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[bookmark: _Toc68788037]Mission Statement

· To manage the River Road Marina and facilities with a professional and business-like manner
· To adhere to all applicable Federal, Provincial and Municipal legislation, directives, provisions, and regulations, contained in any and all Agreements with each, when conducting daily and special activities.
· To adhere to all Health and Safety Standards when completing all tasks and daily checks.
· To promote, foster and manage the marina in such a way as to make the River Road Marina a friendly and enjoyable destination for both local ratepayers and tourists visiting our marina. 
· To conduct activities so as to maintain a long-range protection of the environment and fish habitat found within the Marina and harbour
· To facilitate the research, documentation, and promotion of the history of the Marina

[bookmark: _Toc68788038]Introduction

The content of this booklet and the policies included herein are those which are currently in effect and have a direct impact on boaters, users and staff.
This document is intended to be used to assist the Marina Manager and Staff in the operations of the River Road Marina in Manitowaning, Ontario and for the boaters, slip holders and others who utilize the facilities and public grounds. It has been prepared by Municipal Staff in conjunction with Municipal Council, Marina Staff, Public Works Staff and by enquiries to other municipalities.
Operating the marina successfully involves meeting the needs of the two main user groups: 
Beach Users: consisting of local residents, visitors and tourists that mainly frequent the beach and expect the beach, picnic areas, playground, and washroom facilities to be clean and fully functioning. 
Boat Users: being that of seasonal or transient users of the docks and launch ramp who expect services including boat launching, boat security, fuel, power supply, water supply and clean functioning restrooms, shower, and laundry facilities. 

The main objective of this document is to provide policies for the following:
· Bring and maintain the facility to a safe and high standard of repair
· to establish a set of written operational policies
Copies of this Operations Manual will be distributed to the individuals who have entered into a Mooring or Transient Agreement with the Township. Additional copies will be made available at the Marina and the Municipal Offices. Please ensure you read and understand the contents of this policy.



The Municipality requires that:
· All seasonal Mooring Agreement holders carry liability insurance and provide proof of the same. Refer to “Insurance Coverage Policy” section of this handbook. 
· All seasonal Mooring Agreement Holders are provided a copy of our Operations Manual. 
An annual review of the Operations Manual is undertaken upon receipt of recommendations from Agreement Holders, Municipal Staff and / or Council. 
It should be noted that the policies printed in this booklet become effective as of the date of printing. If Council makes any amendments to the existing polices after the printing date, the amended policy will take precedence over that which is printed in this publication.
Where any procedures have conflict over regulation, the regulation and more stringent of protocols must be adhered to and notification of such discrepancy be brought to the attention of the Municipal Office for further investigation. 
The Marine Radio channel 68 is the designated radio for this Marina and will be used in a courteous and respectful manner. 
To facilitate the most efficient operation of the Marina, slip assignment is at the full discretion of the Marina Manager and will be assigned, as required, to make the best use of space. 

[bookmark: _Hlk49344550]Hours of Operation:

Maintaining regular office hours is very important for the patrons of the Marina grounds. Current effective hours will be posted on the Marina Office door and at the washrooms. During a typical season, 
	
	May 1 to May 15*
	Soft Opening
	No set hours

	Seasonal Contract Rental Dates
	May 15 to June 30
	7 days a week
	5-6 hours a day

	
	July 1 to Sept 7**
	7 days a week
	10-12 hours a day

	
	Sept 8 to Oct 15
	7 days a week 
	5-6 hours a day

	
	Oct 16 to May 1
	Closed 
	Closed 


*Friday before Victoria Day long weekend
**Tuesday after Labour Day long weekend
The final day for services being available will be posted and notice placed on the boats in early October of each year.

[bookmark: _Toc68788039]Insurance Coverage Policy

1. The Municipality shall carry coverage under general property and public liability for the insurance of the Marina activities, transactions, and holdings.
2. All Agreement Holders must maintain an active policy with coverage of general and marine liability insurance. 

All recreational Agreement holders must be covered with a minimum coverage of $1,000,000 dollars Canadian. 

All commercial Agreement Holders must be covered with a minimum of $2,000,000 dollars Canadian. 
3. All Contract Holders must complete the insurance portion of the Agreement. 

Any changes to insurance policies during the season or term of the contract must be submitted to the Municipality in writing. 

Commercial insurance holders must provide a proof of insurance certificate to the Municipality annually.
4. Co-owned vessels require identification of owners on the certificate of insurance.
5. All third-party contractors shall only be permitted to perform service work to a vessel or to fixed structures on Municipal property or at slip if that contractor has provided proof of insurance. The contractor(s) must register with the Municipality or with the Marina Office. The insurance must have coverage being no less then $2,000,000 dollars Canadian for General Liability including a pollution liability and $2,000,000 dollars Canadian for Protection and Indemnity (Marina Liability) and provide proof thereof. 

