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Welcome to Westmount Shopping Centre!  We are proud to have you join our team of 
stores, services and offices.  This manual has been developed to outline some of the 
services available to you and to provide some useful tips to ensure continued success 
and smooth operations. 
 
This manual is to be used by on-site management and other store employees at 
Westmount Shopping Centre. You should keep this booklet in a handy place for quick 
reference for all of your staff and yourself. 
 
This is a guide and not inclusive of all situations, and in all cases, your Lease contract 
will govern when a discrepancy occurs.  We encourage all staff to become familiar with 
the contents of this manual and be made aware of its location, in case of emergency. 
 

Where is the Administration Office? 
 

Please feel free to call or visit the Westmount SC Administration Office anytime and we 
will be happy to assist you. The Administration office is located on the lower level west 
near Entrance #2. 
 

Westmount Administration 
785 Wonderland Road South 
London, Ontario, N6K 1M6 

Phone: 519-641-0976 Fax: 519-641-1691 Visit us online at: 
www.westmountshoppingcentre.com 

 
Hours of Operation:  Monday – Friday 8:00 am – 5:00 pm 

 
 

 
 
 
 
 
 
 
 
 
 



GENERAL INFORMATION 
 
 

2 | P a g e  
 

 

The Administration Staff 
 

Property Manager   April Herlick 
     Ext. 222 
 
Marketing Director   Rhonda Hanley  
     Ext. 224 
 
Operations Manager   Jeff Bradshaw   
     Ext. 229 
 
Building Operator   Martha Leake 
 
Property Administrator  Amanda Smith    
     Ext. 232 
  
Office Administrator   Cheryl Young 
     Ext. 230 
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Quick Reference CONTACTS 
In a medical, fire or disaster emergency your first contact should be 911 

 
WESTMOUNT SHOPPING CENTRE SECURITY 

PHONE:    519-641-6090 (Enter 99 after the beep)  
 

WESTMOUNT SHOPPING CENTRE ADMINISTRATION OFFICE 
PHONE:  519-641-0976 
FAX:   519-641-1691 

 
PRIMARY OPERATIONS CONTACTS 
 
Jeff Bradshaw (Operations Manager) 
Office     519-641-0976  ext 229 
Cell    519-280-4354 
Jbradshaw@mccor.ca 
 
Martha Leake (Building Operator) 
Cell    226-378-7813 
mleake@mccor.ca 
 
April Herlick (Property Manager) 
Office     519-641-0976 ext 222 
Cell    226-378-7813 
aherlick@mccor.ca 
 
Rhonda Hanley (Marketing Director) 
Office     519-641-0976 ext 224 
Cell    226-980-6713 
rhanley@mccor.ca 
 
 
Contracted Security Company: Star Security 
 (519) 641- 6090 #99     
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THE CENTRE 

 
1. SHOPPING CENTRE BUSINESS HOURS.   
 

Monday – Saturday 10:00 am – 6:00 pm 
Sunday Noon – 5:00 pm 

 
Stores and Offices are welcome to open earlier if they wish to do so.  The closing 
of a location during their advertised business hours, unless provided for in the 
Lease, is a violation of your Lease Agreement.  All stores will be advised of any 
changes to operating hours, including the Christmas Season. 

 
2. In accordance with the applicable regional by-laws and provincial laws, 

Westmount Shopping Centre is closed on the Statutory holidays listed below: 
 

New Year’s Day   Good Friday 
Victoria Day    Canada Day (unless a Sunday) 
Christmas Day   Thanksgiving Day 
Family Day 
 

 Westmount Shopping Centre is open on Boxing Day and the Civic Holiday. 
 
3. Please do not use, or permit, any part of the premises or common areas to be 

used in such a manner as to cause a nuisance.  The landlord shall have the sole 
discretion to determine whether any noise, lighting, vibration or smell 
constitutes a nuisance. 

 
4. Refuse, supplies or merchandise shall not be placed or be allowed to remain in 

the service corridors during centre hours.  Waste and recyclables must be taken 
to the appropriate areas. If you require a site map showing the areas please see 
the office. 

