
COUNCIL
ORIENTATION

2 0 2 2  - 2 0 2 6



The Town of Aurora acknowledges that the Anishinaabe lands
on which we live and work are the traditional and treaty territory of the 
Chippewas of Georgina Island, as well as many other Nations whose 
presence here continues to this day. As the closest First Nation 
community to Aurora, we recognize the special relationship the 
Chippewas have with the lands and waters of this territory. They are 
the water protectors and environmental stewards of these lands, and 
as a municipality we join them in these responsibilities.

We further acknowledge that Aurora is part of the treaty lands
of the Mississaugas and Chippewas, recognized through Treaty #13 
as well as the Williams Treaties of 1923.

A shared understanding of the rich cultural heritage that has existed 
for centuries, and how our collective past brought us to where we are 
today, will help us walk together into a better future.

T O W N  O F  A U R O R A

LAND ACKNOWLEDGEMENT



Message from the CAO 

Congratulations on your recent election to Aurora Town Council! 

I sense a great deal of optimism and energy as we head into this new term of Council. I share 

this optimism with you, and I am looking forward to working together as a team on the key 

priorities that matter to Aurora residents. 

This binder is meant to act as a reference guide for you over the Council term. Whether you are 

new to Council or returning, there is a breadth of key information here regarding your role, 

duties, Town by-laws, policies, procedures and the role of the administration.  

The contents have been carefully organized by staff into different categories, including 

Governance, Human Resources, Legal, Fiscal Overview and Planning 101. In addition, you will 

find information on service responsibilities, the structure of the Town, and an overview of each 

department’s responsibilities. We have also included Key Considerations facing each business 

area in the departmental overviews, which paints a picture of some of the important work we 

have ahead of us. This includes the S.A.R.C. Gymnasium expansion, the greening of our fleet, 

Smart City strategy development, and the rollout of new financial systems that will create 

internal efficiencies and service improvements for residents, to name just a few.   

If you have questions about the information contained within this binder, or any other municipal 

or Council matter, please do not hesitate to contact me directly.  

On behalf of Team Aurora, I look forward to working with you over the next four years as we 

continue to make Aurora an incredible place to live, work and play.   

Sincerely, 

Doug Nadorozny

Chief Administrative Officer
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Function Region of York Town of Aurora Shared Responsibility
9-1-1 Emergency Number
Systems

Building Standards

Emergency Planning

Financial Management

*Fire Protection

Health

Libraries

Licensing

Municipal Hydro Electric Service (Alectra Utilities)

Social Housing 

Parks

Planning and Development

Police

Leisure Services & Community
Centres 

Roads & Traffic

Sewage Collection

Sewage Treatment

Social Services

Waste Management & Recycling

Tax Collection

Transit

Special needs transportation 

Water Distribution

Water Supply

*Central York Fire Services (Town of Aurora and Town of Newmarket)

SERVICE RESPONSIBILITIES



TOWN OF AURORA - MUNICIPAL ADMINISTRATION 
2022

APPOINTED

Legislative Services
Legal Services
Bylaw Services
Human Resources (HR)
PMO and Business Transformation

Roads
Fleet
Parks
Solid Waste
Water/Waste Water

Development Planning
Policy Planning & Economic 
Development
Building Services
Engineering & Capital Delivery

Aurora Public Library Board
Committee of Adjustment

Accessibility Advisory Committee
Property Standards Committee

Advisory Committee as constituted to deal with specific 
issues

Joint Council Commitee

Recreational Services 
Cultural Services
Facilities Management
Business Support
Customer Service

Accounting & Revenue
Procurement Services
Financial Management
Information Technology (IT)

TOTAL FTE ORG HEADCOUNT
Approved: 249
Actual: 237

STATUTORY

COMMITTEES & BOARDS

GENERAL

COMMITTEE

MAYOR

and COUNCIL

OFFICE OF THE CAO

Chief Administrative Officer [S221]

Doug Nadorozny

CORPORATE SERVICES

(1)

Techa Van Leeuwen

FINANCE

(1)

Rachel  Wainwright-van Kessel

OPERATIONAL SERVICES

(1)

Al Downey

COMMUNITY SERVICES

(1)

Robin McDougall

PLANNING & DEVELOPMENT SERVICES

(1)

Marco Ramunno



TOWN OF AURORA - MUNICIPAL ADMINISTRATION 
OFFICE OF THE MAYOR
2022

TOTAL FTE HEADCOUNT
Approved: 2
Actual: 2

Mayor [E-M]

(1)

Tom Mrakas

Executive Assistant, Mayor [S251]

(1)

Betty De Bartolo
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TOWN OF AURORA - MUNICIPAL ADMINISTRATION 
ADMINISTRATION (Office of the CAO)
2022

TOTAL FTE HEADCOUNT
Approved: 7
Actual: 7
        = contract

ADMINISTRATION

Chief Administrative Officer [S221]

(1)
Doug Nadorozny

Executive Assistant, CAO [S250]

(1)

Kelly Gobbels

Manager, Corporate Communications [S269]

(1)

Daniel Bitonti (ML: Carley Smith)

Senior Communications Advisor [S220]

(1)

Michelle Outar

Communications & Community Engagement Specialist [S341]

(1)

(LOA: Cindy Shaver)

Digital Strategist [S337]

(1)

Lisa Billingsley

Communications Coordinator [S343]

(1)

Dwayne Wynter

Marketing and Communications Specialist [S371]

(1)

Samantha Marren

Communications Coordinator [S343-2]

(1)

Jennifer Norton



Office of the CAO 

Doug Nadorozny - Chief Administrative Officer 

The Office of the CAO is dedicated to providing leadership that supports the policies and 

programs of Council and drives the organization forward. With values rooted in fiscal 

responsibility, sound management principles and community engagement, our focus continues 

to be on ensuring the Town has efficient and effective systems in place to support the 

responsible growth of Aurora. The Office of the CAO includes Corporate Communications which 

is headed by a manager reporting to the CAO. Below is an overview of the key functions of the 

Office of the CAO. 

• Corporate leadership and support, including chairing the Executive Leadership Team

• Key liaison to Council

• Effective and efficient administration

• Effective advice to Council, responding to Council’s requests for assistance and

implementing Council’s policies

• Leadership on all large projects across the organization, including the successful

completion of the Aurora Town Square project as well as the expansion to the Stronach

Aurora Recreation Complex

• Provides direction on all COVID-19 related policies and programs

• N6 (Northern Six Municipalities of York Region) coordination and implementation

Corporate Communications 

• Corporate communications strategy

• Community engagement

• Digital strategy/social media/online services, including maintenance of website

• Advertising, branding and marketing

• Corporate events

• Issues management

• Media relations



KEY CONSIDERATION 

DEPARTMENT: Office of the CAO 

Issue: Implementation of additional Service Delivery Review recommendations 

Background: In 2021, The Town of Aurora engaged StrategyCorp to conduct a Service 
Delivery Review (SDR), focusing on the services that residents use in their day-to-day today 
lives while also driving ongoing efficiencies, innovation, and cost savings. The Office of the 
CAO has already led several initiatives stemming from the SDR, including several key 
organizational realignments in 2022. This included moving Access Aurora from Corporate 
Services to Community Services, and IT from Corporate Services to Finance. These changes 
have already created the kinds of synergies needed for the Town to operate as efficiently as 
possible. While many of the recommendations in the SDR impact individual departments, the 
Office of the CAO will continue to provide strategic advice on all significant organization-wide 
initiatives.   

Impact: 

The impact of implementing SDR recommendations are wide-ranging, and include: providing 
better clarity on the services that the Town provides and articulating their value; validating 
that Aurora is providing the right services and whether it should provide new ones; identifying 
where service levels and key objectives need to be set and documented and how they 
currently compare to peers; gaining the resident perspective on the services provided; better 
informing further discussions on organizational capacity and how departments should 
collaborate to achieve service levels; better understanding growth and future resource needs; 
and informing disaster recovery and business continuity planning. 

Current Status and Future Activities: 

Ongoing discussion at ELT to identify new ways to increase cross-departmental collaboration 
and possibly more organizational realignments in the coming years. 

Continuing to provide strategic advice to the Project Management Office on organization-
wide transformation projects. This includes our Measure What Matters project, which 
implements a new goal-setting framework with cutting-edge technology.   

Contact:  Doug Nadorozny, CAO, dnadorozny@aurora.ca 



KEY CONSIDERATION 

DEPARTMENT: Office of the CAO – Corporate Communications 

Issue: Resident Satisfaction Survey 

Background: In 2021, Council directed the CAO’s office to develop and deploy a statistically 
relevant Resident Satisfaction Survey, the first one that the Town has undertaken in more 
than 15 years. However, because of the pandemic, the survey was pushed back to 2022, 
following the election. Forum Research has been selected to lead the survey, as they are a 
leader in working with municipalities on these types of projects. The results of the 2022 
survey will provide a baseline to track our progress in future surveys.  

Impact: The purpose of the survey is to give residents an opportunity to provide feedback on 
the issues that are most important to them. Residents will be asked their opinions on: 

• Perceived quality of life in the Town
• Top of mind issues
• Level of satisfaction with programs, services and communication provided by the

Town
• Perceptions and expectations concerning specific municipal planning priorities
• How they would like to receive information and preferred ways of engagement in the

future

Importantly, the survey results will serve as a tool to inform future priorities for Council and all 
Town departments.  

Current Status and Future Activities: 

Randomized telephone interviews are currently being conducted, with the target being 800 
completed interviews.  

