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Minutes of Parks & Recreation Advisory Committee Meeting 

Meeting Date: Monday, September 24, 2018 

Meeting Location: Harriston Arena 

 

-Present:  Councilor Ron Elliott, Councillor Dave Turton  

 Bob McEachern, Geoff Gunson, Bill Raynard 

Staff Present:    Matthew Lubbers, Recreation Services Manager 

Allan Carr, Recreation Facilities Manager 

Grace Wilson, Recreation Facilities Assistant 

Regrets:  Ryan Fisk, Dorothy Grotenhuis  

 

Councilor Ron Elliott called the meeting to order at 5:00 p.m.  

Review of Minutes: 

P.R.A.C. minutes from June 25th, 2018 were reviewed. 

 

MOTION: 

Moved by: Bill Raynard and Seconded by: Geoff Gunson 

THAT: 

The P.R.A.C. minutes of June 25th, 2018 be approved as circulated. 

CARRIED 

Services Manager’s Reports: 

 

Presentation  

Services Manager Lubbers presented a 2018 Year in Review and a Fall / Winter Preview 

PowerPoint. The presentation detailed spring and summer programs, day camp, pools, after 

school program and Norgan Theatre. All members of the P.R.A.C. committee appreciated the 

presentation and all the information it showcased.  

 

NTB Minutes  

Services Manager Lubbers reported that the Norgan had a good spring and summer.  School 

rentals in June increased and Party in the Park was a success. Lubbers also reported that 

“Mamma Mia: Here We Go Again” ran successfully for three weeks straight.  

 

MOTION: 

Moved by: Bob McEachern and Seconded by: Dave Turton 

THAT: 

The NTB minutes of June 25th, 2018 be approved as circulated. 

CARRIED 

 

Facility Manager’s Reports: 

 

Parks Maintenance 

Facilities Manager Allan Carr reported that a project to erect fencing around the Old 81 in 

Palmerston will be budgeted for in 2019 for safety purposes. The Old 81 has been painted. 

Carr has requested that P.R.A.C review the proposal to maintain the pedestrian bridge and 

rolling stock that was included in the agenda package. Councillor Elliott requested that Carr 

get a recommendation from the painter on whether or not the entire bridge should be 
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Minutes of Parks & Recreation Advisory Committee Meeting 

Meeting Date: Monday, September 24, 2018 

Meeting Location: Harriston Arena 

 

painted or only certain areas such as the stairs and rails as they get the most use. A 

platform was installed between the Cook Car and Caboose at the Railway Museum. Upwards 

of 700 books were catalogued by summer students in the Railway Museum library.  

 

A new slide for the playground in Palmerston Lions Heritage Park has been ordered and will 

be donated by the Palmerston Lions and a spring toy has been repaired.  Trees in all the 

parks have been pruned and wood chips added to extra areas. Carr also reported that 

grading has been done by the CNRA Clubhouse and Palmerston Fairgrounds and new 

waste/recycling receptacles have been distributed in all parks.  

 

Pools are now winterized for the season. A new chlorinator is installed in Palmerston and a 

safety cover was installed in Harriston. Carr also reported that the renovation to the 

Harriston Pool came under budget by approximately $25,000. Carr would like to carryover 

these funds into the 2019 capital budget for a water feature if a community partner for this 

project be found.  

 

The water feature would be installed where the old wading pool was located at the side of 

the pool facing the park area. 

  

MOTION: 

Moved by: Bob McEachern and Seconded by: Bill Raynard 

THAT: 

The remaining 2018 capital budget funds from the Harriston Pool renovation be carried over 

to the 2019 capital budget and be used to install a water feature.  

CARRIED 

 

 

Sheds and storage areas have been cleaned out and organized. Ball diamond bleachers in 

Harriston have new boards and paint. The siding on the Harriston dugouts and concession 

booth has been replaced and the dugouts have been painted and fixed up. Infields at the 

Kinsmen diamond in Palmerston and the Clifford Ball Diamond were topped up. Restoration 

work was also done by the old batting cage and trailer park area in Harriston.  

 

Drainage improvements have been made to the Clifford Ball Diamond.  

 

Carr reported that after speaking with Roads and Drainage Manager Mike McIsaac, he 

would like to recommend the Town of Minto renew the grass cutting contract with Culp’s 

Lawn Care for 2019.  