 
5. Signage, display material or merchandise may not be placed beyond your lease 

line. 
 
6. Signs, display material or advertisements may not be attached to sprinkler 

heads, windows, doors or any exterior or portion of the premises. 
 
7. All signs visible from the exterior of your store must be professionally produced 

and not hand written. Fascia signs must be kept lit during business hours. 
 
8. Please ensure that the premises are at all times maintained in a clean and well 

repaired condition. 
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9. Each premise is required to have their own in store ABC fire extinguisher, which 

must be inspected and serviced AT LEAST once monthly. 
 
10. There MUST be 18’’ of clearance from sprinkler heads in all storage areas.  No 

decorations are to be attached to sprinkler heads. 
 
11. Any landlord maintenance problems such as building damage, roof leaks, 

liability concerns or other maintenance problems, should be reported 
immediately to the Administration Office.  All such calls are documented and 
followed up.  For after hours, please contact Security on the emergency line 
519-641-6090 #99. 

 
12. Tenants are responsible for mechanical, electrical and plumbing problems within 

their own premise.  In the event of an emergency or if you require assistance 
with a contractor, please contact the Administration Office at 519-641-0976 ext. 
229 or Security on the emergency line after hours 519-641-6090 #99. 

 
13. Alteration of plumbing, electrical, mechanical or signage is not permitted 

without the prior written approval of the General Manager. 
 
14. Westmount Shopping Centre is a NON-SMOKING retail environment.  Employees 

are asked not to smoke directly in front of Shopping Centre Entrances to ensure 
that our Customers have clear access to the Shopping Centre. 

 
 
Lost & Found 
 
ALL lost & found items are to be turned into Security or the Administration Office.  If 
a customer is looking for a lost item, please send them to the Administration Office 
where they can retrieve the item or provide a description. 
 
 

Employee Parking 
 
A key component to good customer service is ensuring that all parking spaces closest 
to the Shopping Centre remain at the continual disposal of our customers.  
Employees are asked to park on perimeter locations; which includes the indoor 
parking facility.   
 
During busy periods, parking stalls may turn over as often as seven times each day.  
Employees occupying prime parking spaces impede this turnover which contributes to 
customer frustration and lost dollars not only to your location but to the entire 
Shopping Centre. 
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Solicitation on Shopping Centre Property 
 
Solicitation of any kind on Westmount Shopping Centre property, including the 
shopping centre or its parking lot, by individuals, groups or organizations, is 
prohibited, without prior consent of the Landlord. 
 
Tenants and their representatives are requested to refrain from conducting business 
beyond their leased premises.  This includes the distribution of pamphlets, letters, 
petitions or conducting direct approaches to customers and/or shopping centre 
employees on the shopping centre property.  
 
If you or your staff is approached by anyone in the above manner, ask them if they 
acquired permission from the Administration Office.  If authorization cannot be 
produced, please contact either the Administration Office (519-641-0976) or Security 
(519-641-0976 ext. 223 or emergency number 519-641-6090 #99) IMMEDIATELY.  
Security will be called to investigate and may require the removal of the individual or 
group. 
 
 
Signage 
 
Signs of any sort can be either “eye catching” or an “eyesore” to potential customers.  
Remember, signage is likely to be the first thing to catch a customer’s eye and is 
therefore a crucial reflection of your store’s quality and visual presentation. 
 

1. At no time will a handmade sign be visible from the exterior of the Leased 
Premises. 

 
2. All storefront signage shall be professionally made and not be glued, taped, or 

attached to the storefront, display windows, doors, bulkhead or columns. 
 

3. “Help Wanted” signs shall be displayed on easels in the windows. 
 

4. Security company stickers may be affixed to doors in such a manner that they 
are visible only after hours. 

 
5. If necessary, politely phrased requests such as “Please finish your drink before 

visiting our store.  Thank You!” are less likely to offend potential customers 
rather than “All food strictly prohibited!”, “No food, No drinks!” etc. are very 
negative. 



