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THE CORPORATION OF THE

CITY OF WHITE ROCK

15322 BUENA VISTA AVENUE, WHITE ROCK, B.C. V4B 1Y6

March 1, 2019

A MEETING of the WHITE ROCK SEA FESTIVAL COMMITTEE will be held in the
CITY HALL COUNCIL CHAMBERS, 15322 Buena Vista Avenue, on MARCH 7, 2019, at
4:00 p.m. to 5:30 p.m. for the transaction of business listed below.
Tracey Arthur,
Director of Corporate Administration

AGENDA
1. CALL TO ORDER
2. ADOPTION OF AGENDA
RECOMMENDATION
THAT the White Rock Sea Festival Committee (the Committee) adopts the agenda for the
March 7, 2019 meeting as circulated.
3. REVIEW/APPROVAL OF THE SEA FESTIVAL MINUTES OF
AUGUST 23, 2018 DEBRIEF MEETING
• Appendix A: Minutes of Debrief Meeting of August 23, 2018
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RECOMMENDATION
THAT the Committee adopts the minutes of the August 23, 2018 meeting as circulated.
4. ELECTION OF CHAIRPERSON AND VICE-CHAIRPERSON
Members of the Committee to appoint a Chairperson and Vice-Chairperson for the 2019
Committee year.
RECOMMENDATION
THAT the following members be appointed as Chairperson and Vice-Chairperson for the
2019 Committee Year:
•
•

Chairperson:
Vice-Chairperson:
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5. COMMITTEE TERMS OF REFERENCE REVIEW – DIRECTOR OF
RECREATION AND CULTURE
The Director of Recreation and Culture will review the
• Appendix B: Committee Terms of Reference for 2019.
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6. FESTIVAL PLAN – MANAGER, CULTURAL DEVELOPMENT AND SPECIAL
EVENTS COORDINATOR
• Appendix C: Incident Command List of Duties and Responsibilities
Page 11
• Appendix D: Committee Member Coordinator Positions
Page 12
o Parade Coordinator
o Float Coordinator
o Transportation Coordinator
o Sponsorship Coordinator
o Children’s Activities Coordinator
o Marketing/Communications Coordinator
o Business Liaison Coordinator
7. SUB-COMMITTEE TO LIAISE WITH SEMIAHMOO FIRST NATION RE:
SEMIAHMOO DAYS/SEA FESTIVAL
• The Chairperson
• Children’s Activities Coordinator
• City Staff Representative
8. SPONSORSHIP PACKAGE FOR DISTRIBUTION TO COMMITTEE MEMBERS
(ON TABLE)
9. 2019 MEETING SCHEDULE
Review the following schedule of 2019 Committee meetings:
•
•
•
•
•
•
•
•

March 7
April 4
May 2
June 6
July 4
July 25
August 1 – (Volunteer Orientation 6p-8pm following the Committee Meeting)
August 22 – Debrief Meeting

RECOMMENDATION
THAT the White Rock Sea Festival Committee approves the 2019 meeting schedule as
presented.
10. CONCLUSION OF THE MARCH 7, 2019 MEETING
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Appendix A
Minutes of a White Rock Sea Festival Committee
City of White Rock, Council Chambers
August 23, 2018
PRESENT:

D. Braun, Chairperson
T. Baena
M. Beales
H. Crawford
K. Huang (arrived at 4:08 p.m.)
S. John (departed at 5:07 p.m.)
C. Poppy
B. Sullivan (arrived at 4:08 p.m.)
S. Sullivan (arrived at 4:08 p.m.)

COUNCIL:

Councillor H. Fathers (non-voting)

ABSENT:

D. Campbell, Vice-Chairperson
P. Zheng

STAFF:

E. Stepura, Director of Recreation and Culture
C. Halpern, Manager of Culture
C. Westwood, Special Events Coordinator
D. Johnstone, Committee Clerk
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Public: 2
Press: 0
1.

CALL TO ORDER
The meeting was called to order at 4:02 p.m.

2.

ADOPTION OF AGENDA

2018-SFC-020

It was MOVED and SECONDED
THAT the White Rock Sea Festival Committee (the Committee) adopts the agenda
for the August 23, 2018 meeting as circulated.
CARRIED
APPROVAL OF MINUTES

3.
2018-SFC-021

It was MOVED and SECONDED
THAT the Committee adopts the July 26, 2018 minutes as circulated.

CARRIED
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Minutes of a White Rock Sea Festival Committee
City of White Rock, Council Chambers
August 23, 2018
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4.

2018 SEA FESTIVAL DEBRIEF – DIRECTOR OF RECREATION AND
CULTURE
This item was addressed during Item 5.

5.