 

MOTION: 

Moved by: Dave Turton and Seconded by: Bob McEachern 

THAT: 

P.R.A.C. endorse the grass cutting contract with Culps Lawn Care being renewed for 2019.  

CARRIED 
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Minutes of Parks & Recreation Advisory Committee Meeting 

Meeting Date: Monday, September 24, 2018 

Meeting Location: Harriston Arena 

 

Facilities Maintenance  

At the arenas, part time staff have been hired and trained with a majority returning from 

2017. Job hazard analysis has been started for recreation facilities.  Lots of work has been 

done: a new floor in the auditorium in Palmerston, annual work on the fire systems and 

kitchen exhaust hoods was completed; new accessible hardware was added to the doors at 

the entrance to the Clifford Arena and Hall.  

 

Front doors have been repaired at the Palmerston Curling Club, a new heat system installed 

in the ref room in Harriston, new safety netting installed in Harriston, some doors in the 

Harriston Arena dressing rooms and auditorium have been replaced, all hockey nets have 

been painted and new mesh put on, a new compressor was installed in Clifford and the 

replica Old Mill that was built for Clifford Homecoming event has now been moved and is on 

display at the Clifford Arena. New arena lights have been installed at the Palmerston Arena. 

 

The first day of the ice season was September 11th in Palmerston and the first day of rentals 

are scheduled for Harriston on October 10th and for Clifford on October 11th. The Clifford 

Recreation Association will be hosting a kickoff party in Clifford on Saturday October 13th. 

 

There was a brine leak at the Harriston Arena in the floor in late spring. The floor was 

hammered out and Jim Doig was able to fix the problem.  

 

Another water leak was detected under the dressing room floors in Palmerston. We will be 

budgeting to replace the water lines in this area in 2019 as this is the third problem we have 

had in this area in four years. 

 

A leak in the roof at the CNRA Clubhouse has been repaired.  

 

Facility and Sports Field Usage 

Summer was busy at all sports fields and facilities. Several ball tournaments took place as 

well as weekly games. Minto United Soccer Club played 8 games per week. Pavilions and 

facilities were busy on weekends with family reunions, buck and does and weddings. Seniors 

cards, luncheons, meetings and parties filled the smaller halls and satellite facilities through 

the week and on the weekends. Other annual special events such as the truck show, tractor 

pull, Tuff Truck, fall fairs, flower show, craft sale, a rod and gun show, blood donor clinics, Ag 

Awareness, and ambassador competitions utilize many parts of the facilities and parks. The 

Canada Packers reunion was another large event that worked alongside the Harriston Street 

Dance and Savour the Street. 

 

Carr also reported to P.R.A.C that the terms of reference for a Recreation Master Plan is 

being prepared and will be presented at the next meeting. Carr would like to budget to have 

the master plan done in 2019.  

 

All facility files that existed on the Town’s server F-drive have been transferred into 

TOMRMS. 
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Minutes of Parks & Recreation Advisory Committee Meeting 

Meeting Date: Monday, September 24, 2018 

Meeting Location: Harriston Arena 

 

MOTION: 

Moved by: Bill Raynard and Seconded by: Bob McEachern 

THAT: The Services Manager’s and Facilities Manager’s reports be received. 

CARRIED 

 

Councillor Turton and Bob McEachern excused themselves from the meeting at 6:30 p.m. 

 

With 3 of 7 voting members remaining, a quorum was not present, but the meeting 

proceeded as members of the delegation had arrived.    

Delegation – Clifford Ball Diamond Concerns 

 
Roger Manto, Vicki Manto, Carl Norris, Tamara Norris and Sharon Prieb joined the meeting 

at 6:30 p.m. to discuss some of the concerns they have regarding the Clifford Ball Diamond.  

Their main concern was the proximity of the ball diamond to their property lines and houses. 

They suggested that staff look into costs to move the diamond. It was also suggested that 

given its current location, no weekly games continue or be scheduled past 9:00 p.m. 

 

Members of P.R.A.C. thanked the delegation for attending. Staff will look into costs to 

relocate the diamond for information purposes and will follow-up with the Manto’s.   

 

MOTION: 

Moved by: Bill Raynard 

THAT: 

P.R.A.C. adjourns at 7:15 p.m. 