GENERAL INFORMATION 
 
 

7 | P a g e  
 

FRAGRANCE FREE ENVIRONMENT 
 
Some people have become very sensitive to certain chemicals as a result of past exposures.  
They can suffer a wide range of health effects such as rashes, severe headaches, nausea, 
dizziness and fatigue, whenever they are exposed to very low levels of chemicals in scented 
products. 
 
Section 25 (2) (h) of the Occupation Health and Safety Act imposes an employer requirement to 
take every precaution reasonable in the circumstances for the protection of the worker.  This 
requires the employer to limit the exposure of workers to chemical substances. 
 
Several scented products are respiratory irritants and are known triggers for asthma, allergies 
and migraines. 
 
Additional Scent-Free Policies 
 
Canadian Centre for Occupation Health and Safety 
hhtp://www.ccohs.ca/oshanwers/hsprograms/scentfree.html 
 
Policy for Developing a scent-free Workplace – The Lung Association 
http://www.lung.ca/resources/developingascentfreepoloctyforaworkplace.pd 
 
 

The Lease Line 
 
It is important that all facets of your store’s business be carried out within the Leased 
Premises.  The strict enforcement of this rule is necessary to maintain consistency of 
presentation.  
 

1. No merchandise racks, tables, signs or displays protrude beyond the leased 
premise. 

2. No sales staff or representative of your store conducts business beyond the 
specified Lease line. 

 
These rules may be temporarily suspended by prior written notice from the Landlord 
or in conjunction with sidewalk sales and special promotions. 
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SECURITY  

 
Security at Westmount Shopping Centre has several roles they play in the day to day 
operation of Westmount Shopping Centre.  First and foremost is their responsibility to 
the safety and welfare of those in the public areas of the mall; i.e.:  the common 
areas, the halls and the parking levels both inside and outside the building.  Tenant 
spaces are a secondary priority in terms of dealing with emergency situations.  This is 
not to say that Security will not assist in tenant locations, however, in the case of 
multiple crisis, the first duty of Security will always be to the common areas. 
 
Security will assist tenants with first aid requirements, disturbances and to a limited 
degree, loss prevention.  Security is restricted by law as to how much assistance may 
be provided with a loss prevention issue.  Security of the premises is primarily the 
tenants’ responsibility. 
 
The Security Office is located on the lower level beside the Administration Office.  
Non-emergency type calls may be directed to 519-641-0976 ext. 223.  Emergency 
calls should be directed to 519-641-6090 #99 during mall hours as well as after 
hours.   
 
 
SECURITY OFFICERS 
 
Westmount Shopping Centre has Security on duty 24 hours a day, 7 days a week 
inside the Shopping Centre. Exterior patrols are conducted once nightly as a drive 
through. After hours Security officers located inside the mall will not leave the 
building.  
 
General duties include: 

1. maintaining order and control throughout the shopping centre and 
parkade;  

2. monitoring life safety equipment and procedures; 
3. deterrence against vandalism; 
4. communication with tenants on a day to day basis; 
5. securing the shopping centre building after hours; 
6. assisting persons in distress; 
7. handle inquiries from customers. 

 
 
Please be aware that the Security staff is not authorized to perform duties normally 
performed by the police.   
 
The Security staff will, at your request: 
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1. Aid in the removal of person(s) from your location or the shopping centre, 
who are creating a disturbance; and 

 
2. Aid in the detention of person(s) you or your staff have charged with 

shoplifting, credit card fraud or similar occurrence. 
 
Please take the initiative when you witness accidents or rule violations, to contact the 
Administration Office or Security directly. 
 
LEGAL AUTHORITY – “G4S Security” 
 
There are no special legal powers that are designed specifically for the purposes of 
contracted security services.  In Canada, all individuals have legal authority to control 
those persons who may wish to bring harm to us or do harm to our property. 
 
We are also granted protection when we have been appointed to guard over the 
property of someone else.  These legal rights are within the powers of every citizen 
of Canada.  Therefore, if we are aware of these “citizen’s rights”, it will allow us to 
react more quickly and efficiently. 
 
