
Foreman General Requirements

Overall responsibility for:

· The timely maintenance of all Town Property

· The supervision of all contractors and personnel hired to maintain or repair town property

· Providing Town Council with advice for anticipated needs prior to the setting of the Town budget

· Compliance with all Saskatchewan and Federal regulations that affect the maintenance of the Town and personnel under his supervision

· Advising Town Council

Specific responsibility for:

· The smooth operation of the water plant, water distribution system and sewer system with a regular maintenance schedule

· The scheduling of work for other Town maintenance employees, this includes designating any jobs that fall under the Foreman and Assistant duties.
· Ensuring water meters are read on time

· The state of the roads and ditches

· Maintaining all town machinery

· Keeping the Water Plant, Town shop and their grounds in a neat and tidy state

· Ensuring the required Water Plant reports are submitted monthly to Town Council

· Seeing that all water samples are collected and submitted on time

· The overall cleanliness of the Water Plant

Some Necessary Tasks

Throughout the year

· Garbage pick-up

· Water meter reading

· Backwashing filters

· Supply the administrator with payroll information

Winter

· Keeping roads in a drivable condition

· Snow removal

· Sanding of intersections

· Burning clean wood pile

· Paint water plant and do preventative maintenance

Spring

· Unblocking plugged culverts

· Sweeping of roads

· Filling potholes

· Move compost pile

· Spray weeds

· Gopher control

· Grade back alleys and campground

Summer

· Rebuilding selected roads

· Flush distribution system

· Flush sewer lines

· Mow grass in public reserves, campground, highway ditch, Trans Canada Trail and other designated areas

· Push up Compost pile regularly
· Fill potholes

Fall

· Clean out culverts

· Maintain compost and wood piles

Tasks that are not season specific

· Preparing Main Street for Wild Blueberry Festival

· Regeneration of filters

· Adding digester to lagoon cells

· Oversee cleaning of one primary cell each year

· Advise Town Administrator of work that needs to be done at the Garbage disposal site

· Keep Town Shop, Town Compound, and Water plant secure

· Maintain or replace all Town signs

· Keep back alleys and corners free from overhanging vegetation

Foreman and Assistant Duties

WATER PLANT:
Obtain necessary certification for water and wastewater facilities required by provincial regulations.

Check water plant every morning and evening.

Submit water samples to Provincial Laboratories four times a month, or as required. Test water regularly as required and maintain records of results.

Maintain daily records of gallonages used, and other information required by operating and provincial standards.

Control chlorination and other chemicals added for treatment.

Check backwash if on automatic or do same manually.  Backwash as  required.
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Draw up and maintain diagrams of all new connections to water system.

Paint water plant yearly or when required.

Ensure that all water breaks are repaired as soon as feasible.

Assist in sewer line blockages from main to property line.

Ensure generator cuts in and maintain auxiliary pump during power outages.

LAGOON:
Maintain the lagoon site, especially grass.

Maintain lagoon cells by use of acti-zyme as well as flow between cells.

Empty lagoon to a schedule, providing necessary samples to Provincial Laboratory.  Permission to release effluent to be obtained from appropriate government department prior to release.

Check lagoon daily, especially the main manhole.

On a annually rotation schedule one of the primary pits to be completely emptied and cleaned.

ROADWORK: 
Maintain all sealed, paved and graveled streets by providing maintenance as required.  Keep all pot-holes filled and shoulders of sealed streets in good condition.  Sweep all oiled and paved streets on a regular basis.

Continue with Town rebuilding plan of streets, and sealing.

Keep all back lanes in good order.

Control spring run-off, keep culverts open and pump out ditches as required.  

Snow-plow streets and lanes as required and ensure that icy streets are bladed to provide traction.

Load and remove snow from Main Street and First Avenue to Highway 26

when necessary, using town equipment.

Sand streets and intersections as required during winter and spring.
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FIRE DEPARTMENT:
Maintain pad during winter.

Paint and make sure all fire hydrants are operational each spring.

Each fall empty hydrants and fill with anti-freeze.

Ensure the administrator or the fire chief knows when a truck is out doing town maintenance work.

EQUIPMENT:
Provide for general maintenance of town owned equipment, example,

grader, sweeper, trucks, mowers.

Maintain a record of maintenance for each piece of equipment.

Maintain and keep operational all miscellaneous town equipment, example, weed whipper, portable pumps, utility tools.

Keep in good repair all hand tools belonging to the town.

GRASS CUTTING REQUIREMENTS:

Maintain grass at plant, town office and cemetery with routine and scheduled care.

Provide grass cutting at doctor’s residence, turning in hours spent to town office.

Maintain grass on town-owned vacant lots and town-operated public reserve lands. Maintain grass in ditches where possible and upgrade 
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ditches to mowing quality as time and budget allows.

Spray for dandelions, early spring and late fall on all town-owned properties, back alleys, ditches. Or arrange for spraying to be done. Spraying program to be initiated by Council and may include other noxious weeds.

MISCELLANEOUS:
Christmas lights to be put up by December 15 at the latest, to be in working order.  To be removed as soon as appropriate in January.

Keep town office walks, ramps and deck clear of snow during winter, salt-sand as necessary.

Install and remove forms of decorations on Main Street and First Avenue at the direction of the Council.

Pump water at cemetery in the spring, if necessary.

Maintain skunk traps, replacing them as necessary.  Set, bait and empty traps during fall and spring, or as necessary.

Mowing, Municipal Cemetery south of town.  Mowing includes ditches throughout town, parks on Main Street.

 GARBAGE & METER READING 
WASTE DISPOSAL:

Provide twice weekly garbage pickup for residential and commercial areas.  [Estimated 4-4.5 hours per day.  

Maintain waste disposal sites on regular basis ensuring that garbage is placed in pit on runs.  Grade, cut or burn grass, turn compost, etc., as required. Control dumping at sites by use of signs.

Garbage is to be picked up at the north end of the arena when this facility is open.

Empty garbage cans at Campground on Public Reserve #9, and other areas as they become developed.

Maintain area around the recyling bins located on east side of town shop.

WATER-METER READING:
Meters to be read four times a year: last week in February, May, August and November. [Estimate of time required: 2 full days to read; 1.5 to 2 days for pickups and re-reads.]

Note any meters that are dripping so meters may be replaced.

Scheduling of reading to be coordinated with town office staff.

Install and remove meters as required. 

Repair and maintain water meters where possible.

Install exterior reading meters on all new buildings, as well as at request of user.