 

The next meeting is October 29, 2018 at 5:00 p.m. at the Palmerston Arena. 

 

Grace Wilson 

Recreation Facilities Assistant 

Parks & Recreation Advisory Committee 
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MOTION: COW 2018-235 

Moved By: Councillor Turton; Seconded By: Councillor Dirksen 

THAT the Council of receives the Parks and Recreation Advisory Committee Minutes of June 

25 and recommendations contained herein be approved. 

 

MOTION: COW 2018-236 

Moved By: Deputy Mayor Faulkner; Seconded By: Councillor Dirksen 

THAT the Council receives the Parks and Recreation Advisory Committee Minutes of 

September 24, 2018 and recommendations contained herein be approved subject to the 

final decision on the grass cutting being considered at a future meeting with a report from 

staff regarding service levels and options, and that Council directs staff to proceed this year 

with improvements to the Clifford Ball diamond funded by the Clifford Recreation 

Association as budgeted. 
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 Norgan Theatre Board Minutes 
September 24, 2018 

 
Present: Ron Elliott, Delanie Toner, Matthew Lubbers, Jane Toner, 

 Grace Wilson, Betty Douglas, Gordon Blyth 

 

The meeting was called to order at 7:00 p.m. 

 

MOTION: 

Moved by: Jane Toner and Seconded by: Delanie Toner   

THAT: 

The minutes from June 25th, 2018 meeting be approved as circulated. 

    CARRIED 

 

Email Correspondence  

New Comers Reception  

Norgan Operator Grace Wilson reported that the Norgan was represented at the New Comes 

Reception by board member Gordon Blyth. Blyth said the reception was well attended with 

many people interested in the Norgan.  

 

Revised Shut Down 

Wilson emailed all board members regarding revised shut down dates. All members agreed 

to shift the three week shut down by one week to accommodate another weekend of 

“Mamma Mia: Here We Go Again”.   

 

Palmerston Ag Society 

The Palmerston Ag Society made a donation to the Norgan Theatre. The amount received 

was $560.50 and Delanie Toner accepted the cheque on behalf of the board.  

 

 

Financial Report: 

Recreation Services Manager Matthew Lubbers reported that the budget is looking good.  

Lubbers is looking into the cost of insurance as the amount for these year is significantly 

higher.  

 

Employee Report: 

Shut Down Work 

Grace Wilson reported that during shut down the floors were waxed, carpets and chairs were 

professionally cleaned, the meeting room was patched and re-painted and the trim and 

doors were also painted.  Board member Jane Toner requested that the popcorn machine be 

looked at as the kettle requires cleaning.  

 

Lamp Replacement  

Lubbers and Wilson replaced the projector lamp at the beginning of August. The lamp lasted 

the projected length and a new lamp was purchased.   

 

Live2Lead 

Live2Lead is back for a third year in a row. The Norgan is once again a sponsor for the event.  

 

Merchants Open House  

Once again the Norgan will take part in the Merchants Open House on Wednesday, 

November 28. A free Christmas movie will be played at 6 p.m.  
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Admission and Booking Stats  

Spring and Summer were busy at the Norgan. “Mamma Mia: Here We Go Again” played 

three weeks straight and did extremely well.  The percentage of the admission cut for the 

movie was also very low the second two weeks the movie was shown. Private rentals slowed 

down during the Summer months but are beginning to pick up once again.  

 

Volunteer Report: 

Jane Toner reported that volunteer teams are operating well and are always looking for new 

people. Several members of the board expressed interest in recruiting a new team captain. 

Members felt expanding the rotation of teams to five weeks might lighten the commitment 

for some long running teams.  

 

Agenda Items: 

Aron Huggett Correspondence 

The group that brought the Black Donnellys movie to the Norgan has inquired about doing a 

double feature. The double feature would show case once again the Black Donelleys movie 

and then their new movie Black Gold. The new movie Black Gold showcases the history of 

the oil industry in Canada. All NTB members felt this was great idea.  

 

Christmas Show  

Wilson reported that she has been corresponding with Maggie Moore regarding the 

upcoming Christmas show. The variety Christmas show will take place at 8 p.m. on 

December 6 and star the Moore Family Band. The show will also have two guest performers, 

Ebbony Moroz of Palmerston and Cara Smith of Mount Forest. Many members of the board 

felt the show would do well as all acts are wonderful local musicians.  