The Contractor must also provide a proof of work request and duly signed by the owner of the vessel to board the vessel to make repairs or in any way move or alter the vessel.
6. Proof of insurance coverage on all types of vessels is an annual, per vessel requirement. Insurance must be authenticated prior to a vessel acquiring access to the Marina.  





[bookmark: _Toc68788040]Agreement Holder Environmental Commitment

I/We commit my/our guests, crew, and myself/ourselves:
1. To keep all refuse and garbage of any kind on board the vessel until we can dispose appropriately in the containers provided on shore. 
2. To separate recyclables and place them in the appropriate containers.
3. To separate hazardous wastes, including oils and antifreeze, unwanted paints, solvents and cleaners, batteries, old unusable fuel and used oil filters and dispose of them at the appropriate hazardous waste collection sites, not on marina property. 
4. To take all necessary steps to avoid spilling of fuel, oil or other chemicals or cleaners whatsoever into the water, to refrain from pumping oil or fuel contaminated bilge water overboard.
5. To be guided by instructions from the marina attendant when at the gas and pump-out dock and, when in the marina, to use only the designated fueling facility to fill my/our boat.
6. To carry out any repair work on the boat in a safe manner taking all precautions necessary to avoid injury. To avoid leaving debris, litter or liquid contaminants on the waterway, ground, dock or elsewhere.
7. To use the onshore washroom facilities, obtain the passcode from the Marina attendant during business hours.
8. To refrain from pumping grey or black water overboard while on the water and to utilize the amenities provided for safe disposal.

[bookmark: _Toc68788041]The Clean Marine Policy

1. This Marina understands and recognizes the vital importance of maintaining a clean natural environment and enforces as such.
2. In accepting and adopting those best management principles and operating practices that are appropriate to its operation, this Marina commits itself to the best of its ability to:
· Prohibit the release of contaminants to the water ways, both directly and indirectly
· Minimize the release of pollutants to the atmosphere
· Avoid contamination to the ground and all onshore surfaces
· Follow waste reduction and recycling protocols
· Optimize energy and water conservation
· Promote good environmental practices to all parties
3. Abide by and, where possible, exceed the requirements of all relevant legislation.
4. Marina management will introduce and maintain sound environmental practices into every aspect of our operation. We will train our employees to understand, utilize and put them into practice. We will provide all resources to allow these policies to be fulfilled as directed. 
5. The philosophy of this Operations Manual will be integrated into the contract between the Marina Staff, Municipal Staff and our Agreement holders.
6. The Marina also commits itself to an ongoing program of self-evaluation. We will strive to continually upgrade and improve our environmental performance in-light of future developments in management techniques, health and safety protocols and product availability. 

[bookmark: _Toc68788042]Environmental Hazard Policy

The potential for an environmental hazard occurrence is possible in a marina setting, the following procedure shall be used to identify and mitigate any possible environmental damages.
1. As soon as it is apparent, the person who notices the activity shall notify an employee of the Municipality immediately. The Marina Supervisor at the Marina Office (705-859-3700) and the Municipal Office (705-859-3196).
2. As soon as an employee receives notification of an environmental hazard occurrence, he/she shall notify the required department of the need for assistance. 
3. The Marina Supervisor, in consultation with the Public Works department, shall notify the appropriate agencies. If necessary, the Ontario Provincial Police (911) will be notified. 
4. If the resources available to the Marina Staff are not sufficient to contain and deal with the occurrence, then the following Municipal Departments and outside agencies shall be called to bring assistance: 
· Assiginack Public Works Department (705-859-3780)
· Assiginack Fire Department (911)
· Parks Canada (888-773-8888)
· Canadian Coast Guard Station (Pollutant Reports 800-265-0237)
· Other resources as suggested by the Ministry of the Environment & Climate Change 1-866-MOETIPS (663-8477)
5. Record the following: 
· Date and time of incident
· Source of and location of incident, type of pollutant	
· Name and contact of witness(es), status of incident
· What impact it is having on the Environment
· Weather conditions (precipitation, temperature, wind direction,  etc.)
· Any actions taken and
· Other parties onsite or responding

6. At the completion of dealing with the occurrence, the affected area is to be restored to a condition that is as close to the original state as possible. 
7. The Marina Supervisor will be sent for appropriate training in dealing with environmental hazards and spills on a regular basis. 
8. The Marina will maintain an environmental spill containment kit on site that is appropriate for a first response to an occurrence. 
9. All Marina and Municipal resources utilized in dealing with the occurrence shall be replaced as soon as possible.
10. All contractors conducting work in the water shall carry liability insurance in the amount of two million ($2,000,000) dollars minimum and shall pay the cost of replacement for all Municipally owned environmental containment equipment used to contain the spill. Also see “Insurance Coverage Policy” in this manual where applicable. 

