suppression equipment and
forces. There are no permanent full-time staff in Emergency Services.

1. THE PROJECT
1.1 Background and Project Objectives
Bighorn is currently operating under a salary scale set by the last full salary review, which was
presented and accepted by Municipal Council in February 2018.
There is a recognition that salary levels need to be reviewed to ensure municipal employees are
being fairly compensated. There is also a realization that Bighorn must look at ways to retain
employees that have maxed out their current salary ranges and have little room to receive additional
compensation in the future.
The objective of the salary review is to ensure:
1. All existing staff positions are fairly evaluated against similar positions in comparable
municipalities;
2. Bighorn has the ability to retain its employee base through competitive and fair
compensation; and,
3. There is internal equity amongst staff.
4. That Bighorn’s compensation structure is competitive with nearby municipalities, who
may be competing for the same staff candidates that Bighorn may be recruiting (or trying
to retain).
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1.2 Scope of Work
The consultant will be expected to address the following components within the analysis of the
Bighorn’s existing salary structure:
1. To review the job descriptions of all permanent employees to understand the scope of
responsibility, the key job functions, educational and skill requirements required for each
position. Individual interviews may be necessary to complement the review of the job
descriptions; and
2. To provide a recommended salary range for each position based on the assessment of each
job description in comparison to similar positions in other municipalities. A rationale for
the level of compensation must be provided for each position;

2. PROJECT DELIVERABLES
2.1 General
The project deliverables and meetings defined below are the minimum requirements for the
execution of the study. Should the proponent feel that it is desirable to produce additional
deliverables then these should be described explicitly in the proposal. The following are considered
the minimum deliverables:
• Work Plan
• Communication Plan
• Progress Reports
• Draft Report
• Final Report
Where meetings are planned to review the deliverables, the proponent shall allow for a minimum
of one week between the date when the deliverable is available for circulation and the date of the
meeting.
2.2 Work Plan
• Before commencing the project, the proponent shall prepare a Work Plan, which shall take the
form of a detailed description of the steps to be followed in the study process.
• This plan will indicate the sequencing and staging of tasks, key decision points, the expected
completion date for each task and the interrelationship between the completion of the tasks and
the preparation of the project deliverables.
• The Work Plan shall be delivered to Bighorn’s Municipal Excellence Committee (“the
Committee”) and a meeting scheduled for review and approval of the work plan prior to
commencing work.
2.3 Progress Reports
• Written progress reports, highlighting activities undertaken, results achieved and outlining any
unexpected delays, problems or difficulty which arise as the project progresses shall be
submitted regularly as agreed upon.
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2.4 Draft Reports
• The Draft Report shall be prepared for distribution to staff and review by the Committee.
• After the Draft Report is reviewed by Bighorn, a complete Final Report shall be prepared.
• The Draft Report shall be considered a “draft” Final Report – all topics to be covered
by the Final Report shall be addressed, and the Draft Report shall not be prepared until study
work is sufficiently far advanced that no significant new information will be introduced
between the Draft Report preparation, and preparation of the Final Report.
2.5 Final Report
• The Final Report shall be prepared for acceptance by the Committee following a thorough
review of the Draft Report and satisfactory resolution of all issues raised during the review
period.
2.6 Meetings
The following are mandatory meetings to be attended by the successful proponent:
• Presentation of the Work plan to the Committee;
• Presentation of the Draft Report to the Committee;
• Presentation of the Final Report to the Committee;
• Presentation of the Final Report to staff and Council.

3. MANDATORY REQUIREMENTS
3.1 Experience
The required experience should be comprised, but not limited to the following:
General:
• Research and analysis techniques;
• Evaluation and assessment techniques;
• Related experience in human resources management;
• Related experience in salary and compensation review;
• Related experience of all of the above in the municipal context.
3.2 Confidentiality
It is understood that the successful proponent may be required to retain information and copies of
the findings and resulting report. However, the findings and resulting report is understood to be the
property of Bighorn and shall remain confidential to the successful proponent and Bighorn. It is
also understood that any material pertaining to the project that is disclosed to the successful
proponent by Bighorn of a confidential nature will also be expected to be kept confidential. The
proponent shall indicate in the proposal that this is agreed to and upon awarding of the proposal
may be requested to sign a document agreeing to these terms.
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4. PROPOSAL FORMAT

All respondents must submit five (5) hard copies of their proposal and one electronic an electronic
(PDF) copy of their proposal that containsing the detailed information as requested in this section
and structured according to the format and number scheme used in thise RFP.

