
NORTH PEACE LEISURE POOL  
COMMISSION MEETING 

AGENDA 
9:00 a.m. – October 1, 2019 

NPLP Meeting Room 
 

 1.  Call the Meeting to Order: 
 

 2.  Additions to the Agenda: 
NEW BUSINESS 

a) North River Sponsorship  
b) ADMIN Report NPLP  Facility Allocation Update 

– NPLP Pool Allocation Policy No. 12/19 

 NPLP Pool Allocation Policy 15/00 
c) Admin Report NPLP – Refund Policy Update 

 NPLP Refund Policy 29/00 

 NPLP Fees and Charges Policy 10/19 

 DRAFT NPLP  Registration and Refund Policy 11/19 
 

 3.  Adoption of Agenda: 
 

M1 – M3 4.  Adoption of Minutes: 
a) Pool Commission Minutes, June 4, 2019; 

 
 5.  Business Arising from the Minutes: 

 
 6.  Delegation: 

 
 7.  Old Business: 

 
 8.  Correspondence:  

 
 9.  New Business:  

a) North River Sponsorship  
b) ADMIN Report NPLP  Facility Allocation Update 

– NPLP Pool Allocation Policy No. 12/19 

 NPLP Pool Allocation Policy 15/00 
c) Admin Report NPLP – Refund Policy Update 

 NPLP Refund Policy 29/00 

 NPLP Fees and Charges Policy 10/19 

 DRAFT NPLP  Registration and Refund Policy 11/19 
 

R1-R2 
R3-R4 
R5-R6 

 

10. Reports:  
a) Finance Report – Shirley Collington, City of Fort St. John; 
b) Facility Manager Report – Corey Callison, City of Fort St. John; 
c) Recreation Programmer – Charity Nelson Update 
d) Pool Manager Report – Vanessa Cumming, City of Fort St. John;  

 
  Next Meeting Date:  December 3, 2019 at 9:00am 

Leisure Pool Meeting Room  

  Pool shut down tour – optional  
 





















 
 

File # 8100-20 

 
Report To:  NPLP Commission 
 
From:   Karin Carlson, Director of Recreation & Leisure Services 
 
Subject: Facility Allocation Policy Update 
 
Meeting Date:  October 1, 2019 
 

 
RECOMMENDATION: 
 
“THAT, the North Peace Leisure Pool Commission adopt the Allocation Policy 12/19 as 
presented, 
 
AND THAT, the Northe Peace Leisure Pool Commission recincd North Peace Leisure Pool 
Allocatoin Policy 15/00”. 
 
 
 
KEY CONCEPTS DEFINED: 
The draft Allocation Policy 12/19 is an update to the current Allocation Policy 15/00. City staff is 
undertaking a rationalization of policies between the recreation area and the NPLP area of the 
Recreation and Leisure Department to ensure good customer service and consistency of policy and 
procedures for customers and staff.  
 

CURRENT SITUATION: 
 
Existing Allocation Policy 
 
NPLP Allocation Policy 15/00 that is currently in force and was adopted in 2000.  
 
NPLP DRAFT Allocation Policy 12/19 
 

The updated Policy 12/19 has more detailed information around the allocation process as well the 
addition of the same principles and benefits based approach to the allocation process as is used in the 
NPLP Fees and Charges policy 10/19.  There is language update and rationalization of the Recreation 
Allocation Policy 39/00 and the NPLP Allocation Policy 15/00. 
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PLANNED COMMUNICATION: 
 
North Peace Leisure Pool Manager and staff will provide the updated policy to all user groups, 
communicate the policy on the City website and include information in the Recreation and Leisure 
Guide. 

 
ALTERNATE RECOMMENDATIONS: 
 
"THAT, the North Peace Leisure Pool Allocation Policy 12/19 as presented be amended in the following 
way: 
 

**indicate amendments** 
 

AND THAT, the Allocation Policy 12/19 be adopted as amended, 
 
AND FURTHER THAT, the North Peace Leisure Pool Commission recincd North Peace Leisure Pool 
Allocatoin Policy 15/00” 
 
 
OR 
 
 
“THAT, North Peace Leisure Allocation Policy, be received for information.” 
 