[bookmark: _Toc68788043]Seasonal Dockage Policy

1. All slip assignments are made at the discretion of the Marina Supervisor, NO Agreement Holder is guaranteed the same slip year to year or for the entire season. The Municipality reserves the right to relocate berthing. 
2. The rates will be based on a per foot charge set each year by the Municipality, in accordance with the Municipal Act, 2001, as amended, upon recommendations submitted to Council. (See Appendix A for current pricing schedule as of date of printing)
3. In order to determine the appropriate fee, the total length will be rounded up to the nearest foot.  This total length is the actual space required for the vessel and is to be measured to include items such as bow pulpits, bowsprits, davits, outboard motors and swim platforms. 
4. The Agreements shall be executed between the Municipality and the registered owner of the vessel. If the contract is to be with co-owners of a specific vessel, proof of co-owned registration must be supplied to the Municipality. 
5. The Agreement holder may not sublet occupancy to another boater. 
6. The Agreement holder shall not utilize the slip, berthing nor registered vessel as a Short-Term Rental or for other personal business related endeavours. 
7. Dinghies must be secured under the bow of the vessel or taken onboard when moored in a slip. Non-compliance will result in a usage fee for the dock space utilized, for the duration utilized. 
8. The boating season opens early May for a soft opening with all amenities fully functional by Victoria Day Weekend. Services diminish in September after the Labour Day Weekend and fully close on October 15 or sooner as the weather requires. 
9. A Transient Agreement will be prepared and Transient fee will be charged for usage of a slip prior to the Victoria Day weekend and after October 15th, these extended dates are not incorporated into the Seasonal Rate figure in the Appendix A, Schedules of fees.
10. The Transient Agreement does not confer rights to the agreement holder for the full occupancy, use of the Marina Seasonal Docks, facilities or adjacent lands. 
11. Charcoal barbeques are not permitted on the docks or boats within the harbour due to liability concerns. 
12. If the Owner changes the specific boat listed on the contract during the year, then the fees will be adjusted to reflect the usage based on size and seasonal days left in the contracted period. An advanced notification of size changes must be made in writing to the Marina Attendant. The approval must be given prior to the exchange of vessels or the slip being occupied by the new unit.
13. Agreements shall be posted and filled out online and made available in paper format to all contract holders no later than the end of February in any given year. The full payment and required documentation is due to the Municipality no later than April 30th of any given year. 
14. If no payment is received, then the slip shall be deemed vacant. 
15. Cradles and mast equipment must be removed the same day as haul in. Any cradles or masts left after the haul in day will be charged a fee for storage for each day they are left on site.
16. A written request must be reviewed and approved by the Dock Master prior to any movement between slips. This would be relevant for boat size changes and slip preference requests. 
17. Any boat parked in the harbour space that has not been pre-assigned, and / or without permission from the Municipality, will be removed and/or will be charged a transient fee on a per day basis. This is not to considered inclusive of the fees set in subsequently signed agreements.
18. In the event of reconstruction, repairs or other improvements to the wharf or wharf property, the Agreement Holder shall, upon notice in writing from the Department of Fisheries Oceans and / Transport Canada and/or the Municipality, remove his/her boat from the wharf as directed or be removed at the expense of the Agreement Holder. 
19. The docks remain the property of the Municipality and therefore the users / Agreement Holders are not permitted to clutter, affix, build or otherwise alter the docks or decking with storage containers, umbrellas, dinghies, etc. 
20. The Municipality may be required to immediately terminate a contract at any given time with or without reason. Where termination is as a result of the Municipal obligations, a pro-rated refund will be established for payment by cheque. The cheque will be posted in the mail in 2 – 4 weeks of the Municipal Office being notified of the dismissal.  
21. No slip refunds will be issued for the cancellation of services required due to Agreement holders’ accessibility to a viable boat, boat needing repairs or had damages occur.
22. The Municipality reserves all rights to use a slip for transients where an Agreement Holder’s vessel is at bay. The Contract Holder is required to advise of their absence when the time frame exceeds that of one day so that we may be up to date on boat counts and utilize the boat slip assignments in an efficient and cost-effective manner. 
23. The Agreement Holder acknowledges he/she is using the berthing facilities at his/her own risk and Her Majesty the Queen in Right of Canada, as represented by the Department of Fisheries and Oceans -Small Craft Harbours Branch, Transport Canada and the Municipality will not be held liable for injury, damage or loss to persons or property arising in connection with the use of said property. 
24. The Agreement Holder is responsible for keeping our contact information up to date by forwarding new addresses, phone numbers and all other information contained in our Agreements and Policies. 