2018 SEA FESTIVAL CLOSE OUT REPORTS – COMMITTEE MEMBERS
Committee members reviewed close-out reports provided by both Committee members and
staff. The following feedback was highlighted by the Committee:


















Events/exhibits such as Pirates in the Park, the Selfie Contest, the Waiter Race,
Lanterns on the Pier, and events on the mainstage were all successful.
Combining the event with Semiahmoo Days worked well, and feedback from the
Semiahmoo First Nation (SFN) on the festival was positive.
Both the Sandcastle Competition and Beach Volleyball games were shortened due to
issues with the tide. Additional clarity regarding tide times would be important when
planning events for 2019.
The overall flow of the parade requires improvement. A City policy could also be
established to monitor parade entries.
It was suggested that the City provide volunteers with a certificate for their service.
Additional clarity in the allocation of job duties for volunteers (particularly for the
parade) could be considered in the future.
Splitting up Committee volunteers between Saturday and Sunday was suggested.
Details regarding shuttle service times and pick-up/drop-off locations for the
festival to be better planned and communicated.
Signage and information regarding the Salmon BBQ should be amended to indicate
‘while quantities last.’
It could be beneficial to move the start time for the Lanterns on the Pier to later in
the evening.
Hosting the Waiter Race in the Memorial Park plaza was encouraged for 2019.
Yearly sponsorship could be coordinated for all city events to ensure feasibility for
sponsors. Having one “ask” could be beneficial to both the City and perspective
event sponsors.
Event promotion to take place earlier in the year.
Offering additional parking in 2019 through the newly built parkade will be helpful for
many visitors.

In response to a question from the Committee, staff noted that the White Rock Museum
and Archives organizes and selects vendors for the festival as a fundraiser. The Committee
suggested that prices for vendor spaces could be re-evaluated, particularly for not-for-profit
organizations.
Member John provided a PowerPoint presentation with photos from the #SeaFestSelfie
contest.
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Minutes of a White Rock Sea Festival Committee
City of White Rock, Council Chambers
August 23, 2018
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The Committee thanked staff for effectively facilitating the events and logistics for the Sea
Festival.
Staff summarized their close-out report, highlighting the following improvement
suggestions for the festival in 2019:








Main Stage diversity throughout the festival would be encouraged.
Recruitment for parade entries could start earlier in the year (fall, 2018). Additional
planning regarding parade dispersal would be explored.
Parking/ traffic control along the parade route could be monitored and maintained by
the RCMP or a security company, rather than volunteers.
A written festival safety plan would be established in collaboration with the RCMP,
Fire, Ambulance, Security and city staff.
Additional planning and advertising for the shuttle bus.
All members of Council to be invited to the Volunteer orientation/appreciation event.
Next year would be the 70th year for the White Rock Sea Festival; therefore,
establishing a theme would be a priority.

Staff extended their gratitude to the Committee for their hard work throughout the entire
festival process.
6.

NEXT MEETING
This concludes the Sea Festival Committee for 2018. The City will open recruitment in the Fall
with advertisements on www.whiterockcity.ca/committees and in the local newspaper. If you wish
to serve on the Committee again in 2019, please ensure you complete a new application form and
submit it to the Corporate Administration Department.

7.

CONCLUSION OF THE AUGST 23, 2018 MEETING
The Chairperson declared the meeting concluded at 5:36 p.m.

David Braun, Chairperson

__
D. Johnstone, Committee Clerk
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Appendix B
THE CORPORATION OF THE

CITY OF WHITE ROCK

15322 BUENA VISTA AVENUE, WHITE ROCK, B.C. V4B 1Y6

POLICY TITLE:

TERMS OF REFERENCE:
WHITE ROCK SEA FESTIVAL COMMITTEE

POLICY NUMBER: COUNCIL POLICY NO. 153
Date of Council Adoption: January 29, 2018

Date of Last Amendment: January 14,
2019

Council Resolution Number: 2018-230
Originating Department: Recreation and
Culture / Corporate Administration