4.1 Firm Identification and Contact
Each respondent should provide their full legal name, if incorporated, and the name, title, address,
telephone number, facsimile number and e-mail address of the individual to be contacted with
respect to the submission.
4.2 Project Team and Experience
The respondent should identify all proposed team members and their role in the project. For each
proposed member please indicate:
• Name and firm association; if different from contact;
• Role in the project;
• A brief description of the individuals’ qualifications and their experience, both professional
and practical;
• A list of relevant previous assignments and a brief description of their roles;
• Three references for similar projects.
4.3 Comprehension of the Assignment
Indicate your understanding of the scope and complexity of the assignment. Indicate the problems
/issues likely to be encountered.
4.4 Approach
Describe your methodology, method of research, additional reference materials and source
documentation resources to be used and any other relevant and/or unique attributes of your
approach. The general methodology expected is as follows:
Introductory Meeting
• Bighorn will outline our priorities and objectives;
• Any relevant materials in our possession will be turned over to the consultant, including the
salary review conducted in 20181, the existing salary grid, and all current job descriptions,
and personnel policy;
• The consultant will describe the process they will employ in the work plan;
• Agreement is reached on process and communications.
Data Collection and Review
• A full review of all existing municipal job descriptions will be conducted, along with personal
interviews with each employee. Prior to incorporating the employee interview results, the
Director or CAO shall review same.
• Compensation data for other municipalities will be compiled and analyzed. Municipalities shall
be chosen for comparison based on population, budget, staff complement, competitive position,
and geographic location (proximity to Bighorn);
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Analysis and Assessment
• Consultants determine a level of compensation range suitable for all current municipal
positions;
• Consultants develop a revised master salary scale for Bighorn;
• Consultants determine the amount of steps on Bighorn’s pay scale;
• Provide recommendations on the frequency and methodology of future reviews
Draft Report
Draft report is submitted to the Committee;
• Comments and revisions are provided to the consultants.
Final Report
• Report is finalized;
• Report is accepted by the Committee;
• Recommendations on proceeding are discussed and agreed upon;
• One presentation is made to Council and one presentation to Municipal staff on the findings
contained within the report;
• Report is made available in two (2) hard copies y (10 copies) and electronic format (PDF).
4.5 Project Plan and Schedule
The respondent shall include a proposed project plan (including a proposed schedule/timetable and
deliverables, with the identification of team member involvement). It is anticipated that the
consultant selection date will be the second week of June 2022. Timeframes of the contract will be
based on the date the contract is awarded.
4.6 Fees and Expenses
Each respondent is responsible for any and all costs and expenses incurred in the performance of
the project.
The activities listed in this Request for Proposal are the minimum requirements to be undertaken.
Respondent may also provide separate pricing on additional requirements they feel would benefit
Bighorn in meeting its goals.
5. PROPOSAL EVALUATION PROCESS AND AWARD
Evaluations will be scored based on:
Qualifications of Team
Similar Experience
Creativeness and Completeness of Approach
Viable Timeframes and Proposed Schedule
Overall Presentation