[bookmark: _Toc68788044]Waiting List Policy

1. To be placed on the Waiting List, a prospective Agreement Holder must submit to the Marina Supervisor, their intent to secure a location along with a contact number and email where possible.
2. The Seasonal Dockage fees shall be reviewed and / or amended annually by the Municipality in accordance with the Municipal Act, 2001, as amended. 
3. Posting of the rates will occur early spring and prior to the soft opening, on our website, to the contact number or email provided to the Marina Supervisor in the prior season. And such fees shall be paid prior to April 30th of the season requesting lease of slip space and prior to berthing at a slip location. 
4. It is the sole responsibility of the prospective Agreement Holder to notify, in writing, to the Municipal Office when any change in address or contact information arises as it pertains to the Agreement. 
5. Failure to remit in full by the deadline removes your name from that position on the reservation list and thereby placing you at the bottom of the waiting list. 
6. All Agreements must be accurately filled by the prospective Agreement Holder(s) and dockage space approved prior to berthing at your requested slip.
7. All slip allocations are at the discretion of the Marina Supervisor and you may be requested to relocate your vessel if the need arises.
8. Prospective slip holders on the waiting list may be assigned out of sequence. The Municipality reserves the right to acquire the best fit vessel for location(s) made available to allow the Marina to run efficiently. 

[bookmark: _Toc68788045]
Fueling Policy

1. Definitions:
Attendant – a Municipal employee hired to work at the Marina.
Authorized Personnel – a member of the Marina Staff or a person  designated by the Marina Staff.
Fueling Centre – The long docking point located at the Marina Office. This area is the service point for all re-fueling and septic pump-outs. 
2. The operation of the Fueling Centre shall be in accordance with the Liquid Fuels Handling Code. 
3. Signs in accordance with the Liquid Fuels Handling code shall be posted at the Fueling Centre and the provisions of the Code shall always be strictly enforced.	
*WARNING: No one, other than the fuel attendant shall be on board a watercraft during refueling. 

*WARNING: All engines shall be turned off during refueling and there shall be no source of ignition on board or within 3m of the fuel transfer point. All power breakers are to be turned off. 





4. The following guidelines from Boating Ontario for safe refueling at a Harbour shall be posted and used as a guideline for staff. 	* Fueling is ONLY done by the authorized attendant. All pilot lights must be out. All ports and deck hatches must be closed. All electricals must be off. No open flames.  All unauthorized people must be off the vessel and remain outside the fueling area at all times. 




5. Fuels shall be transferred into certified portable fuel tanks only. A sign indicating the types of certified portable tanks shall be posted at the Fueling Centre. 
6. No person shall be permitted to transfer fuel from a portable fuel container to a vessel within the Marina other than at the Fueling Centre. 
7. No person shall be permitted to carry fuel in any given container along the dock to the boat. 
8. Section 8 of the Fishing and Recreational Harbours Regulation states:

“Where the harbour manager has reasonable grounds to believe that the safety of the harbour or the public may endangered by the proposed location of any dangerous explosive or combustible goods on harbour property or by the manner in which such goods are handled or dealt with on harbour property, he or she shall prohibit the goods from being brought onto the harbour property or being handled or dealt with, as the case may be.” 

and Section 24 states:

“No Person shall supply to, receive into or discharge from a vessel or vehicle on a harbour property any gasoline or other fuel or oil except at such location, in such manner, and at such time as is authorized by the harbour manager.” 

For more information on Fishing and recreational Harbours Regulations, please visit the Government of Canadas website at https://laws-lois.justice.gc.ca/
9. Any boats fueled from a commercial fuel supplier must abide by all safe fuel handling regulations and Federal and Provincial Legislature. 
[bookmark: _Toc68788046]Refueling Procedures:

The goal is to fuel boats in a timely manner while minimizing the risks of explosion, pollution, and /or injury. If a boat owner refuses to adhere to ANY step in the following procedure or the prior Policy, refuse to fuel that boat for lack of compliance. 
Note: there is an Emergency Stop Button located on the wall to the right of the Office door. Press immediately upon noticing an issue to stop the flow of fuel.
Steps: 
1. Check that the dispensing point is equipped with the appropriate firefighting appliances,
2. Turn off pilot lights to gas refrigerators, 
3. Cut off electrical power at the main switch / breaker,
4. Close all hatches and openings to prevent fumes from getting into the hull and the bilge, 
5. Turn off all mobile phones. Smoking is not permitted within 3 meters of the dispenser or tanks, 
6. Put all passengers ashore and clear of any refueling equipment and outside any of the designated Fuel Centre areas,
7. Place a discharge bucket under the air/overflow pipe and close scupper in case of overflow, 
8. Have a cloth at hand to catch any spills. Use one for the filler hose and one to monitor airflow from the fuel tank vent. Have sawdust or oil spill equipment ready,
9. When refueling, do not start the dispenser until the outlet nozzle is inserted in the tank. Hold the nozzle open by hand only – DO NOT LOCK or jam the trigger of the dispenser in the open position, 
10. Keep the hose touching the filler neck at all times during the refueling process to prevent static sparks from occurring, 
11. Carefully monitor the filling rate to avoid overfilling. Stop at 90% full to avoid fuel spillage. Use your hand where possible to check for air escaping from the vent. When the tank is nearly full, you will feel a distinct increase in airflow which is the signal to stop filling, 
12. Do not remove the filler hose until the fuel flow has completely stopped,
13. Lift the hose to drain all remaining fuel into the tank,
14. Thoroughly clean up all surface spills with an absorbent cloth, 
15. If fuel has spilled into the bilge pump, pump the bilges manually into a sealed container or pump ashore and leave the boat wide open for at least 30 minutes to vent of fumes,
16. When completely satisfied that the boat is free of fumes, start the blower and let it run for four minutes – or as directed by the manufacturer’s instructions,
17. Start the engine before allowing the passengers to board,
18. Properly dispose of absorbent cloths, sawdust or other items soaked by fuel.
[bookmark: _Toc68788047]Marina Fees Schedule: Appendix A