 

Norwell Amazing Race  

The Norgan has once again committed to being a part of the annual Amazing Race event 

held by Norwell. All proceeds from the event go to the Isaac Foundation via the Journey for 

Jasper fundraising event.  The Norgan will be the location of one of many challenges taking 

place in Palmerston. NTB board member Elaine Elliott has offered to run the Norgan for the 

event.  

 

Terms Ending 2018 

Board members Jane Toner and Gordon Blyth have their 3 year term ending in 2018. Both 

members are team captains and have thoroughly enjoyed their time on the board.  

 

MOTION: 

Moved by: Betty Douglas and Seconded by: Ron Elliott 

THAT:  Jane Toner and Gordon Blyth commit to another 3 year term on The Norgan Theatre 

Board. 

     CARRIED 

 

New Business: 

None 
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MOTION: 

Moved by: Delanie Toner and Seconded by: Betty Douglas 

THAT: The Norgan Theatre Board Adjourn at 8:00 p.m. 

     CARRIED 

 

Grace Wilson  

Recreation & Facilities Assistant 
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Adult Swim Adult Swim Adult Swim Adult Swim

8:00 - 9:00 8:00 - 9:00 8:00 - 9:00 8:00 - 9:00

End Sunday August 25th

Parent and Tot 1 & 2 Lessons (August 12 - August 16) 11:30 - 12:00

2019 PROPOSED AQUATIC SCHEDULE

Swim 2 Survive (June 10 - June 21) 10:00 - 2:00

Private Lessons (July 1 - July 19) 9:00 - 11:30

Parent and Tot 1 & 2 Lessons (July 8 - July 12) 11:30 - 12:00

Junior Lifeguard Club (July 22 - July 26) 11:00 - 12:00

Bronze Medallion and Cross (July 29 - August 9) 9:00 - 12:00

Private Lessons (August 12- August 23) 9:00 - 11:30

Swim Team (July 2 - August 8) Family Swim

Adult and Tot / Family / Lane Swim

12:00 - 1:00

Day Camp Swim

1:00 - 2:00

Afternoon Public Swim Afternoon Public Swim

2:00 - 4:00 2:00 - 4:00

4:00 - 5:30

Session 1 Lessons - Both Pools (June 17 - June 28) 4:00 - 6:30

Privates Lessons (July 1 - August 9) 5:00 - 6:30

Parent and Tot 1 & 2 Lessons (July 8 - July 12) 5:00-5:30

Parent and Tot 1 & 2 Lessons (July 22 - July 26) 5:00 - 5:30

Session 3 Lessons - Both Pools (August 12 - August 23) 4:00 - 6:30

Evening Public Swim

6:30 - 8:00

4:00 - 5:00
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REGISTER TODAY 
TOWN.MINTO.ON.CA

At the Harriston Arena and Palmerston Arena.
 

For kids ages 4-12 from 9:00am-4:00pm
 Must be already 4 years of age on program date.

 
Drop off any time between 7:30am-9:00am
and pick up any time between 4:00-5:00pm.

 
 
 
 

UPCOMING 
PA DAY DATES:

NOV 2 
WE ARE 
MAKING 
SLIME!!

PA DAY PROGRAMS

Friday, November 2
Friday, November 30

Friday,February 1
Friday, April 5
Friday, June 7

 
 

Operated by the Town of Minto

After 
School 

Program
at Palmerston Public School

We are providing after school care 
for grades 1-6 aged children

 
Care begins at 3:15pm (end of school 

bell) and concludes at 6:00pm
 

We will be set up in a classroom, but 
will also use the gym and playgrounds

 
We ask that you sign your child(ren) 

up for at least 4 days per month

Registration can be done online at town.minto.on.ca. 
 