An online survey, to give residents who weren’t called a chance to provide feedback, will go 
out the week of December 5, with the survey open until December 16. The Communications 
team will be promoting the survey through its normal communications channels.  

A full report on the results of the survey will come to Council in early 2023. 

Contact: Daniel Bitonti, Manager of Corporate Communications, dbitonti@aurora.ca, 289-879-
8395 

mailto:dbitonti@aurora.ca


KEY CONSIDERATION 

DEPARTMENT: Office of the CAO – Corporate Communications 

Issue: Communications Strategic Plan 

Background: The Office of the CAO, through Corporate Communications, will develop and 
implement a new Communications Strategic Plan. Communications was set to develop this 
plan in 2021/2022, but this project was delayed due to COVID. Communications will work with 
a third-party consultant who can provide critical insights into the effectiveness of our current 
communications activities and what other tactics we should be employing.  

Impact: The impact of this project is significant not only for Corporate Communications, but 
all departments, as it will help inform the types of communications tactics we should be 
focusing on to promote all Town services, programs and events. The decisions on what 
tactics we prioritize, and what tactics should be added, will be based on an in-depth analysis 
of social media data, results of the Resident Satisfactions Survey and emerging digital trends. 
This will ensure communications materials are reaching our target audiences on the right 
channels.  

Current Status and Future Activities: 

The initial work on the Communications Strategic Plan will begin in December 2022, with 
Corporate Communications currently in the process of selecting a reputable consultant with 
experience in creating dynamic communications plans for municipalities. A working draft of 
the strategic plan is slated to be done in the first few months of 2023, with implementation in 
Q2 of 2023.  

Contact:  Daniel Bitonti, Manager of Corporate Communications, dbitonti@aurora.ca, 289-879-
8395 

mailto:dbitonti@aurora.ca


COMMUNITY
SERVICES



TOWN OF AURORA - MUNICIPAL ADMINISTRATION 
COMMUNITY SERVICES
2022

TOTAL FTE HEADCOUNT
Approved: 70
Actual: 66
                = Contract Role

COMMUNITY SERVICES

Director, Community Services [S348]

(1)

Robin McDougall

Administrative Assistant, Department  [S201-4]

(1)

Nadia Quattromini

Manager, Cultural Services [S393]

(1)

Phillip Rose

Coordinator, Collections & Exhibitions [S339]

(1)

Michelle Johnson

Coordinator, Cultural Development [S392]

(1)

Nichole Campsall

Manager, Recreation [S281]

(1)

Lisa Warth

Recreation Marketing Coordinator  [S379]

(1)

Astero Prattas

Specialist, Sport and  Community Development [S362]

(1)

VACANT

Recreation Supervisor, Special Events [S235]

(1)

Shelley Ware

Coordinator, Special Events [S216]

(1)

Erin Hamilton

Program Assistant, Special Events [S340]

(1)

Sarah Reynolds (ML: Andrea Araujo)

Recreation Supervisor, Aquatics/Fitness [S301]

(1)

Adrian Wong

Coordinator, Aquatics [S289-1]

(1)

Terri Edwards

Coordinator, Aquatics [S289-2]

(1)

Diana Dawson-Young

Coordinator, Fitness [S255-1]

(1)

Wayne deRyck

Coordinator Fitness [S255-2]

(1)

VACANT (S: Diana Dawson-Young)

Programmer, Aquatics [S381]

(1)

Shelley Makepeace

Recreation Supervisor, Community Programs [S318]

(1)

Franco DeMarco

Coordinator, Community Programs [S313]

(1)

Jodi Grubb

Community Programmer [S290-1]

(1)

Marco De Benedictis (ML:Courtney Bergin)

Community Programmer [S290-2]

(1)

Remy Slapsys [ML: Chiara Walsh]

Coordinator, Seniors’ [S234]

(1)

Karie Papillon

Assistant, Seniors Program [S291]

(1)

Andrew Bailey

Coordinator, Youth [S238]

(1)

Julie Stephenson

Programmer, Youth [S329]

(1)

Lisa Brankin [AA: Julie Stephenson]

Manager, Business Support [S266]

(1)

John Firman

Supervisor, Business Support [S388-1]

(1)

Nicole Allison

Administrator, Facilities Booking [S208-1]

(1)

Elizabeth Harrison

Administrator, Facilities Booking [S208-2]

(1)

Jessica Giesen

Administrator, Facilities Booking [S208-3]

(1)

Mason Gooch

Administrator, Facilities Booking [S208-4]

(1)

Shauna Young

Coordinator, Facility Advertising/Sponsorship [S350]

(1)

Louise Base-Dyer

Supervisor, Customer Service [S357]

(1)

Paul Spensieri (ML: Alannah Saunders)

CSR - Recreation [S252-1]

(1)

Victoria McArthur

CSR - Recreation [S252-2]

(1)

Nancy Hallas

CSR - Recreation [S252-3]

(1)

Courtney Humphrey

CSR - Recreation [S252-4]

(1)

Natasha Garro- Rauti

CSR - Recreation [S252-5]

(1)

Bernard Ng (ML: Khadija Saburi)

Manager, Facilities Management [S272]

(1)

Doug Bertrand

Administrative Assistant, Operations [S202-5]

(1)

Lisa Lazzaro

Program Manager, Facility Capital Projects [S358]

(1)

Andrea Vento

Contract Vendor, Administration [S344]

(1)

Charlene Waters

Supervisor, Facilities Management [S302-1]

(1)

Greg McClenny

Crew Leader, Facilities [C704-1]

(1)

Scott Davidson

Crew Leader, Facilities [C704-2]

(1)

Denise Frost

Facilities Operator 2 [C713-1]

(1)

Colin Kirkey

Facilities Operator 3 [C714-1]

(1)

David Fifield

Facilities Operator 3 [C714-4]

(1)

Richie Whitton

Facilities Operator 1 [C712]

(1)

MIchelle Morin

Facilities Operator 1 [C712]

(1)

Richard Young

Facilities Operator 3 [C714-5]

(1)

Bill Hawke

Facilities Operator 3 [C714-6]

(1)

Marek Bialkowski

Facilities Operator 2 [C713-2]

(1)

Tracy Graham-Evans

Maintenance Person [C718]

(1)

Richard Arkwell

Carpenter [C722]

(1)

Dustin Cutt

Facilities Operator 3 [C714-10]

(1)

Lindsay Ringle

Supervisor, Facilities Management [S302-2]

(1)

Jenna Firth

Crew Leader, Facilities [C704-3]

(1)

Craig MacLean

Facilities Operator 3 [C714-13]

(1)

Darren Kinney

Facilities Operator 2 [C714-11]

(1)

Julian Fattore

Facilities Operator [C712]

(1)

John Salvatore Falcone

Facilities Operator 3 [C714-12]

(1)

Karen Nurnberg

Building Operator [C735]

(1)

VACANT

Manager, Customer Service [S317]

(1)

Ivy Henriksen

Customer Service Representative [S316-1]

(1)

Joelle Green-Oliveira

Customer Service Representative  [S316-2]

(1)

Chelsea Brewster

Customer Service Representative  [S316-3]

(1)

Carrie Eastwood

Customer Service Representative [S316-4]

(1)

Emma Kakush

Customer Service Representative  [S316-5]

(1)

Janine Weldon (Acting: Jennifer Norton)

Customer Service Representative [S316-6]

(1)

VACANT



Community Services 

Robin McDougall, Director 

The Community Services department is dedicated to ensuring our community has access to 

high-quality facilities and programs through the promotion of a healthy, active lifestyle for all 

Aurora residents. Facilities, recreation, sports, fitness, cultural and social programs are all 

managed with the aim of encouraging the greatest possible public participation. We are 

responsible for providing activities for current residents while planning for growth and 

development of new facilities. Below is an overview of the services and programs Community 

Services provides: 

Business Support Services 

• Reception/customer service at community centres

• Registration services

• Facility advertising

• Facility sponsorship

• Facility rentals:

• ice, parks, playing fields, banquet halls & meeting rooms

• Department legal agreements

• Department financial services

Recreation Servicess 

• Pre-school programs

• Children’s programs

• Youth programs

• Adult programs

• Aurora Seniors’ Centre &
seniors programs



• Camp programs

• Birthday party & PA day programs

• Aquatics – recreational & instructional

• Club Aurora Fitness Centre

• Community special events & corporate sponsors

• Integration services & leisure buddies

• Community partners & volunteers

• Corporate Automated External Defibrillator (AED) Program

• Facility operations, maintenance and repair of all Town Facilities including Recreation

Centers, Soccer Dome, Town Hall, Joint Operation center, Yonge Street Plaza, Town

Square, Armoury and others

• Project Management including capital asset replacement, upgrades, renovations and

new construction

o Major Projects-  Aurora Town Square, SARC Gymnasium addition

• Accommodation, space and furniture Planning

• Capital planning, operations budget development and forecasting

• Lease administration and management

• Contract administration, maintenance and service vendors

Customer Service – Access Aurora 

• Greet all visitors entering Town Hall & Joint Operations Centre

• Single point of contact for general inquiries, Town general email & fax

• Corporate call centre (telephony) for all service channels

• Cashiering and posting of payments, including tax and water and EFT bank payments

made to Town of Aurora from financial institutions

• Commissioner of Oath Services for residents/businesses

Facilities Management 



• Municipal civil ceremony wedding services

• Corporate mail sort and distribution

• Issuance of lottery licenses, marriage licenses, & burial permits

• Issuance of road closure permits for parades/street parties/events

• Issuance of municipal letters for liquor license applications (AGCO)

Cultural Services 

• The mission of the Aurora Museum & Archives is to serve as a repository for the

collective stories and experiences of the Town of Aurora.  We are committed to

preserving, promoting and presenting the vibrant and ever-changing character of the

Town by making our collection accessible and available

• Developing, preserving and interpreting collection of more than 16,000 objects, including

artifacts, photographs, textiles, books and documents

• Developing connections and partnerships with local community groups to create cultural

experiences

• Implement the Cultural Action Plan and finalize the Public Art Master Plan and Policy

• Manage Aurora Town Square program development, business planning, community

partnerships, and governance review



KEY CONSIDERATION 

DEPARTMENT: Community Services 
Issue: Various recreation and culture plans 
Background: 

The Parks and Recreation Master Plan (PRMP) is updating the recommendations (from the 
previous plan) to the long-term needs for recreation programs, services and operations in 
order to align with the growing and changing population.     