 

 
ATTACHMENTS: 
 

 NPLP Allocation Policy 15/00 

 NPLP DRAFT Allocation Policy 12/19 

 NPLP Fees and Charges Policy 10/19 
 
 
RESPECTFULLY SUBMITTED: 
 
Karin Carlson 

Director of Recreation & Leisure Services 
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NORTH PEACE LEISURE POOL 
POOL ALLOCATION POLICY 

 
 

PURPOSE: 

The purpose of this policy is to ensure the City of Fort St John can coordinate, schedule and operate 
recreation facilities to ensure optimum usage and programming while being fiscally responsible. 
Recreational facility allocation is based on a fair and equitable distribution of available space for facility user 
groups and casual users.  
 
The City of Fort St John works responsibly to manage its recreational spaces in an equitable manner to 
meet current and future demands for both organized and casual users.  In doing so, it is important to 
consider the needs of diverse populations, groups, and individuals while recognizing the tax-based 
contribution provided by citizens toward the development and operation of community recreation assets. 
 
SCOPE: 

Facilities that are covered in the policy are all those indoor and outdoor recreation facilities owned or 
operated by the City of Fort St John, including the North Peace Leisure Pool.  

 

PRINCIPLES: 
City Council and the North Peace Leisure Pool Commission have adopted guiding principles for the 
Community Services Fees and Charges bylaw.  These principles will be used as a framework within which 
the City will make equitable facility allocation decisions. These principles include: 

 Transparency 

 Service Efficiency 

 Public Engagement Principle 

 Actual cost Principle 

 Benefit Principle 

 

POLICY AUTHORITY: 

All allocation authority shall reside with the department Manager.  Appeals may be forwarded to the 
Director of Recreation and Leisure Services for consideration.  
 
METHOD OF ALLOCATION: 

Every effort shall be made to accommodate all requests so that user groups can meet their anticipated 
requirements.   
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The City recognizes the positive impacts that special events can provide to the community and is 
committed to achieving a balance between recreational and special event uses.  The City will work to 
minimize disruption to programs and user groups when accommodating special events.   
 
The recreational facilities shall be distributed based on the associated value of each user group 
referenced in the Community Services Fees and Charges bylaw by applying the benefit-based approach 
to the facility allocation.  The prioritization to sustain use provides clear value association to allocation 
space according the user group activity.  

 

ALLOCATION PERIODS: 

The allocation procedure has predetermined dates that are published on the City’s website at 
https://www.fortstjohn.ca/EN/main/parks-rec/bookings-rentals/rentals/allocation-process.html  The City 
reserves the right to change allocations dates to meet operational needs.   
 
One (1) representative from each user group who is authorized to speak and sign on behalf of the 
organization, must attend the meeting to receive the requested times, and sign the Facility Use License 
Agreement.   
 
New user groups that want to be part of the allocation can email reservations@fortstjohn.ca at any time. 
The group will be placed on the email list to be notified of allocation dates.  
 
CONTRACTS/ RENTAL AGREEMENTS 
The authorized user group designate must enter into a Facility Use License Agreement.  The City will 
hold the authorized person of the user group responsible to the terms and conditions of the signed 
agreement.  
 
FEES: 
Fees and charges are established by City Council and North Peace Leisure Pool Comission, Community 
Services Fees and Charges Bylaw.    
 
CANCELLATIONS: 
User Groups shall notify the Facility Allocations Clerk at the Pomeroy sport Centre or Administration 
Assistant at the North Peace Leisure Pool, fourteen (14) calendar days in advance in writing if they are 
unable to use the reserved time. Failing to notify within fourteen (14) calendar days means groups will be 
charged for the reservation at current rates if the space is not used.   
 
CITY CANCELLATIONS AND DISTRUPTIONS: 
In order to minimize user dissatisfaction and related negative impacts, the City will notify the user group of 
any cancellations as soon as possible (not withstanding unforeseen facility maintenance issues and acts of 
nature).  
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The City reserves the right to cancel or delay any booking(s) for the purpose of repairs, extended 
maintenance and/or when the condition(s) cause concern for health and safety.  At no time is anyone 
allowed in the areas(s) during maintenance. 
 