RIVER ROAD MARINA
Current Dockage Rates
[image: ]HST Included in all rates.
						



  
Service Level: 			Reg		Full 
Daily (Per Foot)			N/A		$  2.20		
Weekly (Per Foot)			$  6.60	$  8.80		
Monthly (Per Foot)			$16.50	$24.20		
Seasonal *(Per Foot)		$23.10	$28.60		
Ramp Rates (Per use) 		FREE		FREE
Hydro Upgrade			$55.00

         Other Services Available:
Showers (Per use) 			$5.50 (seasonal slip n/c)
Laundry (Per use) 			$5.50 (incl. wash and dry)
Pump Outs		Single - $13.20       Double - $19.80
[bookmark: _Hlk50558495]
*  The Seasonal Rate covers the Agreement holders usage from the Friday of Victoria Day weekend to approx. Oct 15th and any dates before or beyond will be charged the transient fee based on the berthing and/or removal dates. 















We welcome your comments and suggestions. Should you wish to comment on this booklet or offer a suggestion please send it in writing to the Municipality: 

By Mail to:
Township of Assiginack
Attn: Marina Services
156 Arthur Street
       P.O. Box 238
Manitowaning, ON P0P1N0

Fax to: 705-859-3010

Or email to: info@assiginack.ca


[bookmark: _Toc68788048]Marina Staff Reference: Appendix B




This Appendix is for the viewing of Staff Only 
and is not to be copied for public viewing for safety and security reasons.







[bookmark: _Toc68788049]Spring Opening Policy

Aim for a soft opening at the beginning of May with the goal of having the Marina fully functional for the Victoria Day long weekend. If weather commiserates, this weekend will be similar in terms of busyness to the summer months of July and August and will provide a good test of all systems. 
[bookmark: _Toc68788050]Water Supply: 
Public Works are responsible for opening of the valves that supply water to the Shower House, Docks and Burn’s Wharf (where applicable). If a thorough job of winterizing was completed in the prior season, there should be no plumbing leaks. Whereas there is a problem with this system, simple measures using plumbing solder and a welding torch or SharkBite© connectors will generally suffice. 

[bookmark: _Toc68788051]Dock Installation: 
Public Works are responsible for the installation of the docks and will assist with the power and water supply hook-ups. Ensure that the docks and power supply hook-ups are clean and free of any tripping hazards at all times. 
Spring Cleaning:

Early May is the time to do any major cleaning and repairs of the entire facility and grounds. 

Shower House: Remove and store the temporary wooden winter doors. The passcode key to enter the washrooms is 1056. Scrub top to bottom – showers, sinks, urinals, toilets, walls, doors and floors in each restroom, clean all surfaces in the laundry facility located between the two restrooms. Hook up and ensure the washer and dryer are working correctly. Turn on the heat, if necessary, to get the building to dry out and lower the risk of mould. 

Paper product refills and urinal pucks can be purchased on account through Wat Supplies at https://watsupplies.com and all other cleaning supplies can be obtained locally on account at the grocery store. All receipts need to be signed by staff and forwarded to the Municipal Office. 

Marina Office and Shed: Clean these locations top to bottom, organize and remove any damaged materials. Clear your reservation board and dispose of extraneous material from the previous season. Ensure agreements are removed from the office to the Municipal office. 

Grounds: Walk the grounds and pick up any debris and litter that may have accumulated over the winter. Install the minimum number of garbage cans required to adequately serve the entire waterfront. 

[bookmark: _Toc68788052]Security System: 

Having a 24-7 camera operating at the Marina provides peace of mind to the boat owners who leave their boats at the dock unsupervised, serves to reduce instances of vandalism / crime, and provides a visual record should an incident occur. 

Install the Camera Tower onto the peak of the Marina Office and attach the cameras to the digital video recorder in the office. The system is essentially a ‘plug-n-play’ and will allow you to pull video from two or three weeks prior. 

A large security floodlight is mounted on a pole by the Shower House. This light operates on a timer that is mounted within the Shower House and serves to illuminate the beach. 