20%
20%
30%
20%
10%

The contract will be awarded to the proponent that scores the highest on the evaluation, provided
that the financial proposal satisfactorily meets the expectations of the Committee. In the event that
no satisfactory proposals are received, the Committee reserves the right to reissue the project.
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Once a conditional award is made, any concerns with the proposal which have been brought out
through the evaluation process may be negotiated with the selected proponent. Final award will
be subject to satisfactory submission of the Work Plan.
Upon notification of the conditional award, the successful proponent shall submit to the Committee
five (5) copies of the detailed Work Plan within five business days. Failure to provide the Work
Plan in a timely manner may result in disqualification and award of the project to another
proponent.
It is acknowledged that the contents of proposals submitted in response to this RFP are confidential
and shall not be released to other parties.
6. GENERAL
6.1 Contact Information
All inquiries concerning the questions regarding the RFP must be directed to Bighorn prior to the
submission date (preferably through e-mail). Depending upon the inquiries, a written submission
may be required. Contact Person:
Shaina Tutt, Director of Finance
P.O. Box 310
No. 2 Heart Mountain Drive
Exshaw, Alberta, T0L 2C0
Email: shaina.tutt@mdbighorn.ca
6.2 Proposal Submission
Five (5) copies of theThe electronic copy (PDF) of the proposal shall be submitted to the contact
noted in Section 6.1 no later than May 24, 2022 at 4:00 PM. Please note that fax submissions
will not be accepted. Envelopes should be clearly markedThe proposal must be clearly
referenced as “Salary Review Proposal for the Municipal District of Bighorn #8”.
6.3 Notification
During the period of May 25 to June 1, 2022, submissions will be assessed and proponents may
be contacted to answer questions or to present their proposal. The successful respondent will be
notified the second week of June of the conditional award. The unsuccessful respondents will
be informed in writing.
6.4 Awarding of Contract
The award of this RFP is conditional upon the successful respondent entering into an agreement
to perform the services and other obligations as required by this RFP.
6.5 Payment of Fees
The fees of the consultant will be paid as follows:
• 30% of the quoted fees on acceptance of the Work Plan
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• 50% of the quoted fees on the submission of the Draft Report
• 20% of the quoted fees on the acceptance of the Final Report
7.

TERMS AND CONDITIONS

7.1 Reservation of Rights
Bighorn reserves the right to accept conditions to be offered by and/or negotiated with the Successful
Proponent which are not specifically contained in this RFP.
At all times, Bighorn reserves the right to seek written clarifications of a Proponent. Such clarification
shall be deemed an amendment to such Proponent's Proposal and be binding upon the Proponents.
7.2 Disclaimer of Liability and Indemnity
Bighorn, its directors, officers, servants, employees, agents and consultants expressly disclaim any
and all liability for representations, warranties (express or implied), errors or omissions in the RFP
package or in any written or oral information transmitted or made available at any time to a Proponent
or on behalf of Bighorn.
By submitting a Proposal, a Proponent agrees:
i)
ii)
iii)
iv)
v)
vi)

vii)
viii)

To be responsible for conducting its own due diligence on data and information upon which it’s
Proposal is based.
That it has fully satisfied itself as to its rights and the nature extended to the risks it will be
assuming.
That it has gathered all information necessary to perform all of its obligations under its Proposal.
That it is solely responsible for ensuring that it has all information necessary to prepare its
Proposal and for independently verifying and informing itself with respect to any terms or
conditions that may affect its Proposal.
To hold harmless Bighorn, its elected officials, officers, employees, insurers, agents or advisors
and all of their respective successors and assigns, from all claims, liability and costs related to
all aspects of the RFP process.
That it shall not be entitled to claim against Bighorn, its elected officials, officers, employees,
insurers, agents or advisors on grounds that any information, whether obtained from Bighorn or
otherwise (including information made available by its elected officials, officers, employees,
agents or advisors, regardless of the manner or form in which the information is provided) is
incorrect of insufficient.
That Bighorn will not be responsible for any costs, expenses, losses, damages or liability
incurred by the Proponent as a result of or arising out of submitting a Proposal or due to
Bighorn’s acceptance or non-acceptance of its Proposal.
To waive any right to contest in any proceeding, case, action or application, the right of Bighorn
to negotiate with any Proponent for the Contract whomever Bighorn deems, in its sole and
unfettered discretion, to have submitted the Proposal most beneficial to Bighorn.
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7.3 No Tender and No Contractual Relationship
This selection process is not a tendering process. It is part of an overall selection process intended to
enable Bighorn to identify a potential Successful Proponent. The submission of a Proposal does not
constitute a legally binding agreement between Bighorn and any Proponent. For greater certainty,
by submission of its Proposal, the Proponent acknowledges and agrees that there will be no initiation
of contractual obligations or the creation of contractual obligations as between Bighorn and the
Proponent arising from this RFP or the submission of a Proposal. Further, the Proponent
acknowledges and agrees that this procurement model is not a tender but a Request for Proposal.
7.4 Discretion of Bighorn
Notwithstanding any other provision of this RFP to the contrary, the provisions in this section prevail,
govern and override all other parts of this RFP. Bighorn is not bound to accept any Proposal. At any
time prior to execution of the Contract, Bighorn may, in its sole and unfettered discretion, or for its
own convenience, terminate the selection process, cancel the Project and proceed with the Project on
different terms. All of this may be done with no compensation.
Bighorn reserves the right to accept or reject any and all Proposals, all without giving reasons, not
necessarily accept the lowest priced Proposal, and not accept any Proposal.
Bighorn reserves the right to determine, in its sole and unfettered discretion, whether any Proposal
meets the mandatory requirements.
Selection of the Successful Proponent, if any, is at the sole and unfettered discretion of Bighorn.
Bighorn is not bound to negotiate or grant an interview with any Proponent.
Bighorn reserves the right, at its sole and unfettered discretion, to:
i)
ii)
iii)
iv)