COMMUNICATION: 
The authorized user group designate is required to communicate the process of allocation, code of 
conduct, cancellation criteria and current fees and charges bylaw to their membership and bring forward 
issues from their group. The authorized user group designate shall negotiate allocations on behalf of their 
organization. 
 
CODE OF CONDUCT AT RECREATIONAL FACILITIES: 
Users of recreational facilities must adhere to the Recreation Facilities Code of Conduct Policy. The 
purpose of the “Code of Conduct” is to ensure users of recreation facilities in the City of Fort St. John 
understand the standards the City has established for efficient and courteous service to the community. 
The policy can be found on the City Website at https://www.fortstjohn.ca/EN/main/local-
gov/documents-library/council-policies.html  
 
The City of Fort St. John enforces zero tolerance toward using, possessing, consuming or being under the 
influence of drugs, alcohol, mood altering substances or misuse of medications. Absolutely no alcoholic 
beverages are allowed in City facilities unless the proper permits and deposits have been obtained through 
the Special Occasion Licence Policy. At no time is alcohol allowed in the building on a casual basis.  Failure to 
comply will result in the RCMP being alerted and the discipline outlined in the Code of Policy. It may result 
in loss of rental privileges for the individual and/ or group.     
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NORTH PEACE LEISURE POOL 
POOL ALLOCATION POLICY 

 
 
POLICY  
 
The City of Fort St. John as operator of the North Peace Leisure Pool will coordinate the user group pool allocation 
process. 
 
POLICY GOAL 
 
It is the goal of this policy to describe a fair and equitable process for long term rentals of the North Peace Leisure 
Pool (more than one month). 
 
POLICY OBJECTIVES 
 
Key stakeholders involved in this process will include the following: 
 

 Maximum of two (2) representatives from the stakeholder groups with the authority to negotiate pool 
rental times on behalf of the organization. 

 The Pool Manager. 
 All pool user groups will be informed of the annual pool allocation process by mail.  This will include 

a "Pool Allocation Request Form" and a copy of the previous year's bookings. 
 The user groups will be asked to identify their yearly pool requests on the form and return the forms to 

the Pool Manager. 
 A meeting will occur at a mutually agreed upon time to review all the requests for regular and special 

event times. 
 Groups are required to complete the North Peace Leisure Pool user group contract as part of the rental 

requirements. 
 Round table discussions will occur to discuss any issues and to share information. 
 

CONFLICTING SCHEDULING TIME 
 
Should there be a conflict in requested time, a second meeting may be required.  Should the groups and the Pool 
Manager be unable to resolve scheduling conflicts the appeal process will be as follows: 
 

 Letters of appeal from the user group(s) must be presented in writing to the Pool Manager. 
 A special meeting of the NPLP Commission Chair or designate, the Pool Manager and the user groups. 
 A final decision will be made within ten (10) working days of the appeal meeting. 
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CANCELLATION OF POOL TIME 
 
The purpose is to reduce "overbooking" and to discourage last minute cancellations of booked pool space by groups 
so that there is reasonable opportunity to resell the space and not incur undo revenue losses.  The process to cancel 
pool times is described in the user group rental contract. 
 
Previous year's bookings will receive a priority for the following year.  This does not include any cancelled 
time from the previous year. 



 

 

File # 8100-20 

 

Report To:  NPLP Commission 

 

From:   Karin Carlson, Director of Recreation & Leisure Services 

 

Subject: Refund Policy Update 

 

Meeting Date:  October 1, 2019 

 

 

RECOMMENDATION: 

 

“THAT, the North Peace Leisure Pool Commission adopt the Refund Policy 11/19 as 

presented, 

 

AND, the North Peace Leisure Pool Commission recind Refund Policy 29/00.” 

 

 

KEY CONCEPTS DEFINED: 
The draft Refund Policy 11/19 is an update to the current Refund Policy 29/00. City staff is undertaking a 

rationalization of policies between the recreation area and the NPLP area of the Recreation and Leisure 

Department to ensure good customer service and consistency of policy and procedures for customers 

and staff.  As well, there can be only one refund policy and procedure programmed into the 

reregistration and booking system used by the City.    

 

CURRENT SITUATION: 

 

Existing Refund Policy 

 

NPLP Refund Policy 29/00 that is currently in force and was adopted 2011.  