The Cultural Action Plan (CAP) provides a roadmap for nurturing arts and culture in Aurora 
over the short to medium term. It includes actions aimed at leveraging local cultural 
resources, growing the cultural sector, contributing to downtown revitalization, and building 
community cohesion. 

The first-ever Public Art Master Plan (PAMP) is being developed.  This strategic document 
will act as a roadmap for years to come, setting direction for public art in Aurora and 
enhancing the impact of current efforts. A strong public art program will foster creativity and 
innovation in our community, share our collective histories and animate our public spaces. 

Impact: 

The results of these plans will help guide Council and the community of future priorities.  All 
of these plans are being completed with community consultation, Council input and staff 
experience.    

Current Status and Future Activities: 

PRMP – consultation is just wrapping up; the next phase is preparation of the draft plan for 
review. The targeted completion date for the new PRMP is Spring 2023. 

CAP - staff have completed the research phase and are winding down the public engagement 
stage. The next step is to draft the CAP, the target completion date for which is mid-2023. 

PAMP – the background analysis and external engagement has taken place; the next phase is 
the plan and policy Development stage.  The targeted completion date is early 2023. 

Contact:  Robin McDougall, Director of Community Services 905-726-4717 or 
rmcdougall@aurora.ca 

mailto:rmcdougall@aurora.ca


KEY CONSIDERATION 

DEPARTMENT: Community Services 
Issue: SARC Gymnasium Addition 
Background: The Parks and Recreation Master Plan recommended the consideration of a 
gymnasium and multi-purpose program space at the SARC.  Following consultation with the 
community, local sports groups and internal staff, a report was brought to Council presenting 
options for a single and double gymnasium at the SARC location.  Due to site constraints and 
environmental impacts (located adjacent to protected lands), a single gymnasium design 
was approved to proceed to tender. 

Impact: The additional gymnasium will provide space to accommodate Aurora’s growing 
population and provide additional program space at the SARC which currently is missing a 
typical multi-use facility.  With only one other municipal gymnasium located at the AFLC, there 
is high demand for indoor sports courts and for space that services general recreation 
programs.  Often participants are placed on a waitlist or rentals are turned away due to lack 
of availability.  With the SARC gymnasium designed with versatility in mind (high school sized 
gym, divisible), it will support many of our sports groups and community interests.   

Current Status and Future Activities: With Council approval to issue the tender, staff have 
been working with the consultants to finalize the design specifications and final cost 
estimate.  First step in the tendering process is to carry out the pre-qualification of the 
general contractor followed by the issuance of the tender.  Provided the tender results are 
within budget, the construction is anticipated to mobilize in the spring of 2023. 

Contact:  Robin McDougall, Director of Community Services 905-726-4717 or 
rmcdougall@aurora.ca  

mailto:rmcdougall@aurora.ca


KEY CONSIDERATION 
DEPARTMENT: Community Services 
Issue: Aurora Town Square 

Background: The Aurora Town Square Project is the largest capital infrastructure project the 
Town has ever embarked on and will serve as a catalyst for downtown revitalization.   

The full scope of the project includes: 

• A 32,000 square foot addition to the Church Street School that features performance
space, visual arts studios, museum storage and curatorial space, multi-purpose dance
studio, program rooms, café and catering kitchen.

• A vibrant open-air square featuring amphitheatre, water feature, skating loop and
seating areas.

• An enclosed pedestrian link between the new facility and existing public library, with
accessible connection to Yonge Street and downtown.

• New library programming space and rooftop reading garden.
• Construction began in the fall of 2020 with a completion date of 2023.

Impact: The addition of a community space like Aurora Town Square will contribute to local 
economic activity and the growth of Aurora’s creative sector.   

Current Status and Future Activities: 

Construction commenced fall 2020. First phase of the project was opened to the public in 
October 2022 which includes the addition of program rooms, renovation of existing programs 
rooms, addition of an outdoor reading garden, boardroom overlooking Yonge St. and a new 
façade on the entrance to the library (including an elevator). 

Construction of the outdoor square, bridge and addition on 22 Church Street school is 
anticipated to be complete in 2023. 

Final governance model decisions will be presented for Council approval and implementation 
in anticipation of the facility opening to the public. 

Contact:  Robin McDougall, Director of Community Services 905-726-4717 or 
rmcdougall@aurora.ca  

mailto:rmcdougall@aurora.ca


CORPORATE SERVICES



TOWN OF AURORA - MUNICIPAL ADMINISTRATION 
CORPORATE SERVICES
2022

TOTAL FTE HEADCOUNT
Approved: 36
Actual: 35

                = Contract Role

CORPORATE SERVICES
Director, Corporate Services [S242]

(1)

Techa Van Leeuwen

Administrative Assistant, Dept.[S201-1]

(1)

Lauren Joyce

Manager, Bylaw Services [S267]

(1)

Alexander Wray

Coordinator, Bylaw Services [S231]

(1)

Azilda Robinson

Licensing and Court Administrator [S326]

(1)

Sarah Mason

Bylaw Enforcement/Licensing Officer [S219-1]

(1)

Steven Hunter

Bylaw Enforcement/Licensing Officer  [S219-2]

(1)

Christian Raposo

Bylaw Enforcement/Licensing Officer [S219-3]

(1)

Mario Munguia

Bylaw Enforcement/Licensing Officer [S219-4]

(1)

Alan Chan

Animal Services Officer [S349]

(1)

(Lindsay Clarke)

Transportation Standards Officer [S376]

(1)

James Gagnon

Transportation Standards Officer [S376]

(1)

Ashmeed Khan

Supervisor, Animal Services [S353]

(1)

Lindsay Clarke (Acting)

Animal Services Officer [S349]
(1)

Hailey MacGillivray

Animal Services Officer [S349]
(1)

VACANT

Animal Services Officer [S349]

(1)

Kayla Recker

Animal Services Officer [S349]

(1)

Bethany Coleman

Manager, Human Resources [S274]

(1)

Demetre Rigakos

HR Consultant [S256-1]

(1)

Tina Chew

HR Consultant [S256-2]

(1)

Alessandra Tuzi

Supervisor, HR [S289]

(1)

Vicki Papadopoulos

HR Coordinator [S233-1]

(1)

Sasha Shore

HR Coordinator [S233-2]

(1)

Julia Sciascia

Learning & Org. Development Consultant[S391]

(1)

Anita Mehta

Town Solicitor [S246]

(1)

Patricia De Sario

Claims and Legal Coordinator [S373]

(1)

Polina Romanos

Administrative Assistant, Div. [S202-8]

(1)

Sabrina DeBiasio

Associate Town Solicitor [S217]

(1)

Slav Szlapczynski

Paralegal Risk Mgmt & Lit [S342]

(1)

Sarah Gill

Law Clerk [S260-1]

(1)

Janet Van Scheyndel

Law Clerk [S260-2]

(1)

Nicole Trudeau

Articling Student [S383]

(1)

Brian Emmanuel

Town Clerk [S325]

(1)

Michael De Rond

Deputy Clerk [S336]

(1)

Jaclyn Grossi

Council/Committee Coordinator [S239-1]

(1)

VACANT

Council/Committee Coordinator [S239-2]

(1)

Linda Bottos

Program Mgr/Records Mgmt [S320]

(1)

Daniel Johnson

Coordinator, Records Mgmt [S225]

(1)

Leisl McDill

Manager, PMO and Business Transformation [S384]

(1)

Martin Stefanczyk

Consultant, Project Management Office [S385]

(1)

Rahul Varadharajulu

Accessibility Advisor [S200]

(1)

Gregory Peri



Corporate Services 

Techa van Leeuwen, Director 

Corporate Services provides effective and efficient administrative support and customer 

service to the Corporation, Council, Committees and the Community. This department is also 

responsible for strategic initiatives and business transformation that drive organizational 

excellence and innovation in support of being a progressive community with small town 

charm. Below are the services that Corporate Services provides: 

Legislative Services 

• Secretariat services and support to Council and its appointed committees in compliance

with the Municipal Act

• Records management and administration of the Town’s Records Classification and

Retention By-law

• Oversight of processing Freedom of Information requests under the Municipal Freedom

of Information and Protection of Privacy Act

• Lead and Coordinate Municipal elections

Legal Services 

• Legal advice, interpretations and opinions to the Corporation and Council

• Manages insurance claims and the Risk Management Program

• Legal representation, advice and direction pertaining to the Town’s services and

operations

of goods and• Preparation, review and interpretation of agreements for the provision 

services by and for the Town

• Preparation, review and interpretation of Town by-laws

• Planning and development and real estate services

• Provides legal representation in litigation and administrative tribunal matters



Human Resources 

• Attracting, recruiting, training and retaining talent

• Compensation and benefits

• Occupational Health and safety and workplace wellness

• Labour relations and negotiations (CUPE)

• Oversight of Emerging legislation for workplaces as outlined in the Employment

Standards Act

• Client department support and strategic corporate advice related to employees

Bylaw Services 

• Parking control

• Property standards

• Clean Communities

• Noise

• Business licensing, mobile and stationary

• Animal licensing and control

• Administrative Monetary Penalty System

• Enforcement support for other departments

Project Management Office and Business Transformation 

• Home of the Project Management Office, Strategic Initiatives and Special Projects

• Continuous quality improvement

• Excellence Canada

• Development and oversight of objectives and key results, the goal-setting

framework for our Measure What Matters program

• Accessibility, diversity and inclusion

• Emergency management



KEY CONSIDERATION 

DEPARTMENT: Corporate Services 
Issue: Risk Management Program 
Background: The Town’s Administrative procedure for insurance and risk management was 
implemented in 2001. The Policy framework is outdated and requires an update to ensure 
good governance for the Corporation. In 2021, the Town retained a consultant to develop a 
new risk management policy and enterprise risk management framework.   