Please fill out:
 

 1. Family Information Form  
 

2. Monthly Request Form
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CLIFFORD
FREE Public Skating - 2018-19 - First Half

Day Date Time Sponsor
Sunday 14-Oct 1:00pm - 2:30pm Advanced Electric
Sunday 28-Oct 1:00pm - 2:30pm Binkley Plumbing
Friday 02-Nov 12:30pm - 2:00pm Town Of Minto

Sunday  04-Nov 1:00pm - 2:30pm Minto Optimist Club
Sunday  11-Nov 2:00pm - 3:30pm Heritage Builders

Sunday 25-Nov 1:00pm - 2:30pm Clifford Firefighters
Friday 30-Nov 12:30pm - 2:00pm Town Of Minto

Sunday  09-Dec 1:00pm - 2:30pm Rob Carere Flooring 
Sunday  16-Dec 1:00pm - 2:30pm Clifford Recreation Association

Sunday 23-Dec 1:00pm - 2:30pm Wightman Telecom
Monday 24-Dec 12:30pm - 2:00pm Wightman Telecom
Thursday 27-Dec 12:30pm - 2:00pm Wightman Telecom
Friday 28-Dec 12:30pm - 2:00pm Wightman Telecom

Sunday 30-Dec 1:00pm - 2:30pm Larry Epworth and Sons Ltd.
Monday 31-Dec 12:30pm - 2:00pm Clifford Firefighters
Wednesday 02-Jan 12:30pm - 2:00pm Clifford Firefighters
Thursday 03-Jan 12:30pm - 2:00pm Clifford Firefighters

Friday 04-Jan 12:30pm - 2:00pm Clifford Firefightersaceholder
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P.R.A.C. Report – September 24 – October 28, 2018. 

 

Palmerston 

Past events in Palmerston included walking (5x/week), nursery school (1x/week), a 

baseball tournament, a soccer tournament, 3 pavilion rentals, 2 kitchen rentals, a pie 

making day, a seminar, a PA Day youth camp, advance election polls, a seniors health and 

safety fair, 2 81’s games, a Minor Hockey day, and a Halloween dance . 

 

Harriston 

Past events in Harriston included senior’s cards (2x/wk. at the train station), yoga and 

Celtic dancing (1x/week at the train station), Horticultural Society meetings (biweekly at the 

train station), walking (5x/week), weekly line dancing, monthly cooking classes, a day of 

square dancing, an anniversary, an auction, election volunteer training, advanced polls and 

ballot counting, a PA Day youth camp, a reunion, a conference, a luncheon, and 8 other 

train station rentals. 

 

Clifford 

Past events in Clifford included weekly Church (Sun.), bible study (Mon.), Vitality Group 

(Thurs.), a Church Youth Program (Thurs.), bi weekly cards, the Turkey Supper, advanced 

election polls, the CRA arena kick off, a funeral, a meeting, and a Horticultural Society 

regional gathering. 

 

General 

 

A proposed maintenance schedule for painting the pedestrian bridge is attached. Upon 

approval from PRAC, a schedule will be presented to Council at the 2019 Capital budget 

meeting. 

 

A water softener tank was replaced at the Clifford arena, and a leak in the boiler system 

repaired. 

 

Maintenance work has been done on overhead doors. 

 

The extra change room at the Clifford arena is complete. 

 

Ice is in the Harriston and Clifford arenas. Ice rental revenue is projected to be the same as 

last year with Harriston gaining an hour, Clifford losing an hour, and the extra ice rented by 

the 81’s in Palmerston will balance the loss of ice time that occurred when minor hockey 

lost a team. 

 

The new ice resurfacer has been received and sponsorship logos are installed. 

 

Two memorial trees were planted at the old Rotary Park in Clifford. 
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New floors in the box car and baggage shed at the Train Museum have been installed. The 

bumpers we acquired have been painted and positioned. We have picked up a wig wag and 

some extra rail line from Komoka. Remaining work to be done by students at the museum 

will include a new step to enter the baggage shed, new baggage shed windows, and 

possibly a handcar for children. Next year, they will complete the roof/shingle work needing 

to be done. 

 

Grading/levelling work at the new Rotary Park has been completed. 

 

Maintenance/repair work has been done on the Norgan and arena roofs. 

 

A new light was installed above the Harriston Dance Academy entrance. 

 

The decking and stairs project at the Clifford ball diamond has been started. 

 

Our ice painter has been repaired. 

 

New relief valves installed in the Harriston and Palmerston garage hot water heaters 

 

Bumpers painted and positioned at the end of the train tracks by the museum. 

 

2019 operating budget nearing completion.  