[bookmark: _Toc68788053]Water Safety Equipment:

The Life Rings and Insulated Hook are stored in the Marina Storage Shed for the winter. The Life Rings are to be placed with one on the south side wall of the Marina Office and the second on the light post at the beach. Always ensure that they are in good repair and that the line is secured and free from any damages and replace as required. The Insulated Hook is placed on the south side wall of the Marina Office.

[bookmark: _Toc68788054]Fuel Pricing:

The price changes are done following the sequence in the manual utilizing the remote which are located in the Marina Office Desk. Marina’s typically set the fuel pricing higher then other retail sellers based on the increased risk and additional costs associated with filling the vessels on the water. 

[bookmark: _Toc68788055]Service Pricing:

Before each season starts, a review of the service charges for items such as daily, weekly, monthly and seasonal dock slip rates, launch, shower and laundry fees should be conducted by examining what similar marinas in the area charge for the same services and are aligned with the Townships goals for the Marina operating budget. These prices need set prior to opening as a call to the registrants for reserved slips should be done about 2 weeks before the soft opening. The rates will then be posted on the Marina Office door and in the Display Sign on the south wall, copies can be obtained from the Municipal Office. 

[bookmark: _Toc68788056]Daily Operations

[bookmark: _Toc68788057]Promotion: 

Take every advantage of any affordable opportunity (Kijiji.ca) to promote the marina in publications and online. Sudbury and environs provide many of our seasonal clients and is an area that should be targeted. Any and all accounts entertained shall be approved and a list of usernames and passwords kept up to date. The River Road Marina is nicely positioned to attract seasonal boaters from the overcrowded marinas in Tobermory and further south. 


[bookmark: _Toc68788058]
Grass Cutting:

[bookmark: _Hlk49345993]In the late Spring, if cutting solo, the grass may grow faster than you can cut it. By the time you have cut the entire facility (from the volleyball net to the water treatment plant, to the municipal office), it will be time to cut again. A single, fit individual can maintain the entire grounds with enough time and effort. A riding lawnmower and gas-powered Weed Wacker are used to complete this task. The riding lawnmower is stored with Public Works and the Weed Wacker is stored in the Storage Shed. Enlist help from Public Works, if necessary, (know, however, they will have their own challenges with their designated municipal properties). Grass cutting demand slows down considerably in the late Summer and Fall. 

[bookmark: _Toc68788059]Fuel Accounting:

A simple spreadsheet, like the one below will provide the required comparison of tank dips, dispenser counts, and total recorded sales in litres. This three-way check, done daily by Marina Staff, will quickly identify tank leaks or theft. The tank dip numbers will not be precise compared to the dispenser and the sales numbers but will provide an adequate benchmark. 
The sheets shall be handed in on a monthly basis to the Municipal Office. The volumetric chart for the scale to measure the levels of fuel is on the reverse of the Reconciliation required. Please see Appendix – Forms Used.
	[bookmark: OLE_LINK1]2021 High Test Gas Reconciliation

	Date
	TANK DIP - LITRES
	DISPENSER - LITRES
	SALES REGISTER - LITRES

	
	OPEN
	CLOSE
	VOLUME
	OPEN
	CLOSE
	VOLUME
	SALES
	USED
	VOLUME

	
	A
	B
	A-B
	C
	D
	C-D
	E
	F
	E+F

	
	
	
	
	
	
	
	
	
	





[bookmark: _Toc68788060]Regular Maintenance:

Many simple maintenance issues may arise throughout the course of the season and can be handled directly and promptly by the Marina Staff and / or Public Works Staff. During such repairs, ALL safety gear including safety boots, safety glasses and gloves are required to be worn.  Tools and supplies may be in Marina Shed and where stock has been diminished, the items are available through the local hardware store and may be charged on account. 
If a key or lock is replaced on the grounds it is required that the Municipal Office receive two keys, identified with the location.  
For any jobs requiring a skilled professional, one should be contracted to do so through Public Works.  
**If in the event of an incident requiring Public Works Department or another skilled professional, it is in the upmost importance to contact them immediately to ensure prompt attention is acquired to remediate the issue. 

[bookmark: _Toc68788061]Communications:

The Marina Office answering machine should be checked on a regular basis and responded to in a timely manner. Mail is received to the Municipal office and should be checked on a regular basis. 

Take literal ownership of social media review sites, current ones are google.ca and tripadvisor.ca. Respond as the manager to queries and complaints in a professional and positive manner. 
In addition to mail and phone communication, monitoring and responding on marine channel 68, a recreational vessel radio channel for marinas, yachts, and pleasure craft, may result in increased traffic at the marina. Unfortunately, radio communication has been a challenge at the River Road Marina likely due to the steel hull of the Norisle docked next door which may block the transmission of the signals up and down the bay. The antenna was once located on a tall power pole and may have provided a better range but is now located at a much lower elevation, on top of the marina office. The office radio generally only works when a boat is in visual view. Until the antenna issue is resolved, have staff carry and monitor channel 68 with a portable radio. 
The Marina Staff should carry the portable hand-held device (separate from the Marine radios) on their person during the day. This will allow for prompt assistance between The Municipal Office and the Marina in the event of an emergency. 