When a crime is committed, it is imperative that we understand both the nature of 
the offence and which statute has been broken as well as where the law can be 
found.  Most laws that will come into play during the course of Security’s duties will 
be found under: 
 

1. The Criminal Code of Canada 
2. Federal Statutes 
3. Provincial Statutes 

 
POWERS OF ARREST 
 
An arrest is when we take physical control of a person, or restrict a person’s freedom. 
 
As a Security representative for the Landlord at Westmount Shopping Centre, we 
have only a citizen’s power of arrest.  However, a good working knowledge of these 
powers enables us to perform our security duties. 
 
This power is found in Section 494 of the Criminal Code of Canada. 
 
Section 494: 
 

(1) Anyone may arrest without a warrant: 
A) a person whom he finds committing an indictable offence; or 
B) a person who, on reasonable grounds, he believes 

(i) has committed a criminal offence, and 
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(ii) is escaping from and freshly pursued by persons who have 
lawful authority to arrest that person 

 
Anyone who is: 
 

A) the owner or a person in lawful possession of property, or 
 

B) a person authorized by the owner or by the person in lawful possession of 
property, may arrest without warrant a person whom he finds committing a 
criminal offence on or in relation to that property. 

 
(2) Anyone other than a peace officer who arrests a person 

without warrant shall forthwith deliver the person to a 
peace officer. 

 
 
WESTMOUNT SHOPPING CENTRE SECURITY MAKES EVERY EFFORT TO 
HANDLE EMERGENCIES CALMLY AND WITHOUT PHYSICAL FORCE.  IT IS 
ONLY IN EXTREME CASES, WHERE THE SAFETY OF OUR PATRONS, STAFF 
AND MERCHANTS OR DAMAGE TO PROPERTY IS AT RISK THAT PHYSICAL 
FORCE WILL BE USED 
 
 
DISTURBANCES 

 
If an unruly or aggressive customer is causing a disturbance and is beyond control 
in a tenant space, Security should be notified, and the individual will be removed if 
at the tenant or employee’s request.  If the tenant or employee wishes the 
individual banned from their premises, they must inform the individual themselves, 
but Security will witness the procedure and, depending on the transgressions made 
by the individual, they may be banned from the rest of the shopping centre as well.  
It is Security’s/Management’s authority which decides whether the troublesome 
individual will be banned from the rest of the shopping centre with the tenant’s 
opinion and the particular situation being taken into consideration. 
 
 
LOSS PREVENTION 
The Security Department will, from time to time, assist tenants and store employees 
with loss prevention problems.  As such Section 494.1(a) of the Criminal Code of 
Canada applies directly.  “A person whom he finds committing an indictable offence,” 
indicates that the accused must actually be observed selecting, concealing and 
removing any merchandise without intent to pay.  If at any time, Security loses sight 
of the individual, any right to detain the individual is void.  As well, Security should not 
be stopping any individual at the tenant’s word alone.  If the tenant has seen the 
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crime and remains in sight of the suspect as per Section 494 (a), then Security may 
assist the tenant in detaining the individual. 
 
LOSS PREVENTION TIPS FOR TENANTS AND EMPLOYEES 
 
1. Be wary of individuals with large cumbersome apparel that might not suit the 

current outside weather patterns.  They may be using this is conceal goods that 
they have selected. 

 
2. Keep an eye on larger groups of customers, when they gather around displays 

and seem to inadvertently obstruct a salesperson’s view of the situation.  Also 
observe to see if any of the individuals are trying to subtly draw your attention 
away from their companions. 

 
3. Keep eyes on individuals carrying duffel bags and knapsacks; they may be used 

to carry pilfered goods. 
 
4. Be on the look out for individuals carrying shopping bags that either look used or 

do not originate from another store in the shopping centre. 
 
5. Be aware of all individuals who are seen frequently perusing your store but 

actually purchase little or nothing. 
 
6. Keep an eye out for individuals who continuously scan around them, are 

consistently looking up, or seen abnormally nervous in any other way. 
 
7. Keep an eye out for any type of distraction that might draw your attention away 

from goods or your cash register. 
 