 

Sports fields have been fertilized as needed and core aerated. 

 

TSSA inspection was done in Palmerston and work completed so we are in compliance. 

 

 Stripped and waxed tile floors in Harriston arena and Curling Club. 

 

Winterizing is complete with the exception of the washroom facilities at the Palmerston 

Fairgrounds and Heritage park – they are still being used. This will be completed next week. 
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Bridge Ends (7yrs) Bridge Posts (7yrs) Top of Bridge (7yrs) Museum (25yrs) 81 (9-11 yrs) Box Car (9-11 yrs) Cook Car (9-11 yrs) Caboose (9-11 yrs) TOTAL/YEAR SPENT RESERVES BALANCE

2011 total job over $500,000.00 $6,000.00 $6,000.00

2012 $0.00

2013 $6,000.00 $6,000.00

2014 $0.00

2015 $6,000.00 $6,000.00

2016 $0.00

2017 $0.00

2018 $10,000.00 $10,000.00

2019 $23,000.00 $23,000.00 $0.00

2020 $35,000.00 $35,000.00 $0.00

2021 $68,000.00 $68,000.00 $0.00

2022 $6,000.00 $6,000.00 $14,000.00

2023 $6,000.00 $6,000.00 $28,000.00

2024 $10,000.00 $10,000.00 $38,000.00

2025 $6,000.00 $6,000.00 $52,000.00

2026 $23,000.00 $23,000.00 $49,000.00

2027 $35,000.00 $35,000.00 $34,000.00

2028 $68,000.00 $68,000.00 -$14,000.00

2029 $10,000.00 $10,000.00 -$4,000.00

2030 $0.00 $16,000.00

2031 $6,000.00 $6,000.00 $30,000.00

2032 $6,000.00 $6,000.00 $44,000.00

2033 $23,000.00 $23,000.00 $41,000.00

2034 $35,000.00 $35,000.00 $26,000.00

2035 $68,000.00 $68,000.00 -$22,000.00

This proposal recommends we budget the amount of painting costs from 2019-2021. From 2022 and on, we could put $20,000/year into painting and/or reserves with financials showing in the last two columns

It is apparent the bridge will need attention soon - 7 years after it was painted. Maintenance is cheaper then letting it go until major renovation work is required if the Town of Minto wishes to keep the bridge.

A maintenance schedule for the 81 has been followed having it painted every 10 years. It would be diligent for this schedule to be followed by all pieces of rolling stock.

Also included in the schedule is the museum itself. With the height of the building, I would recommend it be done professionally and the smaller building can be maintained by staff.
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SCHEDULE A – SERVICES REQUIRED 

Purpose 

The purpose of this RFP is to obtain proposals to develop a Parks and Recreation Master Plan for the Town 

of Minto for the period of 2020 – 2035. The Master Plan will provide the Town of Minto with long term 

direction with regards to the provision of parks, facilities and recreation services to Town residents and 

visitors. 

Estimated Schedule of Events 

Event Date 

Issue Request for Proposal April 1, 2019 

Request for Proposal closing time April 15, 2019 at 10:00am 

Approval of Successful Proposal May 7, 2019  

 

Estimated Project Start Date May 20, 2019 

 

Final draft to Town Administration October 5, 2019 

 

Presentation to Council November 6, 2019 

 

 

Project Overview 

The Town of Minto is a rural community located in the northern part of Wellington County. The Town of 

Minto covers 300 square kilometres and there are approximately 9,000 residents within the Town’s 3245 

households. 

Recreation and leisure opportunities our citizens and guests benefits including health, psychological and 

social benefits that contribute to quality of life. Recreation and leisure also contributes to economic and 

environmental benefits that create civic pride, promote conservation, and increase community 

engagement. Recreation services help the Town of Minto be the place “where your family belongs”. 

The Town of Minto, Parks & Recreation Master Plan will provide a guideline based on community values, 

operational needs and financial responsibilities for the Parks & Recreation department. The plan will 

shape decision making over the next 15 years, towards achieving a 2035 vision. The plan will create an 

assessment and progress tool to ensure that the Department achieves success towards providing high 

quality services and facilities that meet the needs of the community. The Plan needs to be a flexible, 

working document that can adapt to changing community values, emerging trends, new opportunities and 

operational priorities. 
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Project Scope 

The Master Plan will encompass aspects of Recreation, Facilities, and Parklands including: 

 A vision for the Town of Minto recreation Department 

 Demographic Profiles and trends 

 Recreation and other Satellite Facilities including existing facility sustainability and future 

development based on need. 