 

NPLP DRAFT Refund Policy 11/19 

 

The updated Policy 11/19 has no material changes, additions or replacements.  Essentially it is a 

language update so both the NPLP and the Recreation department can use the same policy. 

 

PLANNED COMMUNICATION: 

 

North Peace Leisure Pool Manager and staff will program ActiveNet with the updated language in the 

Refund Policy and continue to inform customers at the time of registration and bookings of the policy.  

 

ALTERNATE RECOMMENDATIONS: 
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"THAT, the North Peace Leisure Pool Refund Policy 11/19 as presented be amended in the following 

way: 

 

**indicate amendments** 

 

AND THAT, the Refund Policy 11/19 be adopted as amended, 

 

AND FURTHER THAT, the North Peace Leisure Pool Commission recind Refund Policy 29/00.” 

 

 

 

OR 

 

 

“THAT, North Peace Leisure Refund Policy, be received for information.” 

 

 

 

ATTACHMENTS: 

 

• NPLP Refund Policy 29/00 

• NPLP DRAFT Refund Policy 11/19 

 

 

RESPECTFULLY SUBMITTED: 

 
Karin Carlson 

Director of Recreation & Leisure Services 
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NORTH PEACE LEISURE POOL REGISTRATION/RENTAL, 
REFUND, TRANSFER & CREDIT POLICY 

POLICY 
 
Registration/Rental Bookings 
Registration/Rental is accepted on a first-come first serve basis.  Full payment is required at the time of the 
registration.  Classes with insufficient registration are subject to cancellation, postponement, or we may combine 
courses.  Class dates and times are subject to change. 
 
Refunds 
A full refund will be issued for programs cancelled by the NPLP or if you request a refund at least seven days before 
the start of the program. Approved refunds are subject to a 10% administration fee. Please allow 3 weeks for 
processing of a refund cheque. Payments made by credit card will be refunded back to the credit card. 
 
In the event that a patron or their dependent falls ill, or becomes injured, inhibiting their ability to participate in or 
continue participation in a program or utilize a facility pass or punch card, a pro-rated refund may be given based 
upon the date of the refund request.  Documentation (i.e., doctor’s note) is requested for illnesses or injury claims. 
Approved refunds are subject to a 10% administration fee. 
 
Transfer 
A transfer is permitted only when we are notified 7 days prior to the course start date or at the recommendation of 
the instructor.   
 
Credits 
Credits will be issued for the unused portion of a program when the following criteria are met: 

 You provide a doctor’s note.  Credit is effective starting the date the doctor’s note is received by the Pool 
administrative staff. 

 We have a waitlist and are able to resell your space. 
 You contact the pool 7 days prior to the course start date. 

 
NOTE: Credits must be used by December 31 in the year it was issued or a refund cheque will be issued. 
 
Reprinting of Receipts 
Email copies are free of charge.  Should you require additional printed copies of your receipts, there will be a charge 
of $1.00 per receipt.   
 
Facility Rental Refunds 
If a patron wishes to cancel a pre-scheduled rental including birthday parties at least 7 days prior to the scheduled 
rental date, a full refund will be issued, less a 10% administration fee. 
 
If a refund is requested less than 7 days prior to the scheduled date, but at least 48 hours prior, a 50% refund will be 
issued.   There will be no refund if the cancellation is less than 48 hours notice. 
 
Authority 
In the interest of good customer service, the Pool Manager or designate, has the authority, without prejudice, to use 
discretion in implementing this policy. 
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FEES AND CHARGES POLICY 
 
PURPOSE 
 

This policy regulates fees and charges for the use of the North Peace Leisure Pool facilities and services.  

  
POLICY 
 

 
1. DEFINITIONS 
 

Categories of Public Users: 
 

Individual users: 

 Pre-Schooler: An individual from 0 to 5 years old;  

 Youth: An individual between 6 to 18 years of age;  

 Adult: An individual between 19 to 64 years of age;  

 Senior: An individual 65 years of age and over;  

 Family: Up to two adults and four youth residing in the same household. 
 

Categories of User Groups:  

 

 Youth Non Profit: A non-profit organization whose primary purpose is providing a 
community service where the youth in the local community is the beneficiary.  80% of the 
membership must be 18 years of age and under to qualify for youth status.  Groups not 
meeting the 80% membership under the age of 18 would qualify for adult non-profit status. 
Examples include but not limited to Girl Guides, Scouts and Minor Sports groups.   