[bookmark: _Toc68788062]Close Up:

The Marina Attendant shall gather and record all stock inventory that is to be taken to heated storage and make a list of what will be required for the opening of the subsequent season. This will ensure a smooth opening.
1. Clean, Remove and store picnic tables
2. Remove waterlines and electrical from the docks
3. Remove and store docks (docks, ramp and swimming)
4. Deep clean Shower House and have water drained and winterize all units (toilets, sinks, washer, garden hose)
5. Deep clean Shed and Office and discard items as appropriate. 
6. Remove liquid cleaners and products from all buildings to protect from freezing (Shower House, Office & Shed) and take to heated storage at the Municipal Office.
7. Remove toilet paper and paper towels from all dispensers in the buildings and take to heated storage. 
8. Remove all signage, life rings, Life hook, cameras and store in the Shed
9. Unplug the appliances (washer, dryer, fridge, cash register, fans, etc.) and prop open if required. 
10. Cover the Pump-out Tank and motor securely with a weatherproof tarp.
11. Close all flow valves to fuel dispenser and lock down handles.
12. Relocate the lawnmower, Weed Wacker and Fuel dip stick to Public Works Yard.
13. Flip off all breakers, Board up all windows, secure doors and hand in all keys to the Municipal Office. 

[bookmark: _Toc68788063]
Forms Used
1. Daily Fuel Reconciliation – One per tank & Handed in monthly
2. Daily Bathroom Cleaning Log
3. Accident / Incident Report Form
4. Daily Inspections Log
5. Maintenance Request Form
6. Transient Agreement
7. Mooring/License Agreement







	




	[image: A black background with a black square

AI-generated content may be incorrect.]

	Date
	TANK DIP - LITRES
	DISPENSER - LITRES
	SALES REGISTER - LITRES

	
	OPEN
	CLOSE
	VOLUME
	OPEN
	CLOSE
	VOLUME
	SALES
	USED
	VOLUME

	
	A
	B
	A-B
	C
	D
	C-D
	E
	F
	E+F

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


[bookmark: _Toc68788064]Volumetric Tank Chart:

This chart identifies the volumes based on the centimeter dip readings off of the gas stick for the 4,682 L tanks installed at the Marina. (As obtained from AT&S Gil-Fab)

	cm
	L
	cm
	L
	cm
	L
	cm
	L
	cm
	L

	1
	6
	27
	727
	53
	1850
	79
	3061
	105
	4139

	2
	16
	28
	766
	54
	1897
	80
	3107
	106
	4175

	3
	29
	29
	805
	55
	1943
	81
	3152
	107
	4209

	4
	44
	30
	845
	56
	1990
	82
	3197
	108
	4243

	5
	61
	31
	885
	57
	2036
	83
	3242
	109
	4276

	6
	80
	32
	925
	58
	2083
	84
	3286
	110
	4309

	7
	101
	33
	966
	59
	2130
	85
	3330
	111
	4340

	8
	123
	34
	1008
	60
	2177
	86
	3374
	112
	4371

	9
	147
	35
	1050
	61
	2224
	87
	3418
	113
	4401

	10
	171
	36
	1092
	62
	2270
	88
	3462
	114
	4430

	11
	197
	37
	1134
	63
	2317
	89
	3505
	115
	4458

	12
	224
	38
	1177
	64
	2364
	90
	3548
	116
	4484

	13
	252
	39
	1220
	65
	2411
	91
	3590
	117
	4510

	14
	281
	40
	1264
	66
	2458
	92
	3632
	118
	4535

	15
	311
	41
	1307
	67
	2505
	93
	3674
	119
	4558

	16
	342
	42
	1351
	68
	2552
	94
	3715
	120
	4581

	17
	373
	43
	1396
	69
	2599
	95
	3756
	121
	4601

	18
	406
	44
	1440
	70
	2645
	96
	3797
	122
	4620

	19
	439
	45
	1485
	71
	2692
	97
	3837
	123
	4638

	20
	473
	46
	1530
	72
	2739
	98
	3877
	124
	4653

	21
	507
	47
	1575
	73
	2785
	99
	3916
	125
	4666

	22
	542
	48
	1621
	74
	2831
	100
	3954
	126
	4676

	23
	578
	49
	1666
	75
	2878
	101
	3993
	127
	4682

	24
	615
	50
	1712
	76
	2924
	102
	4030
	 
	 

	25
	652
	51
	1758
	77
	2970
	103
	4067
	 
	 