On October 5, 2021 staff report CS21-073 was brought forward to General Committee. The 
consultant also presented to Council to provide an overview of the work conducted and the 
importance of an enterprise risk management framework. The report was referred back to 
staff to consider the comments from around the Council table. One of the concerns raised 
was the lack of engagement with Council throughout the process as they wanted to provide 
input to ensure all risks are properly identified.  

A capital project was included in the 2022 budget for the second phase of the project to 
develop procedures and processes related to the new risk management policy. The capital 
project was approved on the condition that staff report back to Council on the Risk 
Management Policy for approval prior to moving forward with the second phase. 

Impact: The key benefits to an enterprise risk management framework are as follows: 

• Risk awareness – an enhanced understating of risks and related controls
• Resource allocation – cost effective risk mitigation priorities are defined
• Dependencies – improved appreciation of internal organizational dependencies
• Proactivity – risk issues are identified earlier
• Communication – practical and useful basis for reporting on risk
• Risk culture – creating transparent, inclusive, integrated and systematic approach to

risk management to improve decision making at all levels
• Continuous improvement – progressively enhanced processes and procedures, risk

assessment and decision making skills at all levels of the organization

Current Status and Future Activities: The Town is currently working with a consultant to 
develop a business continuity management program. The consultant provides insurance and 
risk management services as well and will assist with next steps to move forward with this 
project including engaging with Council.  This activity is planned for the first quarter of 2023. 
Contact:  Techa van Leeuwen, Director of Corporate Services, 905-726-4748 



KEY CONSIDERATION 

DEPARTMENT: Corporate Services 
Issue: Modernization of Town By-laws 
Background: Over the last two years, Bylaw Services has been reviewing and modernizing 
Town bylaws that have been in existence for many years and not meeting community 
expectations and needs as the Town has grown significantly over the years. In November of 
2021, a motion carried as follows: 

• That staff report back with a modernized review of the Property Standards
By-law.

The Property Standards By-law is currently under review with Bylaw Services and Legal 
Services and is expected to be presented to Council in the first quarter of 2023. 

Going forward By-law Services will continue to ensure our By-laws are meeting the needs of 
our residents and business communities. Also, as we implement the Administrative Monetary 
Penalty System (AMPS) in a phased approach starting with Parking infractions and then 
transitioning other By-laws to AMPS, we may need to amend some by-laws to include AMPS 
provisions. Benefits of AMPS are improved customer experience, reduced court backlog, 
reduced dispute rate, more efficient use of staff time and court resources.  

Impact: Review and modernization of Town by-laws will ensure we are meeting community 
needs and expectations and ensure we are providing services that make people proud to call 
Aurora home.  

Current Status and Future Activities: The Property Standards By-law is expected to be 
presented to Council in the first quarter of 2023. AMPS will be implemented for parking in 
February of 2023. In the second quarter of 2023, staff will transition other by-laws that have 
been modernized and include the AMPS provisions then staff will consider the next phase of 
AMPS implementation. One by-law that will require significant review and updating is our 
Business Licensing B-ylaw which will include possibly licensing tow trucks and other mobility 
services such as Uber and Lift. The Sign By-law will also be reviewed and updated for election 
signs in 2023. The Fireworks B-ylaw is also under review to ensure we are a more inclusive 
community for cultural events such as Diwali.  

Contact:  Techa van Leeuwen, Director of Corporate Services 



KEY CONSIDERATION 

DEPARTMENT: Corporate Services 
Issue: Town-Wide Parking Strategy 
Background: Over the years, parking has continued to create challenges for businesses and 
residents. As part of the Aurora Town Square project, a consultant was retained and 
completed a transportation study specific to parking in and around Aurora Town Square.   

Over the last term of Council, staff were hoping to complete a Town-wide parking strategy to 
meet community needs. Unfortunately, due to workload and other priorities, the 
development of a parking strategy did not occur. Bylaw Services continues to experience an 
increase in parking infractions. 

Impact: With the possibility of Bill 23 “More Homes Built Faster Act” coming into effect in the 
near future, there may be further impacts on parking across the Town. Bylaw Services will 
work with the Town’s traffic analyst to engage with our community and partners to develop a 
comprehensive Town-wide parking strategy.  

Current Status and Future Activities: Planning and Development Services has included a 
capital project for 2024 to retain a consultant to assist with the development of the strategy. 

Contact:  Director of Corporate Service, 905-726-4748 or Director of Planning 



FINANCE



TOWN OF AURORA - MUNICIPAL ADMINISTRATION 
FINANCE
2022

TOTAL FTE HEADCOUNT
Approved: 40
Actual: 36
               

FINANCE
Director, Finance [S243]

(1)

Rachel  Wainwright-van Kessel

Administrative Assistant, Department [S201-2]

(1)
VACANT

Manager, Financial Reporting & Revenue/Deputy Treasurer [S263]
(1)

Acting: Korina Sinedubskaya (Elizabeth Adams-Quattrociocchi)

Supervisor, Revenue [S377]

(1)

Catherine Mawdsley

Administrator, Water/Wastewater Billing[S211]

(1)

Cathy McNeil (ML:Colleen Gordon)

Administrator, Revenue [S210]

(1)

Cheryl Weddell

Clerk, Revenue [S378-1]

(1)

Jocelyn Glass (Acting: Cathy McNeil)

Clerk, Revenue [S378-2]

(1)

Cameron Clara

Supervisor, Accounting [S300]

(1)

Acting: VACANT (Korina Sinedubskaya)

Financial Accountant [S356-1]

(1)

Anupma Bangur

Coordinator, Accounts Payable [S230]

(1)

Julie McCoy

Payroll Specialist [S390]

(1)

Barbara Wong

Project Manager, Financial System Project (Temporary)
(1)

Elizabeth Adams-Quattrociocchi

Senior Advisor, Financial Systems and Policy [S380]

(1)

Matthew Shum

Financial Accountant [S356-2]

(1)

Thinh (Michelle) Hoang

Manager, Financial Management/Deputy Treasurer [S273]
(1)

Jason Gaertner

Advisor, Financial Management [S232-1]

(1)

Mohamedali Kamalia

Advisor, Financial Management [S232-2]

(1)

Laura Sheardown

Advisor, Financial Management [S232-3]

(1)

Tracy Evans

Senior Advisor, Financial Management [S374]

(1)

Sandeep Dhillon

Manager, Procurement [S280]
(1)

Anna Ruberto

Consultant, Procurement [S319-1]

(1)

MaryBeth Meszaros

Consultant, Procurement [S319-2]

(1)

Scott Luebke

Consultant, Procurement [S319-3]

(1)

VACANT

Coordinator, Procurement [S386]

(1)

Nimrose Walji-Visanji

Manager, IT [S275]
(1)

Michael Mulvenna

Administrative Assistant, Div. [S202-1]

(1)

Franca Romano

IT Supervisor, Project Services [S364]

(1)

Samir Patti

Project Manager/Business Analyst [S370-1]

(1)

Stephen Tiller

Project Manager/Business Analyst [S370-2]

(1)

Nadia O’Sullivan

IT Supervisor, Business Solutions [S366}

(1)

Kent Chau

Business Solutions Analyst [S367-1]

(1)

VACANT

Business Solutions Analyst [S367-2] *

(1)

Leyla Tahouri

GIS & Data Analyst [S372-1]

(1)

Jennifer Schoutsen

GIS & Data Analyst [S372-2]

(1)

Cory MacNeil

GIS & Data Analyst [S372-3] *

(1)

Patrick Laforest

Administrator, Database [S207]

(1)

Heng Xu

IT Supervisor, Infrastructure and Service Desk [S…

(1)

David Sydie

Infrastructure Analyst [S368-1]

(1)

Alexandre Tchervov

Infrastructure Analyst [S368-2]

(1)

Raffi Derderian

Infrastructure Analyst [S368-3]

(1)

Easan Srivamadevan

Service Desk Analyst [S369-1]

(1)

David Jeffrey

Service Desk Analyst  [S369-2]

(1)

Jonathan Pinto



• Provide strategic financial advice to Council

• Financial policy and direction for staff

• Long-term financial sustainability (Fiscal Strategy)

• Lead financial reporting

• Procurement policy

• Technology initiatives, infrastructure & cyber security

• Lead continuous improvement and automation

Financial Management 

• Budgeting, forecasting and variance reporting

• Fiscal strategy and financial policy

o Capital planning (Asset management planning and reporting)

o Reserve Management ( Policy and forecasting)

o Debt Management (Policy and debt forecasting)

o Revenue Management (Grants & investment management)

• Business unit financial advice

Finance

Rachel Wainwright-van Kessel, Director/Treasurer 

The Finance department provides governance and leadership in finance, budgets, technology, 

and procurement for the Town of Aurora. The department works with both internal and external 

clients to support the Town’s financial and technological goals. Internally, Finance provides 

strategic financial advice to help the achieve both short and long-term goals and implements 

new technology to support modernization. Finance also has a governance role to ensure 

regulatory requirements are met under the Municipal Act, Public Sector Accounting Board 

standards and the Procurement B-ylaw. Below is an overview of the services provided by the 

Finance department.  