Date last reviewed by the Governance and
Legislation Committee: January 14, 2019

Terms of Reference: White Rock Sea Festival Committee
Policy:
The White Rock Sea Festival Committee (the Committee) is mandated by City Council to
organize, promote, and host a high profile elite caliber summer festival called the White Rock
Sea Festival. The Committee will have the authority to act on behalf of the municipality to
ensure the festival is a success through revenue generation, acquiring corporate sponsorship,
developing business community relations, event marketing and arranging festival activities and
entertainment. The Committee will govern the event, and be responsible for developing
operating principles.
Committee General Terms:
The Committee appointments will be made by the City Council for a two (2) year term.
Committee Structure (Membership):
The Committee will consist of a minimum of nine (9) voting members appointed by Council
from the community at large, and additionally as non-voting in an advisory capacity:
• one (1) member of Council;
• one (1) representative of Semiahmoo First Nation (SFN); and
• City staff as required
The Committee will consist of the following positions: Chairperson, Vice-Chairperson,
Children’s Activities Coordinator, Volunteer Coordinator, Sponsorship Coordinator,
Transportation Coordinator, Marketing & Communications Coordinator, Parade Coordinator,
and Business Liaison Coordinator.
The Director of Recreation and Culture will oversee the operation of the Committee to ensure it
abides by the Terms of Reference and stays within the budget established.
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Chairperson / Vice-Chairperson
The Committee will appoint a Chairperson and a Vice-Chairperson from among its voting
members at the Committee’s inaugural meeting.
Meetings:
a) The Committee shall mutually agree to a meeting schedule at their inaugural meeting. The
meeting schedule will then be published and updated as needed by the Committee Clerk
b) The chairperson of the Committee may call a meeting of the Committee, with a minimum of
twenty-four (24) hours’ notice to the Committee members, in addition to the scheduled meetings
or may cancel a meeting.
c) Quorum for meetings shall be one half of the voting membership plus one (1).
d) If there is no quorum of the Committee present within 15 minutes of the scheduled start time,
the Committee Clerk will:
i. Record the names of the members present, and those absent; and
ii. Conclude the meeting until the next scheduled meeting
e) All Committee meetings are open to the public unless designated as closed to the public (in
accordance with the Community Charter) by the Committee. The public may attend the meeting
to observe only. When deemed relevant to the discussion of a particular item of business under
consideration by the Committee, the Chairperson may, with majority consent of those Committee
members in attendance, give permission to a member of the public in attendance to speak to the
item in question.
f) Meetings shall last no longer than two (2) hours, except under extraordinary circumstances as
agreed to by the Committee members present.
g) If a member:
i. Fails to attend three (3) consecutively held meetings of the Committee, or
ii. Fails to attend a committee meeting in any sixty (60) day period, providing a meeting
of the committee is held in that sixty (60) day period (whichever is the longer period of
time) and
iii. Unless the absence is because of illness; or
iv. Unless the absence is with the express leave of the Chairperson, the appointment of
the member shall be revoked
The Committee Clerk will keep an attendance log and notify the Chairperson and Corporate
Officer where there have been two (2) consecutive absences without consent. The Corporate
Officer will make contact with the Committee member.
h) Any person with particular expertise, including municipal staff may be invited by the
Chairperson or staff member of the Committee to attend a Committee meeting in order to
provide information or advice, but only members appointed by City Council may vote on matters
coming before the Committee.
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i) The Corporate Administration office will be responsible for preparing Committee meeting
agendas, minutes, updating the Terms of Reference policy, meeting schedule and administrative
support to the Committee. Agendas and approved minutes will be posted on the City’s website.
j) Committee minutes, with recommendations noted, will be forwarded to Council for
information and action as required.
k) A Committee meeting or portion thereof may be closed to the public pursuant to Sections 90
and 93 of the Community Charter
l) The Committee may hear and consider representations by any individual, group or
organization on matters referred to the Committee by Council
m) Where a member of a Committee, their family, employer or business associates have any
interest in any matter being considered by the Committee, that member will absent themselves
from all aspects of consideration of that matter by declaring a Conflict of Interest.
n) Committee Chairpersons and staff liaisons will prepare an annual report to be submitted to the
Chief Administrative Officer for review and to be forwarded to City Council.
o) A Committee member cannot direct staff to take any action which is contrary to existing
policies or directives or establish policies for the City.
i. Any such action must be referred to Council for consideration and adoption;
ii. The staff member assigned to the Committee, or the Chief Administrative Officer may
advise the committee of existing policies or directives and the needs to refer the matter to
Council prior to taking any action.
p) On routine matters such as organizing or setting up yearly or ongoing events or projects which
do not have budget implications or have received prior budget approval, the Committee may
make decisions without the approval of Council, provided that the Committee works with the
staff member assigned to that Committee on those matters.
q) On broader matters such as organizing or setting up major or unusual events or projects which
may have budget implications, the Committee must receive prior approval from Council.
r) The Committee Chairperson may appoint members to a subcommittee to consider, inquire
into, report and make recommendations to the Committee for a specific purpose.
s) Members of the Committee are not permitted to speak directly to the media on behalf of the
Committee.
Finances
The Committee is responsible for preparation and administration of an event budget. The budget
is to be managed so the municipal subsidy, as approved by the City Council, is not to be
exceeded, however the expenditures may increase through generating additional sponsorship
revenue to be used to enhance the event.
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Procedures
Unless otherwise provided for in these terms of reference, the procedures of the Committee will
be governed by the City’s Council and Committee Procedure Bylaw.
Code of Conduct
Appointees will be required to sign a statement agreeing that they have read, understood, and
will conform to the City’s code of conduct as defined in the Council Policy No. 120 – Code of
Conduct for Committee Members. This will be required immediately upon appointment. The
statement / agreement for signature is attached to, and forming, part of this policy.
Rationale:
The purpose of the Terms of Reference for the White Rock Sea Festival Committee is to
implement the actions of a working Committee to bring forward a successful event in adherence
to City policy.
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CITY OF WHITE ROCK
COMMITTEE CODE OF CONDUCT
STATEMENT / AGREEMENT
This will confirm that as of (date) __________________________________________, I have
read Council Policy 153 “Terms of Reference: White Rock Sea Festival Committee” and
Council Policy 120 “Code of Conduct for Committee Members” and I understand and will
conform to the City’s Code of Conduct as outlined in these policies.