8. Never allow yourself to be drawn into your back room without first making sure that your 
cash register is turned off or completely inaccessible. 

 
 
FIRE ALARMS 

 
ACTIONS REQUIRED BY TENANT OR TENANT STAFF 
 

 Know your nearest exit locations. (EXIT signs are illuminate in red) 
 Know your internal company policy/procedures on Emergency Closure and review internally. 
 Decide ahead of time your Emergency Evacuation Meeting Place  
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UPON DISCOVERY OF A FIRE: 
 

1. Activate the nearest FIRE ALARM PULL STATION. 
2. Call 911  
3. Call Security at 519-641-6090.  Give Security the location of the fire plus 

your name and the name of your store/office. 
4. Remove all persons from the endangered area.  Fight fire only if you are 

confident that it can be controlled with the fire fighting equipment available. 
5. Remain close but out of harms way to assist the FIRE DEPARTMENT if required. 
6. Be prepared to evacuate. 

 
UPON HEARING A FIRE ALARM: 
 
When you hear the long bell signal: Investigation is proceeding. 

 Prepare for evacuation. Never assume a false alarm. Do not call or go to find out if it 
is a false alarm. Minutes count in an emergency 

 Sweep your location from back to front ensuring everyone has left the location. (i.e. 
check Fitting rooms, stock rooms, lunchrooms, washrooms) 

 Be ready to enact your internal company emergency closure policy. 
 

When you hear the short bell signal: Full evacuation is enacted. 
 After everyone is out of your location, close and lock to the front of your store/office. 

This indicates to Zone staff checkers that everyone is out of the location. If it is a safe 
route, proceed to exit. 

 Exit the nearest safest exit. Encourage and assist others if it is safe to do so. 
 Assemble at one of two Emergency Evacuation Meeting Places for your location’s 

head count by Manager/acting Manager. (North or South parking lot) 
 Return only after the authorities have given an ALL CLEAR.  

 
In some cases, the short bell may be enacted immediately if the threat is 
already known. 
 
In the event of dangerous exterior conditions, exit to ‘Saunders Secondary School’. 
 
POWER FAILURES 
 
 
IN THE EVENT OF A POWER FAILURE: 
 

1. Remain calm. 
2. Sweep your location back to front. Close and lock your doors to prevent theft.  

(It will be the tenant’s decision whether or not to usher customers out of their 
store or allow them to remain.) 

3. Remain in the front of your store/office, safety permitting, and await further 
information/instructions. 
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4. DO NOT TIE UP THE PHONE LINES, as a caller with an emergency may not be 
able to reach Security personnel. 

5. DO NOT use candles or open flames. 
6. It is highly recommended that each location has a rechargeable flashlights in 

easily accessible locations. 
 
 

BOMB THREAT 
 
UPON RECEIVING A BOMB THREAT: 
 
1. Remain calm.  The majority of bomb threats are just that – threats – however, none 

can be ignored. 
 
2. Complete the BOMB THREAT CONTROL FORM on the next page.  This is EXTREMELY 

IMPORTANT, as it will help authorities assess the credibility of the bomb threat. Under 
the Comment Section, write the exact wording of the threat 

 
3. Upon completion of the call, the person receiving the call should immediately contact 

Security over the landline or in person, not their radio, as a customer may overhear and 
panic.  DO NOT TALK TO OTHERS ABOUT THE CALL, as a customer may overhear 
and panic. 

 
4. After the phone call press *69 to retrieve phone number (if possible). 
 
5. Security will notify the police and both will conduct a search of the premises for 

suspicious/foreign objects. 
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BOMB THREAT CONTROL FORM 
 

IDENTIFYING CHARACTERISTICS 

 
SEX:                                                  ESTIMATED AGE: 
 
ACCENT (ENGLISH, FRENCH, ETC.): 
 
VOICE (LOUD, SOFT, ETC.): 
 
SPEECH (FAST, SLOW, ETC.): 
 
DICTION (GOOD, NASAL, LISP, ETC.): 
 