 Parks, sports fields, outdoor facilities, trails and open spaces 

 All recreation programming/opportunities 

 A staff plan for the department including a review of departmental policy and procedures 

 Operation and Capital budget guidelines required through the Recreation Master Plan including 

rates and fees comparisons from similar municipalities 

 Community Involvement  

 The implementation of the Recreation Master Plan 

Key Outcomes of the Master Plan  

1. Define the Town of Minto’s role in providing Parks, Facilities, and Recreation services, and identify the 

Department’s role specifically. 

2. Provide a baseline assessment (strengths and weaknesses) of the Parks, Facilities, and Recreation 

service areas, including a review of Departmental human resources and infrastructure. 

3. Provide a framework of priorities for future decision-making that allows staff and Council to be 

responsive to changing needs, trends and emerging opportunities 

4. Create an implementation strategy that addresses each of the following areas including service level 

changes, capital investments and human resource needs to meet the objectives. 

a. Strategy for Parks Services 

b. Strategy of Facility Services 

c. Strategy for Recreation Program Services 

d. Strategy for Trails Services 

e. Strategy for Community Involvement 

 

Project Phases 

The scope of the project has been outlined in a six phase approach. While this is the preferred approach, 

the Town is open to other suggestions for work flow from the respondent. Changes to the work flow plan 

will need to be detailed, and the complete project must still address all items within each of the six 

phases. 
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Communication 

The consultant will be required to maintain clear and ongoing communication with the Town of Minto 

Facilities Manager and Recreation Services Coordinator.  

The following meetings will be required for the project, at minimum: 

1. Initial start-up meeting and interviews with key staff. 

2. Interviews with stakeholder groups. 

3. Public meetings as needed/required 

4. Monthly meetings – these can be carried out in person or by telephone if mutually agreeable. 

5. Meeting to review findings from phases 2, 3, 4 and 5. Each meeting to occur separately. Meeting to 

present final report to Town Administration 

Phase 1: Collection of Data, Inventory and Asset Mapping 

The Consultant shall be responsible for the following: 

 Host a meeting with the consulting team and Department staff to set upcoming dates 

 Review relevant information provided by the Town 

 Collect and review recreation programs inventory and information 

 Review facility inventories and utilization statistics 

 Review parks, green space and trails inventories 

 Review population profile, census data, demographics, community development profile and 

forecasted growth and changes 

The Town shall be responsible for the following: 

 Provide information as requested for recreation programs, facilities, parks and green spaces. 

 Provide maps and asset information of parks, trails and facilities 

Deliverables: 

The Consultant shall provide the following minimum deliverables: 

1. A compilation of the results, recommendations and trends from interviews, meetings and information 

gathered. 

2. A summary of the inventory and data collected. A complete set of data is to be included as an appendix 

of the final report. 
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Phase 2: Stakeholder Input and Community Engagement Phase 

The Consultant shall be responsible for the following: 

 Facilitate a stakeholder input process which includes staff, members of the Parks and Recreation 

Advisory Committee (PRAC), Council, community and user groups, ensuring a broad cross 

representation of stakeholders. The consultations will include, at minimum, 2 public open houses 

and stakeholder interviews (approximately 25) of groups and individuals. Opportunities for input will 

be offered to user groups and key community contacts identified by the Town of Minto. The input 

process should include Master Plan content. 

 Conduct a broad, community based needs assessment. 

 Prepare a summary of the draft results report that can be shared with staff and Council.  

The Town shall be responsible for: 

 Providing contact information and databases for user groups and key contacts 

 Providing meeting space for the consultations 

 Support the input collection phase and public consultations through staff assistance and 

promotional assistance through social media and website. 

Deliverables: 

The Consultant shall provide the following minimum deliverables: 

1. Prepare a communications plan for the community input process. 

2. Facilitate the community engagement process including preparation of all meeting materials. 

3. Develop a survey of questions and review them with the Project Lead. This survey should be available 

both as a paper document and electronically. 