 

 Adult Non Profit: A non-profit organization whose primary purpose is providing a 
community service where the adults in the local community are the beneficiary. Adults are 
between the age of 19 and 64 years of age.  Examples include but not limited to Fort St. 
John Recreation Hockey, North Peace Potters Guild. 

 

 Senior Non Profit: A non-profit organization whose primary purpose is providing a 
community service where the seniors in the local community is the beneficiary.  80% of the 
membership must be 65 years of age and over to qualify for senior status.  Groups not 
meeting the 80% membership over the age of 64 would qualify for adult non-profit status. 
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Examples include but not limited to Save Our Northern Seniors (SONS), North Peace Housing 
Society, and senior sport groups.  

 

 Private Group: A private individual or organization requesting use of a facility for the 
purpose of a private function where no profit is being generated by that group. Examples 
include but not limited to family reunion, wedding or picnic; Church congregation activity; 
service club Annual General Meeting; government agencies providing training to their 
employees or corporations holding meetings.   

 

 Commercial:  A company or business requesting use of a facility for its own profit or 
generating revenue. Examples include an entertainment promoter, a travelling circus, the 
NHL Old Timers Promotion Show, and the CKNL Tradeshow. 

 

 Internal Users:  All departments and associated committees within the City of Fort St John 
using a recreational facility for its departmental needs.  Examples would include but not 
limited to, Engineering meeting, Municipal Elections Committee, Council approved 
initiatives, YAC meetings, Sports Council, Learning and Development Training.  

 
Miscellaneous Definitions: 

 

 Drop-In Admission or Ticket: The drop-in admission or ticket provides the bearer with access 
to public swim use.   

 

 Non-Prime Time: between 8:00am – 3:00pm, Monday through Fridays during the school 
year and is not applicable on holidays or non-instructional days. 

 

 Non-Profit Organization: A registered society in the province of BC or Canada. 

 

 Rental Agreement Use: A person and/or group who rents a space through a rental contract 
and controls the uses and the users of that space during the period of rental.   

 

 Taxes – not included in the rental rate in Schedule A. 
 

School Definitions: 
 

 Hours – School use occurs during school hours (8:00 am – 3:00pm) 
 

 School District: All schools, programs and departments as provided in School District No. 60 
District Directory as well as Home schoolers, Christian Life School, and other students where 
they reside within City limits attending an accredited school. 
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2. OTHER 

 
In cases where demand is high for a facility during a limited time period and there is an economic 
reason to attempt to shift some of that demand to an otherwise low demand period, discount 
pricing may be used to provide the incentive to shift demand to the lower use period. In cases 
where the costs exceed normal costs, there may be a premium applied to the regular rate schedule.  
This is the only reason that prices should vary with time.  The following demand shifting incentives 
and premium charges will be implemented: 

 

 Non-Prime Time - The City shall implement an incentive to use facilities during this time by 
offering a 25% discount to all hourly rates booked during Non-Prime time.  This Non-Prime Rate 
shall not apply to rentals 3 hours or longer.  

 
 

3. GUIDING PRINCIPLES TO CALCULATING FEES AND CHARGES  
 
 

 Transparency – User fees and subsidies are reported for all City recreational services in a 
transparent manner.  

 Service Efficiency – Prices are set to ensure optimal service delivery and administrative 
efficiency. 

 Public Engagement Principle – the public will have opportunities to engage with the City, 
and to provide input on a user fee and charges bylaw. 

 Actual Cost Principle – The actual cost of service delivery is well understood prior to setting 
user fee or subsidy rates. 

 Benefit Principle – Those who benefit from a good or service should pay in proportion to the 
benefit they receive.   