Treasurer Office 



o Financial reporting and corporate accounting

o Accounts payable

o Payroll

o Development charge administration

o Internal controls, policy & procedure advice

o Financial audit

o Federal and provincial reporting

• Revenue Team

o Administration of tax and water billing & collections

o Tax policy & rates

o Customer service on account inquiries

Information Technology 

• Corporate technology strategic plan

• Resident digital services

• IT infrastructure improvements

• Software updates – new and current

• Cybersecurity

• Project management - department software solution automation

• Employee devices - computers, tablets & phones

• Graphical information systems (GIS) mapping

Procurement Services 

• Procurement bylaw and protocols

• Supporting departments with high value procurements

• Green procurement policy

Financial System Project Team 

This team is implementing Oracle Fusion as the software for the Town’s new Enterprise 

Resource Management system. 

Financial Reporting and Revenue 

• Financial Reporting Team



Benefits 

• Provide a fully integrated modern financial system

• Enables residents to access tax and water bill through a customer portal

• Streamline processes, improved internal controls and reporting

• Provides proactive approach to cybersecurity

• Cloud-based subscription service and can grow based on future needs of the town

Timelines 

• Kick off – June 2022

• Go live – May 2023



KEY CONSIDERATION 

DEPARTMENT: Finance 
Issue: Second-Generation Asset Management Plan (AMP) 
On December 17, 2017, the province filed regulation 588/17 under the Infrastructure for Jobs 
and Prosperity Act, 2015 (“O. Reg 588/17”) which included a prescribed list of asset 
management requirements that each Ontario municipality must ensure its compliance to 
within the specified timelines. The regulation required the establishment of a Strategic Asset 
Management Policy by July 1, 2019 and then the following three phases to improve up this 
policy: 

 Phase 1: Update of Asset Management plan’s core asset categories to add current
level of service standard metrics, including the costs to maintain current levels of service
by July 1, 2022.
 Phase 2: Building upon Phase 1, update the Asset Management Plan’s remaining asset
categories to include current level of service standard metrics, including the costs to
maintain current levels of service by July 1, 2024.
 Phase 3: Building upon Phases 1 and 2, update of all of Asset Management Plan's
asset categories to include proposed levels of service, lifecycle management and a
financial strategy by July 1, 2025

The Town must ensure its continued compliance with the province’s municipal asset 
management regulation to maintain its access to provincial and federal grant opportunities. 

Impact:The goal of the Asset Management Plan is to deliver an adequate level of service in 
the most cost-effective manner. This involves the development and implementation of asset 
management strategies and long-term financial planning. Through the implementation of 
sound asset management strategies, the Town can ensure that public infrastructure is 
managed to support the sustainable delivery of municipal services. The Second-Generation 
Asset Management plan supports the capital planning, reserve management and debt 
management pillars of the Fiscal Strategy. The Asset Management Plan will become the 
foundation upon which the long-term asset rehabilitation and replacement work will be 
planned. The second-generation plan will provide more accurate information on the reserve 
contributions needed to support long-term asset management needs once the measures are 
put into practice. The true financial impacts will be refined over the next few years as the 
completion of Phase 2 and Phase 3 of Asset Management Plan will identify more accurate 
reserve needs. 

Current Status and Future Activities: Council has endorsed the Town’s Second-Generation 
Asset Management Plan and service level measures for the core assets in September 2021. 
Phase 2 & Phase 3: Currently, Town staff are about to engage a consultant to develop service 
level metrics for the remaining assets along with the recommended level of service for each 
asset category along with the financial strategy. Expected completion is Q4 of 2024. 

Contact:  Rachel Wainwright-van Kessel, Director, Finance Treasurer 
Email: rvankessel@aurora.ca 

mailto:rvankessel@aurora.ca


KEY CONSIDERATION 

DEPARTMENT: Finance 
Issue: Bill 23, More Homes Built Faster Act, 2022 
Background: On October 25, 2022, the Province of Ontario introduced Bill 23, More Homes 
Built Faster Act, 2022, in support of the More Homes Built Faster: Ontario’s Housing Supply 
Action Plan: 2022-2023.  The Bill proposes to amend a number of acts, including the 
Development Charges Act, Planning Act, Conservation Authorities Act, as well as others. 

Impact: If passed, the legislative amendments will have significant impacts on the way 
municipalities plan, process, and fund development. Below is a summary of some of the 
proposed changes as it pertains to Town’s development charge and cash-in-lieu parkland 
revenue: 

Development Charge Act, 1997 
 Mandatory 5-year phase in of DC rates in by-laws, retroactive to June 1, 2022. Year 1

(80%), Year 2 (85%), Year 3 (90%), Year 4 (95%), Year 5 (100%)
 Removes some eligible capital costs that can be recouped through development charges

such as studies to determine the eligible capital costs and development charge study.
 Municipalities must spend or allocate 60% of reserve fund balances for water,

wastewater and roads DC’s
 Removing housing services as an eligible service that can be included in development

charges (DC).
 Development charge by-law expires 10 years after they come into force (previously 5

years)

Planning Act,1990 
 Land valuation for community benefits charges (CBC) are adjusted to exclude existing

development.
 Parkland dedication conveyance has been amended to 1 hectare per 600 units.
 Parkland dedication cash-in-lieu has been amended to 1 hectare per 1000 units.
 Exemption from parkland dedication for affordable units.
 Municipalities must spend or allocate 60% of parkland dedication funds (in special

accounts).
 

Current Status and Future Activities: Historically, development charge revenue forecast 
considered for reserve analysis is very conservative compared to the much higher revenue 
projections mentioned in the current development charge study. The true impact of the Bill 
23 to the Town’s development charge revenue will be analyzed during the 2024 development 
charge study and bylaw update and the updated revenue projections will be reflected in the 
2024 budget. 

Contact: Rachel Wainwright-van Kessel, Director, Finance Treasurer 
Email: rvankessel@aurora.ca 

mailto:rvankessel@aurora.ca


KEY CONSIDERATION 

DEPARTMENT:: Finance 
Issue: Cybersecurity 
Background: Last year, the Town engaged a cybersecurity consultant to perform a full review 
of the Town’s cybersecurity posture. This was a fulsome review and compared our current 
state to industry standard benchmarks such as National Institute of Standards and 
Technology (NIST) and the Centre for Internet Security Critical Security Controls. A roadmap 
was put in place to fill any gaps and stay current on cybersecurity. Several new capital 
projects for 2023 are proposed to further strengthen our cybersecurity footprint. 

Impact: The goal of cybersecurity is to ensure a risk-free and secure environment for keeping 
the data, network and devices guarded against cyber threats.  We accomplish this by 
providing a combination of secure processes, security awareness training, data encryption, 
identity management and multi-factor authentication, cybersecurity technology, and security 
policy.  We do this to: 

1. Protect the confidentiality of data
2. Preserve the integrity of data
3. Restrict the availability of data to only authorized users

Current Status and Future Activities: The 2023 budget will include a number of projects 
which support cybersecurity initiatives. These will ensure the Town is well positioned in 
the future to handle emerging cyber risks. 

Contact:  Rachel Wainwright-van Kessel, Director, Finance Treasurer 
Email: rvankessel@aurora.ca 

mailto:rvankessel@aurora.ca


KEY CONSIDERATION 

DEPARTMENT: Finance 
Issue: Debt Management Policy – Debt Management 
Background:  Debt financing has been used to finance capital projects at the Town. The Town 
has responsibly used both external and internal debt financing for several years as an interim 
financing source for necessary Town capital asset creation which has included indoor and 
outdoor recreation spaces, as well as library and cultural infrastructure. In all instances, all 
debt obligations were repaid on time. 
The purpose of the Debt Management Policy is to establish financial guidelines and 
appropriate controls for the issuance and management of debt for the Town of Aurora. This 
policy applies to the management of existing debt and all future debt financing that may be 
issued or planned by the Town of Aurora. 

Impact: The Debt Management Policy documents the best practices and principles to 
be followed in the acquisition debt, such as: 
 Adherence to legislative requirements
 Capital projects eligible for debt financing and qualifying criteria for the use of debt
 Provide guidelines for the long-term debt management and the annual repayment

limit established for the Town (10%).
 Provides high level rules of engagement for the debt repayment and allocation of

annual debt payments to reserves after the debt is paid
 Rules of engagement for the DC funded debt
 Long term debt will only be acquired with fixed rate of interest to limit the financial

exposure
 Provides a list of suitable and authorized debt financing instruments for the Town
 Guidelines relating to the reporting and adherence to the policy

The development of the Debt Management Policy is a recommended strategic action in 
the Fiscal Dtrategy to ensure longer term prudent financial and debt management.  

Current Status and Future Activities:  A new Debt Management Policy has been 
developed and was reviewed by the Finance Advisory Committee in 2022. It will be 
considered by Council for approval in January 2023. 