4. Summarize the results of the community engagement pieces, including the complete results as an 

appendix in the final report. 

5. Summarize the results of the needs assessment, including the complete results as an appendix in the 

final report. 
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Phase 3: Assessment and Analysis  

The Consultant shall be responsible for the following: 

 Determine priorities for investment in recreation and culture programs and services 

 Determine priorities for investment in recreation facilities 

 Determine priorities for investment in parks, trails and open space 

 Determine priorities for community events and sport tourism initiatives 

 Assess the community needs for existing and future recreation and culture programs and services 

 Assess the community needs for existing and future parks and recreation facilities 

 Identify challenges and opportunities for programs, services, facilities, parks and trails 

 Identify the role that the Department should play in community development and community 

capacity building. 

 Develop an implementation plan for future indoor and outdoor facility development that includes 

land transfers. 

 Recommend policies, guidelines and strategies to support the plan. 

 Determine capital and operating budget implications of the implementation plan 

 Review the revenue generation approach for the Department and compare it to other similar 

municipalities providing recommendations for improvements. 

 Determine the community’s willingness to pay for the enhancements that are important to them, 

levels of subsidy and potential for partnerships. 

 Evaluate the Departments current service levels and delivery methods. 

 Identify the biggest risk factors that are facing the Department and detail strategies to deal with 

those risks (eg. Workplace safety, capital assets, human resources, legal matters, financial, IT). 

Deliverables: 

The Consultant shall provide the following minimum deliverables: 

1. Provide an in depth analysis and evaluation of recreation programs and services, recreation facilities, 

community development initiatives and parks/green space. 

2. Provide a capital roadmap to reach the 2035 vision, including existing and new capital assets. Provide 

an estimate on costs of new capital assets, including operational costs and considerations. 

3. Work with staff to develop a suitable vision for the Department. 
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Phase 4: Departmental Staff Review 

NOTE: Phase 3 of this project should reviewed/presented separately by Staff Department Head and 

Council 

The Consultant shall provide the following: 

 Conduct meetings with departmental managers and Council to discuss strengths, weaknesses, 

challenges and opportunities of the Department.  

 Conduct comparisons of Departmental resources with other similar sized municipalities 

 Suggest opportunities for further skill development and training 

 Identify and review the utilization of external expertise and contracted services. 

 Conduct a review of the Department’s approach to human resource management. Review the 

Department’s management structure to asses where improvements can be made. 

 Review existing Departmental policies and procedures and conduct a gap analysis of policies. 

 

The Town shall be responsible for the following: 

 Assist with meeting and contacts coordination 

 Provide documentation as requested including budgets, job descriptions, Department organization 

structure map and other organization related materials as available. 

Deliverables: 

The Consultant shall provide the following minimum deliverables: 

1. Provide recommendations on the current organizational structure including but not restricted to: 

number of staff, key roles, human resource management and any skill/qualification gaps. 

2. Provide an organizational structure map for the 2035 vision, including detailed recommendations as to 

how to reach the 2035 vision. 

3. Provide recommendations to the use of/or continued use of external expertise and consultant/contract 

services. 

4. Provide recommendations on inter-departmental synergies and community partnerships 

5. Identify missing policies and procedures and provide examples of similar municipal policies and 

procedures that are consistent with best practices in the industry. 
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Phase 5: Final Report Phase 

The Consultant shall be responsible for the following: 

 Preparation of a draft report that includes all of the key outcomes and phase deliverables as 

requested. 

 Communication and review of the plan with the project lead. 

 Preparation of the final report. 

Deliverables: 

The Consultant shall provide, at minimum, the following deliverables: 

1. 6 copies of the draft report for review with at least two (2) staff review meetings for revisions and 

clarifications. 

2. 16 bound copies of the final report. 

3. 2 unbound colour reproducible, print ready copies of the final report and all appendices. 

4. 2 sets of digital files on an electronic storage device or another means acceptable to both parties that 

includes the final report, all appendices, all background information, presentations and data as requested 

in the deliverables. 

 

 

 

Phase 6: Presentation 

The Consultant shall be responsible for the following deliverables: 

 Preparation of a summary document that communicates the primary findings of the Master Plan to 

residents. 

 Preparation and delivery of a presentation summarizing the Master Plan to Town Council using 

power point. 
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