MANNER (CALM, EMOTIONAL, VULGAR, ETC.): 
 
BACKGROUND NOISES: 
 
VOICE WAS FAMILIAR (SPECIFY): 
 
CALLER WAS FAMILIAR WITH AREA (EXPLAIN): 
 
 
 

RECORDED DATA 
 
DATE: TIME: AM  DURATION OF CALL: 
 PM 
 
COMMENTS, EXTRA INFORMATION 
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ACTIVE SHOOTER 
 
An active shooter is an individual actively engaged in killing or attempting to kill people in a confined    
and populated area. Most of the time, such situations are unpredictable and evolve rapidly.  
Since most incidents are over within a matter of minutes, it is vital to be prepared to deal with the 
situation until law enforcement personnel arrive at the location. 
 
There is no definitive best response during these scenarios, but maintaining a  
RUN, HIDE, FIGHT mindset can increase the odds of surviving. 

 
Please review the following video to gain further information on this topic. 
 
https://www.youtube.com/watch?v=BQtBMqDMdw0&feature=youtu.be 
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Your Company or Business Specific Emergency Closure 
Procedures.  
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Maintenance Services 

 
The Shopping Centre Maintenance staff is responsible for the upkeep of common areas of the 
shopping centre and the surrounding grounds. Maintenance staff is not responsible for repairs 
inside a tenant’s premises, changing of light bulbs, or the moving of stock or furniture. As such 
your location we suggest you have a tool kit in your store to help you with minor repairs, i.e.: 
hammer, screwdriver, staple gun, plunger, etc.   
 
We are always available for emergencies. 

 
We encourage your calls on maintenance-related issues. Our goal is a clean and safe 
environment for staff and shoppers.  Please call us immediately to report spills, leaks and other 
maintenance issues so that we may resolve them quickly.  Our maintenance staff carries radios 
and are always in direct contact with the Administration Office. 

 
To contact Maintenance call: 519-641-0976 x 226 
 
Waste Removal 
 
All Tenants are required to take their refuse from their location and deposit it at the correct 
locations.  Please ensure that garbage is stored within your store and not outside your back door 
or in common areas.  Besides being a fire hazard, waste left unattended is unsightly, offensive 
and prevents maintenance personnel and delivery people from having free and clear access. 
 
Please familiarize yourself and your staff with your specific procedures. If you have any 
questions or problems, please contact the Administration Office at 519-641-0976. 
 
 It is the individual responsibility of tenants to dispose of their waste into one of the 

compactors.   
 Please do not place your waste in the common area receptacles in the shopping mall, these 

are for shoppers. 
 All boxes are to be broken down before being placed in the cardboard compactor. 
 Waste may not be stored in service corridors or outside.  This constitutes a fire hazard and 

action may be taken by the City of London.  
 All pallets should be removed by the delivery driver, please do not leave in the loading dock 

area or in corridors at any time. 
 
 
RECYCLING 

 
In addition to the legislated requirements, Westmount Shopping Centre maintains an 
environmental conscience.  We have recycling containers for glass, cans, etc. in the back 
hallways and in the food court areas.  Please read the labels on these containers to ensure that  
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the proper items are put in the containers to ensure they are not contaminated.  Contaminated 
recycling containers cost us all extra money as these materials have to go directly to the landfill. 
 
(See attached map with locations of loading bays) 
 

 
WESTMOUNT SC 

 

 
WASTE/RECYCLING MATERIALS 

locations 
 

Loading Bay #1* 
 

 
Co Collection (plastic, cans paper) 

 
Loading Bay #2* 

 

 
Regular Garbage, Cardboard & 

Co Collection 
 

 
Loading Bay #3* 

 

 
 Cardboard, Co Collection 

 
Loading Bay # 5  

 

Cardboard, Co Collection 

  
 

ENERGY CONSERVATION HINTS 
 

Westmount Shopping Centre has been designed to minimize energy costs.  The use of more 
efficient chillers, computer-controlled heating, ventilating and air conditioning, lighting systems, 
the use of energy efficient lamps for the common area and parking lot will result in lower energy 
costs to the Tenant. 
 