 
 
4.  APPLICATION OF THE BENEFIT PRINCIPLE 
 

Fort St John’s assessment of the overall public benefit for all public leisure services as 
determined throughout the review in 2011, 2013 and again in 2018 is identified below. It 
reflects the assessment and the justification for public subsidy for each of the categories of uses 
and users that might be made of indoor and outdoor public recreation spaces.   
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5. CALCULATING FEES AND CHARGES USING THE BENEFITS BASED PRINCIPLE 

 

FIGURE 1 
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USERS 

   

Individuals      

  Pre-School (0-5 years) 0%  

  Youth (6 – 18 years) 25%  

  Adult (19-64 years) 50%  

  Senior (65 years +) 25%  

 Family (2a+4y)   

Groups      

  Youth Non Profit   25% 

  Adult Non Profit   50% 

 Senior Non Profit  25% 

  Private   75% 

  Commercial   100% 

 
The recreation fees and charges are attached to and form part of this bylaw as Schedule “A”. 

 
6. REPEAL 
 

Fees and Charges policy for the North Peace Leisure Pool Fees and Charges Resolution No. 16/12 
will be repealed as of September 1, 2019. 

 
7. SEVERANCE 
 

If any section, subsection sentence, clause or phrase of this policy is for any reason held to be 
invalid by the decision of any court of competent jurisdiction, the invalid portion shall be 
severed and the part that is invalid shall not affect the validity of the remainder. 
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8. EFFECTIVE DATE 
 

This bylaw will come into force and take effect on September 1, 2019. 
 
 
 

 
ADOPTED THIS  2nd DAY OF April, 2019 

 
 
 
 

 
 
          

                                   KAREN GOODINGS, CHAIR 
              NORTH PEACE LEISURE POOL COMMISSION   
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NORTH PEACE LEISURE POOL 
PROGRAM REGISTRATION & REFUND POLICY 

 
 
PURPOSE 
The purpose of the Program Registration and Refund Policy is to outline the process when customers 
request refunds for programs offered by the Recreation & Leisure Department including the North 
Peace Leisure Pool. 
 
POLICY 
Registration  
Registration is accepted on a first come first serve basis. Registration can be completed online, in person 
and /or on the phone.   
 
Full payment is required at the time of registration. Payment plans are not permitted without the prior 
approval of the department manager.  
 
Classes with insufficient registration are subject to cancellation, postponement or program staff may 
combine classes. Class dates and times are subject to change.  
 
Refunds for course, class or private rental 
Full refunds will be granted in the following instances: 

a) The Department cancels the program; 
b) The request for the refund is received a minimum of seven (7) days prior to the start of 

the program; 
c) Refund requests received with less than seven (7) days prior to the start of the program 

will not be issued unless the staff is able to fill the space with an alternate registered 
participant; 

d) In the event that a customer falls ill or becomes injured inhibiting their ability to 
participate in or continue participation in a program or utilize a facility pass or punch 
card, a pro-rated refund will be granted with proof of injury/illness.  The effective date 
for the refund will be the date the request is made to City staff.  Documentation (i.e., 
doctor’s note) is required for illnesses or injury claims. 

 
A private rental includes private group facility rentals such as birthday parties offered by Recreation & 
Leisure Department. 
 
Non-Refundable Fees  
Approved refunds are subject to;  

a. A 10% administration fee, with the exception of department canceled programs;  
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b. All online registrations are subject to a convenience fee charged by the online booking agent 
ActiveNet and are not included in any refunds.  

 
Refund Payment  
Payments made by credit card will be refunded to the credit card and initiated by the City within three 
(3) business days.  
 
Payments made by cash or debit, please allow 3 weeks for the processing of a refund cheque from the 
Finance Department.  
 
Credits 
Any refund may be applied to the patron’s account as a credit at their discretion.  
Credits will be issued for the unused portion of a program when the criteria of this policy are met.   
 
All credits must be used by December 31 in the calendar year it was issued.  A refund cheque will be 
issued by mail to the on-file mailing address for the remaining credit balance. 
 
Transfer  
A transfer is permitted when the criteria of this policy is met or at the recommendation of the 
instructor.  
 
Reprinting of Receipts  
Email receipts are free of charge. Should you require additional printed copies of your receipts, there 
will be a charge of $1.00 per receipt.  
 
Authority 
In the interest of good customer service, the department Manager or designate has the authority, 
without prejudice, to use discretion in implementing this policy.   Disputes will be escalated to the 
Director of Recreation and Leisure Services. 
 
User group(s) facility rental refunds are not included in this policy; refer to Recreational Facility 

Allocation Policy No. 12/19 
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