	26
	689
	52
	1804
	78
	3015
	104
	4104
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	DAILY BATHROOM CLEANING LOG           MONTH:                      MENS / WOMENS

	Date
&
INITIALS
	GARBAGE
	FIXTURES
	CHECK SUPPLIES FILLED

	
	CLEAN
	DEBRIS
CLEANED
	REMOVED FULL BAG
	WAS LEFT IN A MESS
	CLEANED ALL 
*REQUIRED
	TOILET PAPER
	PAPER TOWEL
	SOAP
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INCIDENT & ACCIDENT REPORT
Describe the Incident / Accident          (Stating the details objectively)           . 
Date:		Time:   		 Place: 																																																																								
Names of those involved                                  (Including Witnesses)           . 																																																				
Immediate Action(s) Taken                                                                        . 																																																																	
Recommendations to prevent this incident/accident repeating                       . 																																							 
Employee			Immediate Supervisor
Name: 		_____________________	______________________
Position: 		_____________________	______________________
Department: 	_____________________	______________________
Signatures:  	_____________________	______________________
Date:			_____________________	______________________
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DAILY INSPECTION AND SHIFT LOG   DATE: 
AM SHIFT (OPENING)		           START TIME: _______________________
· DIP & Record both fuel tanks 
· Open and Inspect all Washrooms
· Inspect and display Rescue Equipment
· Inspect Dock Lines, Vessels and dock connections
· Inspect and empty trash cans
· Walk grounds and inspect oddities and remove trash
· Test the sewage pump
· Covid-Clean Picnic Tables and Door handles on a regular basis
· Clear spider webs from Marina Office and shed
· Remove Otter / Mink / Goose scat from grounds
· Close your till at end of shift – be sure to balance
· _____________________________________________________________
· _____________________________________________________________
Shift Worker : _______________________________ End Time: ___________

PM SHIFT (CLOSING)		           START TIME: _______________________
· Covid-Clean Picnic Tables and Door handles on a regular basis
· Inspect beach for litter and lost items
· Inspect Dock Lines, Vessels and dock connections
· Sweep and clean office and shed
· Sweep, Mop and close Washrooms
· Record fuel counters and Fuel Dips at end of shift
· Close your till at end of shift – be sure to balance
· Close and secure all facilities
· _____________________________________________________________
· _____________________________________________________________
Shift Worker : _______________________________ End Time: ___________
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MAINTENANCE REQUEST FORM

Date: ______________________________

Location & description of the damage or repair required: 
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Requested by : ____________________________ 

Received by Office : 			

Repair Designated Complete by Public Works: 
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Marina Checklist – For the Off-Season            YEAR:_______
Please visually verify that the following items are in good working order with no damage or items that will require immediate attention. Please immediately notify the Municipal Office of any items requiring attention.

	DATE & NAME
	MARINA OFFICE
	MARINA STORAGE SHED
	SECURITY CAMERAS
	PUBLIC WASHROOMS

	January
	· SECURE
· HEAT ON
· EMPTY TRAPS
· LOCKED AGAIN
	· SECURE
· EMPTY TRAPS
· LOCKED AGAIN
	· ALL CAMERAS ARE WORKING
	· SECURE
· YARD LIGHT IS WORKING

	February
	· SECURE
· HEAT ON
· EMPTY TRAPS
· LOCKED AGAIN
	· SECURE
· EMPTY TRAPS
· LOCKED AGAIN
	· ALL CAMERAS ARE WORKING
	· SECURE
· YARD LIGHT IS WORKING

	March
	· SECURE
· HEAT ON
· EMPTY TRAPS
· LOCKED AGAIN
	· SECURE
· EMPTY TRAPS
· LOCKED AGAIN
	· ALL CAMERAS ARE WORKING
	· SECURE
· YARD LIGHT IS WORKING

	April
	· SECURE
· HEAT ON
· EMPTY TRAPS
· LOCKED AGAIN
	· SECURE
· EMPTY TRAPS
· LOCKED AGAIN
	· ALL CAMERAS ARE WORKING
	· SECURE
· YARD LIGHT IS WORKING

	November
	· SECURE
· HEAT ON
· EMPTY TRAPS
· LOCKED AGAIN
	· SECURE
· EMPTY TRAPS
· LOCKED AGAIN
	· ALL CAMERAS ARE WORKING
	· SECURE
· YARD LIGHT IS WORKING

	December
	· SECURE
· HEAT ON
· EMPTY TRAPS
· LOCKED AGAIN
	· SECURE
· EMPTY TRAPS
· LOCKED AGAIN
	· ALL CAMERAS ARE WORKING
	· SECURE
· YARD LIGHT IS WORKING
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TRANSIENT & MOORING AGREEMENTS
Transient & Mooring Agreements as attached and prepared in accordance with the laws of the  Province of Ontario. 

Duplicate Carbon Copy agreements where one is for the Patron and the other for Municipal records. 
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