FILTERS – filter changes are completed on our HVAC system on a regular basis to maintain 
maximum efficiency of the system. 
 
RETURN AIR GRILLES – Return Air Grilles should be kept clean in order to maintain an 
efficient operation. 
 
THERMOSTATS – in the Winter, thermostats will be pre-set at 20˚C (68˚F) and, in the 
Summer, settings will be pre-set at 21˚C to 24˚C (70˚F to 75˚F). 
 
TIMERS – Timers should be adjusted according to seasonal time changes.  Lighting for your 
store/office, display windows and bulkhead signage should be automatically turned off when 
your store is closed.  Store bulkhead signs should automatically shut off no later than one hour 
after closing and only necessary night lights should be left on after hours in the premises. 
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LIGHTING – Relamp with compact fluorescent lights instead of spotlights and use fluorescent 
tubes and LED where possible.  This will decrease energy consumption and excessive heating 
loads without serious effect on your store’s light level.  A maximum of 23 watts is suggested. 
 
WATER – Hot water tank (where applicable) temperature should be no higher than 50˚C 
(120˚F).  Check faucets and toilet fixtures periodically to ensure that leaks are not present.  
Repair same promptly as required. 
 
These few important steps will result in lower energy costs and increased efficiency and comfort.  
Shopping Centre staff will be conducting inspections of tenant spaces to assist you in the 
implementation of energy conservation ideas to detect possible problems.  In the event you 
require further information or assistance, please contact the Building Operator at 641-0976 ext. 
229. 
 
 
Grease Disposal and Inspection 
 
Tenants using grease disposal containers must pour liquid grease into the container, not 
congealed.  Lids to the grease container must be closed after use and any spills or overflows 
reported to Maintenance immediately. 
 
The Maintenance Staff may inspect your grease traps, venting and exhaust fans to ensure they 
are safe and not plugged and dirty.  Tenants are responsible for the repairs needed to the roof 
membranes if damaged by excessive grease is exhausted onto the roof membrane.  All exhaust 
fans should have a grease containment system attached, as well all vents and exhaust fans are 
to be cleaned by tenant’s contractor on a regular basis and inspection tags posted accordingly. 
 
 
Heating and Ventilation 
 
The Shopping Centre maintains all heating and ventilation equipment as well as thermostats 
within your location. If you are too hot or cold, ask your Office Administrator or Store manager 
to contact the Maintenance Department, who will then come to your location and adjust the 
heat/cool setting.  
 
Please do not make unnecessary changes to the thermostat as this will cause more heat/cooling 
issues within your space. These are commercial, not residential thermostats, which have 
an extensive HVAC system attached to them.  Ask for assistance. 
 
 
Pest Control 
 
The shopping centre has an extensive pest control system in place for the mall common areas, 
exterior and back hallways.  
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PICK UPS AND DELIVERIES 
 

 There are four freight elevators servicing loading areas in the shopping centre for the 
tenant use.  Please note the following when you or your suppliers use these areas: 

 
 The maximum time allowed for use of a loading dock or bay is 30 minutes. 
 
 Westmount Shopping Centre has 5 loading areas (shown on attached Ground Floor Plan) 

which are opened at approximately 7:15 am and secured at approximately 5:30 pm each 
day. 

 
 Loading area is for the use of trucks or vans making deliveries to stores in the shopping 

centre.  Cars, left in loading bays for whatever reason, are illegally parked and subject to 
being ticketed and/or towed away at the owner’s expense. 

 
 Loading and unloading of merchandise in areas other than those so designated is not 

permitted. 
 
 Each tenant must provide their own rubber wheeled hand cards for transporting goods 

between the store and the loading dock. 
 
 Deliveries are to be made via the back entrance of each location (if applicable).  All 

merchandise must be taken into the location immediately.  Due to their location, some 
stores must receive deliveries through their front entrance.  In these cases, deliveries 
should be made prior to 9:30 am. 