Contact: Rachel Wainwright-van Kessel, Director, Finance Treasurer 
Email: rvankessel@aurora.ca 

mailto:rvankessel@aurora.ca


KEY CONSIDERATION 

DEPARTMENT: Finance 
Issue: New Financial System 
Background: The Town currently uses four separate systems for managing 
financial transactions, budgeting, and reporting. The existing systems are aging and 
has poor integration abilities for transactions and reporting.  

In 2020, Staff engaged a consultant in to assist the Town in the development of the 
specifications for an integrated financial solution which will include budget, procure to 
payment, accounting, and enhanced reporting. The request for proposal for the new financial 
system was issued in October 2021 and the Oracle Fusion was selected as the Town’s new 
financial system.  

Impact: The proposed Oracle cloud solution will provide a fully integrated modern financial 
system that addresses both the Town’s current and future needs. The Oracle Fusion financial 
system will replace iCity, FMW, CaseWare and Smartsheet. 

Oracle is a cloud-based subscription service and is accessed through a web browser with no 
other technology infrastructure required by the Town. The service is scalable and can grow 
based on the future needs of the Town. The system meets all of the requirements identified 
by the Town, including transactions, water billing, tax billing, budget, reporting and 
dashboards. Since the system exists within a single ecosystem, all data contained within it is 
fully integrated by design. 

Oracle has a proactive approach to cybersecurity and meets the security standards required 
by the Town’s IT division. 

Current Status and Future Activities:  Implementation of the new financial system is 
underway, and staff are just about halfway through the plan in the midst of the 
configuration phase, with the expected roll out in Q2 of 2023. 

Contact: Rachel Wainwright-van Kessel, Director, Finance Treasurer 
Email: rvankessel@aurora.ca 

mailto:rvankessel@aurora.ca


KEY CONSIDERATION 

DEPARTMENT: Finance 
Issue: Investment Policy Update – Prudent Investment (Revenue Management ) 
Background: Investing under the Municipal Act, 2001 and O. Reg 438/97 is divided into a 
prescribed list of securities which is more commonly referred to as the Legal List and the 
Prudent Investor regime. A Prudent Investor regime gives the municipality access to a wider 
variety of investments, but also includes a new governance model. 

The most cost-effective manner through which the Town is able to access the Prudent 
Investor regime is through a Joint Investment Board (JIB) as establishing its own Investment 
Board is not financially feasible. There is currently one joint investment board in Ontario that 
the Town is able to join should its transition to a Prudent Investor regime be approved. 

On November 19, 2019, Council reviewed the benefits of the new Prudent Investor regime – 
FS19-033 Prudent Investor Option Analysis and directed staff to proceed with an in-depth 
review of the investment options and revised investment policy with FAC. 

Impact: The adoption of a Prudent Investor regime is a strategic action under the revenue 
management pillar of the Fiscal Strategy which supports long-term financial sustainability. 
Moving forward as a Prudent Investor will enable the Town to optimize investment income, 
allowing for an overall reduction to the financial burden on tax and rate payers. All investment 
income generated from capital asset reserve holdings, of which are mostly funded through 
tax and user rates, must be maximized to offset the impact of inflation on reserves in long-
term. 

The Prudent Investor under ONE Investment expands upon the investments available under 
the Legal List. ONE Investment’s Prudent Investor offers a mix of its current Legal List options 
and two funds that are only be available to Prudent Investors – a Global Equity fund and a 
Global Bond fund. 

Current Status and Future Activities: An updated investment policy will be presented to 
Council for approval in Q1 of 2023, which outlines the way the Town of Aurora will invest 
under the Prudent Investor regime.  
Once the policy is approved, execution of the ONE JIB Agreement will be established 
between the Town of Aurora, ONE JIB and ONE Investment 

Contact: Rachel Wainwright-van Kessel, Director, Finance Treasurer 
Email: rvankessel@aurora.ca 

mailto:rvankessel@aurora.ca


OPERATIONAL
SERVICES



TOWN OF AURORA - MUNICIPAL ADMINISTRATION
OPERATIONAL SERVICES
2022

TOTAL FTE HEADCOUNT
Approved: 56
Actual: 56
                = Contract Role

OPERATIONAL SERVICES
Director, Operational Services [S241]

(1)

Al Downey

Administrative Assistant, Department [S201-3]

(1)

Marianna Gentile

Manager, Public Works [S278]

(1)

Luigi Colangelo

Coordinator, Waste/Recycling [S236]

(1)

Amanda Cutler

Administrative Assistant, Division [S202-3]

(1)

Laura Beaton

Coordinator, Applications and Permits (Roads)  [S382]

(1)

Kim Teixeira

Supervisor, Water/Waste Water [S306]

(1)

Lindsay Hayworth

Crew Leader, Water/Waste Water [C705]

(1)

Anthony Del Balso

Water Operator [C716]

(1)

Witold Warchol

Water Operator [C717-3]

(1)

Lazarus Papeavangelou

Water Operator [C717-1]

(1)

Wes Smith

Water Operator [C717-4]

(1)

Douglas Eldridge

Water Operator [C717-2]

(1)

Shane Hesmondhalgh

Administrator, Backflow/WaterMeter [S375}

(1)

Emily Moore

Program Coord, Water/Waste Water [S335}

(1)

Iustina Voinea

Supervisor, Roads/Traffic [S305]

(1)

Dan Naccarato

Crew Leader, Roads/Traffic [C701-1]

(1)

Andrew Saltes (LOA: Warren Dyer)

Crew Leader (Roads) [C701-2]

(1)

Robert Salituro

Roads Operator 3 [C708-2]

(1)

Braden Goodfellow

Roads Operator 3 [C708-5]

(1)

Scott Rumgay

Roads Operator 3 [C708-3]

(1)

Andrew Gill

Roads Operator 3 [C708-4]

(1)

David O’Neill

Roads Operator 3 [C708-6]

(1)

Andrew Creary

Roads Operator 2 [C707]

(1)

Vince Forestieri

Roads Operator 3 [C707-2]

(1)

Mike McGuigan

Roads Operator 3 [C708-1]

(1)

Melvin Cuff

Roads Operator 1 [C706-2]

(1)

Justin Campsall

Roads Operator 1 [C706-1]

(1)

James Dean

Flexible Service Person [C719-1]

(1)

Linda West

Flexible Service Person [C719-5]

(1)

Cody Rennie

Flexible Service Person [C719-2]

(1)

Alysha Dupuis

Flexible Service Person [C719-3]

(1)

Brent Gibb

Flexible Service Person [C719-4]

(1)

Ryan Soper

Manager, Parks [S279]

(1)

Sara Tienkamp

Administrative Assistant, Divison [S202-4]

(1)

Samantha King

Senior Landscape Architect [S295]

(1)

Gary Greidanus

Landscape Architect [S259]

(1)

Brian Jakovina

Supervisor, Parks [S304]

(1)

Steve Filippelli

Crew Leader, Forestry [C703]

(1)

Ian Bryant

Arborist [C736]

(1)

Brian Girardo

Crew Leader, Parks [C702-1]

(1)

Deb Toole

Crew Leader, Parks [C702-2]

(1)

Will Kocs

Parks Operator 3 [C711-1]

(1)

David Kiratzis

Crew Leader, Parks [C702-3]

(1)

Greg Scott

Parks Operator 3 [C711-2]

(1)

Mike Bishop

Parks Operator 2 [C711-6]

(1)

Ryan Faber

Parks Operator 3 [C711-3]

(1)

Greg Knuth

Parks Operator 2 [C710]
(1)

Jesse Perry

Parks Operator 3 [C711-7]
(1)

Don Harrison

Parks Operator 3 [C711-4]

(1)

Tim Dixon

Parks Operator 3 [C711-8]

(1)

Brent Harrison

Supervisor, Fleet [S363]

(1)

Darren Read

Head Mechanic [C720]

(1)

Matt Frost

Mechanic [C721-1]

(1)

Adam Beveridge

Mechanic [C721-2]

(1)

Jim Kelly

Mechanic [C721-3]

(1)

Daniel Kay



Operational Services 

Allan D. Downey, Director 

Operational Services is responsible for many services and functions across the Town, including: 

ensuring our community has access to high-quality natural and urban environments; design, 

construction and maintenance of parks; clean, safe and modern roads; sewers; waste collection; 

and safe water delivery.. Operational Services supports internal clients by providing fleet 

management services and equipment procurement and maintenance. The department is also 

responsible for some major facility construction. Below is an overview of the key functions and 

services of the Operational Services department: 

• Maintain Roads, water, sewer, stormwater, street lights

• Parks, open Spaces & sports facility maintenance

• Fleet operations and asset management

• Water testing

• Solid waste collection and recycle program

• Backflow program

• Winter maintenance & snow removal

• New park design & construction

• Subdivision & site plan application review

• Asset management, capital planning and operations budget forecasting

• Environmental protection

• Horticultural programs

• Arboricultural activities

• Road occupancy permits

• Inspections

• Support for special events



KEY CONSIDERATION 

DEPARTMENT:  Operational Services Department 
Issue: Greening of the Fleet 
Background: Council approved a Fleet Management Study in February 2020.  As part of that 
Study, and in cooperation with our Energy & Climate Change Analyst, we are exploring options to 
green the Fleet as part of our vehicle acquisition replacement program. 

Impact: This initiative may have an impact on our Capital Budget as these vehicles are often 
more expensive. 

Current Status and Future Activities: Staff are presently allowing an option on our bid requests 
for a hybrid vehicle to obtain cost comparison information. 