Negotiate the specific contractual terms and conditions, including but not limited to the
Fee.
Waive any formality, informality or technicality in any Proposal, whether of a minor and
inconsequential nature, or whether of a substantial or material nature.
Negotiate with any or all Proponents.
Receive, consider, negotiate and/or accept any Proposal, regardless of whether it
complies either in a material or non-material manner with the Mandatory Requirements
or not.

7.5 Representations and Warranties
Bighorn makes no representations or warranties other than those expressly contained herein as to the
accuracy and/or completeness of the information provided in this RFP. Information referenced in
this RFP, or otherwise made available by Bighorn or any of its elected officials, officers, employees,
agents or advisors as part of the selection process, is provided for the convenience of the Proponent
only.
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The Proponent is required to immediately bring forth to Bighorn any conflict or error that it may find
in the RFP.
Proponents are hereby required to satisfy themselves as the accuracy and/or completeness of the
information provided in this RFP.
7.6 Information Disclosure and Confidentiality
All documents submitted to Bighorn will be subject to the protection and disclosure provisions of the
Freedom of Information and Protection of Privacy Act ("FOIPP"). FOIPP allows persons a right of
access to records in Bighorn’s custody or control. It also prohibits Bighorn from disclosing the
Proponent's personal or business information where disclosure would be harmful to the Proponent's
business interests or would be an unreasonable invasion of personal privacy as defined in sections 15
and 16 of FOIPP. Proponents are encouraged to identify what portions of their submissions are
confidential and what harm could reasonably be expected from its disclosure. However, Bighorn
cannot assure Proponents that any portion of the Proponent's documents can be kept confidential
under FOIPP.
7.7 Independent Determination
A Proposal will not be considered by Bighorn if it was not arrived at independently without collusion,
consultation, communication or agreement as to any matter, such as prices, with any other Proponent.
7.8 Disqualification
The failure to comply with any aspect of this RFP (either in a material way or otherwise), including,
but not limited to, the instructions to Proponent, shall render the Proponent subject to such actions as
may be determined by Bighorn, including disqualification from the selection process, suspension
from the selection process and imposition of conditions which must be complied with before the
Proponent will have its privilege of submitting a Proposal reinstated.
7.9 Law and Forum of Proposal
The law to be applied in respect of this RFP shall be the law of the Province of Alberta and all civil
actions commenced in relation to this RFP shall be adjudicated by the Courts of the Province of
Alberta and by submitting a Proposal, the Proponent is taken to have agreed to attorn to the
jurisdiction of the Courts of the said Province.
7.10 Appendices and Addenda
The Appendices to this RFP (if applicable) and any subsequent Addenda are incorporated into and
form part of this RFP. The information and data contained in the Appendices and any subsequent
Addenda may form the basis upon which the contract will be concluded with Bighorn.
*****
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