 
 If a delivery must be made through the shopping centre common area, please arrange 

that all carts and dollies be quipped with soft rubber wheels.  Hard wheels create 
excessive noise levels, irritate our customers and can damage floor tiles. 

 
 No stock or supplies are to be left in corridors; it must be moved into your location upon 

receipt.  Storage in corridors constitutes a fire hazard and cannot be tolerated. 
 
Attached is a schedule showing the location and size of each freight elevator, plus the 
dimensions of the one set of oversized “Elephant” doors. 
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FREIGHT ELEVATORS 
 

WESTMOUNT SHOPPING CENTRE 
 

LOCATION DEPTH CAR DOOR 

  

Width Height Width Height 

#1- S/W just before 
parkade. 93 ¾” 73 ¾” 94 ¾” 74” 94 ¾” 

#2-N/W behind Zallys 94 ¼” 73 ¾” 144” 74” 95 ¾” 

 
Oversized “Elephant” doors located at the N/W Administration/Security entrance, maximum 
height 11’ 7”. 
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MARKETING 
 
The Marketing Department manages all aspects of marketing at the shopping centre including 
branding and market positioning of the shopping centre, promotions, advertising and special 
events.  Each year the Marketing Director sets out marketing objectives and a strategic plan of 
implementation to reach those objectives. 
 
Merchants are encouraged to tie into promotions and special events whenever possible. This 
may be in the form of sponsorship, prize give-aways, volunteer participation, etc.  Throughout 
the year, the Marketing Department communicates upcoming advertising campaigns, promotions 
and special events through notices, newsletters, marketing calendars and timely memos. The 
Marketing Department encourages your participation at any level. Your ideas and comments are 
welcome!  
 
It is the responsibility of each merchant to co-ordinate their own advertising and promotions for 
the benefit of their own individual store. The Marketing Department is available to assist in 
brainstorming and to provide contacts whenever possible. 
 
Services Offered 
 
The following services are offered at Westmount:  
 Free Stroller & Wheelchairs Loans 
 Shopping Centre Maps & Store Directories 
 Emergency Paging  
 Directions & Information 
 Lost & Found 
 Store employment opportunities (posted on Westmount’s Website) 
 Emergency “jump starts” for Vehicles 
 Walking Guides 
 Free motor scooter charging points 
 Handicap parking 
 Mom & baby parking spots 
 Contact with Security 
 
 
Sidewalk Sale: Fire Regulations 
 
Due to fire regulations, we must keep an area of at least 10 feet between the tables or racks in 
the centre of the mall and your store fronts.  If we do not adhere to this, we could be fined.  It 
is in the interest of public safety, should there be a fire, to allow room for people to quickly leave 
the mall.  Table Skirting and other display fabrics must be fire resistant or treated to be fire 
resistant.   
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Charitable Organizations 
 
It is the policy of Westmount Shopping Centre to provide temporary space at no charge, to 
charitable and philanthropic organizations for fundraising and public relations purposes as space 
provides.  This policy is of great benefit to legitimate, charitable organizations and, at the same 
time, compliments our collective image in the community as responsible, corporate citizens. 
 
Allocation of this space is limited due to the number of requests received.  Arrangements must 
be made in advance through the Marketing Department. 
 
 
Specialty Leasing 
 
We are dedicated to adding interest, activity and change to our merchandise mix in the shopping 
centre. The area of specialty leasing provides an opportunity for innovative products to be 
introduced to our market and offers our customers a constantly changing shopping experience. 
 
 
Temporary Tenant Program 
 
This program utilizes vacant space by leasing to temporary tenants on a short-term basis.  To 
avoid unsightly empty stores and increase product mix within the centre until a permanent 
tenant is found, these stores are leased to more experienced retailers.  These vacancies vary in 
size and location and are an excellent vehicle to expand and test the sales of your products 
without a permanent commitment.  Permanency can be considered while your store develops a 
client list and profits from low start up costs. 
 
Temporary Tenant Program opportunities are available to our permanent tenants as well.  Please 
contact Cindy Paul in the Administration Office at 519-641-0976 ext. 240 to discuss these 
programs and how they can work for you! 
 