Contact:  Allan D. Downey, Director of Operations, 905-726-4752,  adowney@aurora.ca 

mailto:adowney@aurora.ca


KEY CONSIDERATION 

DEPARTMENT:  Operational Services Department 
Issue: Stormwater Maintenance Program and Implementation 
Background: The maintenance of stormwater management features are critical to ensure the 
proper operation and flood control in our community.  Staff have been working with the Lake 
Simcoe Region Conservation Authority (LSRCA) to develop detailed maintenance and pond 
improvement plans for each storm pond in the community. 

Impact: The Capital and Operating cost of these works is substantial and will have an impact on 
our ten (10) Year Capital Plan, Operating Budgets, and rate-based contributions within our water 
budget. 

Current Status and Future Activities: We are presently working on the ten (10) Year Capital 
Budget and multi-year operating impacts of these proposed works. 

Contact:  Allan D. Downey, Director of Operations, 905-726-4752,  adowney@aurora.ca 

mailto:adowney@aurora.ca


KEY CONSIDERATION 

DEPARTMENT:  Operational Services Department 
Issue: Waste Management Service Level Review 

Background: The Province of Ontario will be transferring the responsibility for collection of blue 
box materials to the producers responsible for the creation of such items. This transition will 
unfold over a three (3) year period commencing in 2023 with the Region of York scheduled for 
2025.  This process will also eliminate service to all ICI.  Council will be requested to recommend 
what changes to our present service to ICI they support. 

Impact: This may impact our present collection service level to ICI and depending on the degree 
of service reduction may result in operational savings to the Waste Collection budget. 

Current Status and Future Activities: Our current service levels will remain unchanged until 2025 
or upon the approval of a new service level by Council. 

Contact:  Allan D. Downey, Director of Operations, 905-726-4752,  adowney@aurora.ca 

mailto:adowney@aurora.ca


PLANNING
AND DEVELOPMENT
SERVICES



TOWN OF AURORA - MUNICIPAL ADMINISTRATION 
PLANNING & DEVELOPMENT SERVICES
2022

TOTAL FTE HEADCOUNT
Approved: 39
Actual: 35
        
              = Contract Role

PLANNING & DEVELOPMENT SERVICES

Director, Planning & Development Services [S247]

(1)

Marco Ramunno

Administrative Assistant, Department  [S201-5]

(1)

Pat Rossi

Engineer, Development Planning [S248]

(1)

Bill Butler

Manager, Development Planning [S270]

(1)

(VACANT)

Sr. Planner [S346]

(1)

VACANT

Secretary/Treasurer CofA/Plan Technician [S293]

(1)

Peter Fan

Planner [S283-1]

(1)

Mark Chuang

Planner [S283-2]

(1)

Kenny Ng

Planner [S283-3]

(1)

Sean LaPenna

Planner [S283-4]

(1)

Rosanna Punit

Coordinator, Planning & Development  [S387]

(1)

Stephanie February

Manager, Building Division/CBO [S268]

(1)

William Jean

Sr. Plans Examiner [S296]

(1)

Terence Wong

Sr. Plumbing Inspector, Plans Exa. [S297]

(1)

Robin Del Favero

Sr. Building Inspector [S294]

(1)

Jacek Baldyga

Building Inspector/Plans Examiner [S218-1]

(1)

Lida Ghiami

Building Inspector/Plans Examiner [S218-2]

(1)

Steve Loncar

Building Inspector/Plans Examiner [S218-3]

(1)

VACANT

Coordinator, Applications & Permit

(1)

Shahrzad Malekzadeh

Coordinator, Applications & Permits [S222]

(1)

Taylor Cole

Zoning Examiner [S310]

(1)

Samantha Sample

Permit Technician/Plans Examiner [S315]

(1)

Hana Hossain

Zoning & Application Examiner [S309-1]

(1)

Melissa Bozanin

Zoning & Application Examiner [S309-2]

(1)

Ashley Vanderwal

Manager, Policy Planning and Economic Development  [S277]

(1)

Lisa Hausz

Senior Planner, Land Use Policy & Real Estate [S285]

(1)

Matthew Volpintesta

Senior Economic Development Officer [S394]

(1)

VACANT

Sr. Planner, Policy [S298]

(1)

Edward Terry

Manager, Engineering Services [S271]

(1)

Anca Mihail

Technologist, Municipal Engineering [S345]

(1)

Michael Nicholas

Analyst, Energy and Climate Change [S355]

(1)

Natalie Kehle

Coordinator, Project Delivery [S312]

(1)

Garry Anggawinata

Municipal Engineer [S249-1]

(1)

Patrick Ngo

Municipal Engineer [S249-2]

(1)

Sabir Hussain

Municipal Engineer [S249-3]

(1)

Glen McArthur

Administrator, Construction Projects [S206-1]

(1)

Daniel Vink

Administrator, Construction Projects [S206-2]

(1)

Mirlinda Nuro

Administrator, Construction Projects [S206-3]

(1)

Steven Ferro

Infrastructure Analyst- Engineering [S308]

(1)

James Jurrius

Analyst, Traffic Transportation [S215]

(1)

Michael Bat



Planning and Development Services 

Marco Ramunno, Director 

Planning and Development Services manages the growth and physical form of the Town of 

Aurora through land use and infrastructure planning in addition to administering the Ontario 

Building Code. Planning and Development Services provides professional planning advice to 

Council, Town departments, the public and Council endorsed committees on a variety of 

planning, engineering and land use policy matters including Planning Act Applications. In 

addition, public input is actively solicited on land use related to development applications and 

policy reviews. Heritage Planning oversees the Town’s heritage portfolio proactively identifying 

and conserving significant heritage resources. Planning and Development Services delivers its 

activities and support to internal and external clients through four divisions: Development 

Planning, Policy Planning & Economic Development, Engineering & Capital Delivery and Building. 

Below is an overview of the services provided by Planning and Development Services.  

Development Planning Division 

• Planning Act Development Application Review including:

o Official Plan and Zoning Bylaw Amendments,

o Subdivisions and Condominiums

o Site Plan Approvals

o Minor Variances and Consents

• Development Conditions of Approval and Agreements

• Development Engineering Review

• Implementation of Environmental Protection & Enhancement Policies

• Administration of the Committee of Adjustment

• Heritage Planning, including Heritage Review, Policy, Events and Programs.

• Respecting the diversity and needs of the public

• Provide full, clear and accurate information to decision makers and inquirers



• Identify and promote opportunities for meaningful participation in the planning process

to all interested parties.

Building Division 

• Review, issuance and inspection of Building Permits

• Conducting On-site Sewage Maintenance Inspections

• Zoning By-law administration and interpretation

• Sign Permitting and Inspections (except for Mobile Signs)

• Issuance of Pool Enclosure Permits

Engineering and Capital Delivery Division 

• Short and long range planning of municipal services infrastructure

• Support Planning Department with development review

• Provide site supervision for public infrastructure construction in new developments

• Maintain asset inventory and develop capital replacement plans

• Traffic studies and traffic management

• Climate change, energy conservation and environmental initiatives

Policy Planning and Economic Development Division 

• Economic Development including investment attraction, business retention and

expansion, and downtown redevelopment.

• Policy planning including the Official Plan, Green Development Standards, servicing

allocation, Parkland Dedication, etc.

• Support for Aurora Economic Development Corporation, Aurora BIA, Aurora Chamber of

Commerce, and other community partners in support of growing the local economy.

• Business and workforce engagement.

• Information and input on policies and strategies that impact the Town.

• Facilitate real property matters (acquisition, disposal, lease, licensing, etc.)



KEY CONSIDERATION 

DEPARTMENT: Planning and Development Services 
Issue: Downtown Yonge St. Streetscape Plan/Improvements as part of the Aurora Promenade 
Streetscape Design  

Background: The Aurora Promenade Streetscape Design & Implementation Plan 2013, 
identified several actions required to improve the public realm in the Promenade Area. The 
majority of the proposed initial streetscape improvements were proposed for the Yonge 
Street and Wellington street area, located within the Promenade Secondary Plan. The Aurora 
Promenade Streetscape Design & Implementation Plan was presented to Council at the 
January 2013 Public Planning Meeting, where Council resolved the following: 

THAT report PL13-003 regarding the Aurora Promenade 
Streetscape Design and Implementation Plan be received; and,  
THAT staff report back with a multi-year capital project for some 
of the priority projects that staff will further refine and bring 
forward to Council for further discussion. 

Following the January 2013 Public Planning meeting, staff evaluated implementation options 
and phasing with an emphasis on maximizing the potential impact of improvements and 
minimizing costs and disruptions. Based on this evaluation, the several recommendations (as 
articulated in the Plan) were identified for implementation. Some of the recommendations 
were implemented, or altered to accommodate current conditions, while other 
recommendations were never implemented, and required further investigation as to their 
feasibility. 

In February 2014, staff presented a report recommending that the Town focus the planned 
improvements within the “Main Streets” area. This approach ensured that a critical mass of 
improvements could be completed within a relatively short timeframe in a focused 
geographic area.  In October 2019, Council partially lifted a conditional hold on a previously 
approved capital project to fund some of the removable public realm streetscape elements of 
the 2013 plan including container landscaping, new street furniture and promotional banners 
that can be relocated when construction occurs.   

In November 2021, Council directed an update to the 2013 Streetscape Plan to bring the plan 
up to date regarding new regulations, environmental impacts, technology, lighting, 
accessibility, traffic and pedestrian safety, and heritage considerations. Staff were directed to 
begin public consultation and report back with a revised plan for Council’s consideration.  