_________________________________________________
(Print Name)

_________________________________________________
(Signature)
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Appendix C
Incident Commander
(Eric)

Assistant Incident Commander
(Elizabeth)

Committee Chair

FINANCE
(Elizabeth/Courtney)

Communications
(Farnaz/Courtney)

LOGISTICS

OPERATIONS

PLANNING

(Courtney)

(Courtney)

(ALL)

Event Assistant

Event Assistant
-

Semiahmoo First Nation

- Budget Prep

- Waste Management Contractor

- Parade

- Budget
Monitoring

- Site Maps
- A/V Equipment and Tech

- Recycling Management

- Parade Float

- Accounts
Receivable

- Traffic Approval and Control

- Committee Meeting Schedule

- Tents

- City Vehicles

- Sub-Committee Meeting Schedule

- Barricades

- Hospitality

- Committee Event Day Schedules

- Garbage & Recycling
Containers

- Stage Entertainment

- Event Programming

- Security Contract

- Transportation (plans, shuttle
buses)

- Accounts Payable
- Sponsor Invoicing
and Collection

- Porta-potties
- Signage
- Fencing
- Parking
- Festival T-Shirts

- Traffic Vests and paddles
- Power

- By-Laws
- Ceremonies
- VIP Protocol
- Public Works
- Translink
- Parks

- Website Information

- RCMP/Fire/First Aid/Marine Search
and Rescue

- Promotional Materials

- City Council

- Volunteer
Recruitment/Management
- Volunteer Recognition Event
- Equipment Lists
- Production Schedule (Task list)
- Marketing Plan
- Neighbourhood Notification

- Solicit Sponsors

- Stage Manager
- Entertainers
- Vendors/Museum
- Fireworks Safety Plan
- Food Truck /Permits
- Sponsor Package
- Children’s Entertainers

WR SEA FESTIVAL AGENDA
Page 11

Appendix D
COMMITTEE MEMBER COORDINATOR POSITIONS – SEA FEST 2019
Coordinator
Position
Parade
Coordinator

Float
Coordinator

Transportation
Coordinator

Volunteer
Coordinator

Sponsorship
Coordinator

Responsibilities

Oversee the Torch Light Parade:
 Schedule, Operations, Route
layout, Safety
 Liaise with City Staff regarding
position lineup
 Design, decorate and maintain
the City’s parade float.
 Arrange for the float to visit
other community festivals.
 Work with City Staff to
develop and manage a festival
parking and transportation
plan
 Oversee recruiting,
orientation and training of
volunteers.
 Assist City staff in planning a
volunteer recognition event.
 Recruit local and regional
businesses to contribute cash
and in-kind donations to build
part of the operating budget
and to offset budget line
items.
 Recognize event sponsors.
 Plan, organize and implement
a children’s activity area

Children’s
Activity
Coordinator
Marketing &

Communications
Coordinator


Business Liaison
Coordinator



Raise awareness to enhance
participation, volunteer
recruitment and spectator
attendance.
Oversee media relations and
photography/video for the
event
Recruit local businesses to
help support the event
through special theme
promotions, event
sponsorship and event
marketing at their place of
business

Background That Would be Beneficial

Committee
Member
Name

Expertise in planning and organizing
community parades

Parade float design, decorating and
coordination experience.

Transportation and parking planning
experience

Past experience in recruiting, orienting
and training volunteers for community
festivals and/or events.

Member of the local business
community, experienced in corporate
fundraising (business owner, or
charitable agency Board member or
employee)
Festivals, arts, sports or entertainment
event coordination background
Ability to create marketing and
communication plans, connections with
local and regional media (newspaper
publisher, television producer, PR
consultant)

Member of the local business
community experienced in event
promotions (BIA or Chamber of
Commerce Board member or
employee)
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Item 8:
On-table information
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