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PURPOSE

The purpose of the Proclamation Policy is to:

1. State Council’s position not to entertain requests for Proclamations

2. Provide Staff with direction on how to respond to requests for Proclamations

SCOPE

This policy applies to all members of Council and the Assistant Municipal Clerk.

POLICY
POLICY STATEMENT

As directed by Council Motion C10(72); it is the policy of the Municipality of East Hants that;

e The Municipality of East Hants will not entertain any requests for Proclamations
e Requests will not be brought forward to Council
o The Assistant Municipal Clerk will respond in writing to requesters advising of the policy

ROLES AND RESPONSIBILITIES

Policy Editor The Policy Editor is a person having managerial and policy-making responsibility
related to the writing, compilation and revision of content and will:
e Ensure policies in their care and control are always up-to-date, reviewed
annually or sooner if necessary
e Draft new or edit existing policy content
e Be able to interpret and explain policy content
Ensure policy documents are branded and any supporting documents, ie.
applications forms are also branded and content consistent with the policy
Ensure policy content is relevant and accurate
Seek and secure approval recommendation of the policy from the Policy Owner
Seek and secure approval of the policy from the appropriate Approver; and,
Provide the final approved policy document to the Assistant Municipal Clerk
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Title/Role Responsibilities

Policy Owner The Policy Owner will:

e Provide oversight to ensure policies in their care and control are always up-to-
date, reviewed annually or sooner if necessary by the assigned Policy Editor

e Be able to interpret and explain policy content

e Provide oversight to ensure policy documents are branded and any supporting
documents, ie. application forms are also branded and content consistent with
the policy

e Provide oversight to ensure policy content is relevant and accurate

e Review the policy and make recommendation for approval to the appropriate
Approver; and,

e Ensure that the final approved policy document has been provided to the
Assistant Municipal Clerk

Approver The Approver will:
e Review Policy recommendations for approval consideration (approve, reject or
edit); and,
e Notify the Policy Editor, Policy Owner and Assistant Municipal Clerk of decision
Assistant Municipal The Assistant Municipal Clerk will:
Clerk e Facilitate an annual Policy Review; and,

e Ensure final approved policies are maintained, stored and posted where
appropriate

Version Amendment/Pollcy Amendment/Policy

Creation of policy to Assistant Chief Council February 24, 2010
formalize Council Municipal Clerk Administrative
Motion C10(72) Officer
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