Impact: The project supports the Strategic Plan goal of enabling a diverse, creative and 
resilient economy and to promote and support a plan to revitalize the downtown. The project 
also supports the Economic Development Strategic Plan of Establishing Downtown Aurora as 
a Destination and Focal Point for the Community, through specific actions identified in the 



Implementation Matrix 2021-2022 including partnership opportunities and engaging with 
entrepreneurs. 

Departments involved: 
Planning and Development Services (EcD/Policy, Engineering) 
Operations (Public Works, Parks) 
Corporate Services (Finance, Communications, Accessibility, By-Law) 
Community Services (Town Square, Special Events) 

Current Status and Future Activities:  
Public Planning Report PL13-003, January 23, 2013  
General Committee Report PL13-030, June 4, 2013  
General Committee Report PL14-010, February 4, 2014  
General Committee Report PDS19-053, October 1, 2019 

October 2021, Staff retained The Planning Partnership (TPP) to facilitate the project and 
engage the various stakeholder groups. TPP was the originator of the Aurora Promenade 
Plan, have worked on several projects within the Promenade and are engaged as part of the 
Aurora Town Square project.  Stakeholders were consulted between October 26, 2021 and 
November 24, 2021.  

The intent is to revisit the draft materials, prepared by TPP, present back to the public for 
input in early 2023, and bring recommendations to Council for consideration and direction to 
implement the plan.  

Contact:  Lisa Hausz, lhausz@aurora.ca 



KEY CONSIDERATION 

DEPARTMENT: Planning and Development Services 
Issue: Enabling the town to be 'future ready' as a Smart City - attract, pilot and implement 
technologies and services that provide public and private benefits. 

Background: ‘Smart’ cities use various software, user interfaces, and communication 
networks along with the Internet of Things (IoT) to provide connected solutions to the public. 
IoT is a network of connected devices that communicate and exchange data. This includes 
everything from vehicles to home appliances to sensors on the road. The data collected by 
these devices is stored in the cloud or on servers, increasing efficiency in both the public and 
private sectors, resulting in economic benefits and improved lives for citizens. 

A combination of infrastructure, automation, machine learning, and IoT enables the adoption 
of smart city technology for a wide variety of applications, such as: 

• Smart parking helps drivers find parking spaces and enable digital payments;
• Intelligent traffic management that monitors traffic flow and optimizes traffic lights to

reduce congestion;
• Ride-sharing or robotic delivery services can also be managed by smart city

infrastructure, reducing the number of vehicles on the roads;
• Energy savings and eco-efficiency: streetlight that dims when the street is empty.
• Address climate change and air pollution, waste management, and sanitation with

internet-enabled garbage collection, bins, and fleet management systems, as well as
early warning of events such as floods.

• Smart security measures such as monitoring high-crime areas, or event security
management assistance.

To begin to enable Smart City infrastructure, there are several projects underway, including 
provincial, town-led and private sector projects.  

Provincial: 

“Building Broadband Faster in Ontario” – Province of Ontario has committed to $4B to provide 
broadband access to all areas of Ontario by 2025. In April, 2021, the “Building Broadband 
Faster Act, 2021” was enacted with changes to the Ontario Energy Board Act, 1998. The 
changes are intended to expedite the delivery of broadband projects across the province. In 
November, 2021, the first version of ‘guidelines’ were shared, followed by the “Getting Ontario 
Connected Act, 2022, which passed in April 2022, with final guidelines shared in September 
2022. The guidelines: 

• Establish new processes and timelines for Internet Service Providers (ISPs), Local
Distribution Companies (LDCs), and municipalities to expedite access to hydro poles
and municipal right-of-ways.



• “Broadband One Window” (BOW) program as part of the guidelines. This is an online
platform to support timely approval, permitting and locate decisions for broadband
projects. Note that the ‘BOW’ program is for Provincially-funded broadband projects.
All non-provincially funded programs are subject to the “Getting Ontario Connected
Act, 2022”, but do not need to be funneled through the BOW platform.

Municipal: 

Along with facilitating broadband deployment, there are two projects are under development 
to ‘pilot’ various technologies. These include micro-mobility and potential delivery/service 
robots, both aimed at preparing the Town for future technologies, reducing vehicle traffic, and 
deploying a framework for other technologies.  

Private: 
• Bell, Rogers and Ontario Broadband Network are evaluating the implementation of

broadband across Aurora;
• Stronach International, and partners including the Town of Stouffville, are working with

staff to deploy a micro-mobility pilot that will help prepare the town for future
transportation technologies;

Impact: 
The various Smart City-related projects support the Corporate Strategic Plan goal of enabling 
a diverse, creative and resilient economy, and investing in sustainable infrastructure. The 
projects also support the Economic Development Strategic Plan in creating a competitive 
business climate that supports business, including infrastructure to enable broadband and 
smart city initiatives. 

Departments involved: All 

Current Status and Future Activities: 
• Working through Municipal Access Agreements (MAAs) with various ISPs;
• Developing an internal process to ensure compliance with the Act and BOW process;
• Identifying gaps and constraints in enabling compliance (i.e. staff resources,

communication needs for internal teams and externally for residents and businesses.)
• Working through details on pilot projects along with identifying potential other

opportunities.
• Gathering data and project results to inform a future ‘Smart City’ strategy.

Contact:  Lisa Hausz, lhausz@aurora.ca 



KEY CONSIDERATION 

DEPARTMENT: Planning and Development Services 
Issue: Completion of OP Update June 2023 

Background: According to the Planning Act, it is required that municipalities update their 
Official Plan to ensure it is aligned with provincial policies and projected growth forecasts. It 
has been ten years since the Town of Aurora last updated their 2010 Official Plan. 

The Official Plan review was launched in 2020, which included a background review. 2021 
included background documents, discussion papers, extensive public consultation, and 
wrapped up with draft policy development. 2022 included work on draft Official Plan 
amendments along with specific work around the Aurora Promenade Secondary Plan and the 
Major Transit Station Area.  

Impact: The Official Plan is a strategic planning document that guides the long-term vision for 
the Town of Aurora over a 25 + year horizon. The Official Plan establishes a policy framework 
to manage and direct the physical, social, environmental, and economic development of the 
Town. It also establishes the goals, objectives, and land use policies to regarding where the 
Town will focus future growth, what that growth will look like and how to plan for the impacts 
of climate change. 

Current Status and Future Activities: After extensive public consultation throughout the last 
two years, the Town of Aurora has now released a draft Official Plan Amendment with a 
revised vision for town planning over the next 30 years. 

Some of the key changes and enhancements being proposed in the draft Official Plan 
Amendment include policies for climate change resilience, natural heritage protection, 
cultural heritage preservation, active transportation, and updated Promenade/Major Transit 
Station Area Secondary Plan, updated maps and schedules. All background documents and 
status can be found at: Official Plan Review | Engage Aurora 

For 2023 (June), the intent is to bring forward to Council the proposed Official Plan 
amendments for approval, and forward to York Region for regional approval.  
Contact:  Edward Terry, eterry@aurora.ca 

https://engageaurora.ca/opr


GOVERNANCE



(CC) Council Chambers   (HR) Holland Room   (LR) Leksand Room   (TBD) To Be Determined   (VC) Video Conference Rev: DRAFTrev0 

January 2023 
Sunday Monday Tuesday Wednesday Thursday Friday Saturday 

1 2 3 4 5 6 7 
New 
Year’s 
Day 

In observance of 
New Year’s Day 
Municipal 
Offices Closed 

School Winter 
Break Ends 

8 9 10 11 12 13 14 
6 p.m. Budget 
Committee – 
Operating Budget 
Review (CC) 

7 p.m. Aurora Cultural 
Centre Board (TBD) 

7 p.m. Committee of 
Adjustment (VC) 

9 a.m. 
Budget 
Committee 
– Capital
Budget
Review
(CC)

15 16 17 18 19 20 21 
6 p.m. Budget 
Committee – 
Operating Budget 
Review (CC) 

5:45 p.m. Council Closed 
Session (if required) 
7 p.m. General Committee 
(CC) 

22 23 24 25 26 27 28 
6 p.m. Budget 
Committee – if 
required (CC) 

7 p.m. Public Planning 
(CC) 

29 30 31
6 p.m. Budget 
Committee – if 
required (CC)  

5:45 p.m. Council Closed 
Session (if required) 
7 p.m. Council (CC) 



(CC) Council Chambers   (HR) Holland Room   (LR) Leksand Room   (TBD) To Be Determined   (VC) Video Conference Rev: DRAFTrev0 

February 2023 
Sunday Monday Tuesday Wednesday Thursday Friday Saturday 

1 2 3 4 

5 6 7 8 9 10 11 
6 p.m. Budget 
Committee – if 
required (CC) 
7 p.m. Heritage 
Advisory Committee 
(HR) 

5:45 p.m. Council Closed 
Session (if required) 
7 p.m. General 
Committee (CC) 

7 p.m. Aurora Cultural 
Centre Board (TBD) 

7 p.m. Committee of 
Adjustment (VC)  

12 13 14 15 16 17 18 
6 p.m. Budget 
Committee – if 
required (CC) 

7 p.m. Public Planning 
(CC) 

7 p.m. Aurora Public 
Library Board (TBD) 

19 20 21 22 23 24 25 
Family Day 
Municipal 
Offices Closed 

5:45 p.m. Council Closed 
Session (if required) 
7 p.m. General 
Committee (CC) 

26 27 28
5:45 p.m. Council Closed 
Session (if required) 
7 p.m. Council (CC) 



(CC) Council Chambers   (HR) Holland Room   (LR) Leksand Room   (TBD) To Be Determined   (VC) Video Conference Rev: DRAFTrev0 

March 2023 
Sunday Monday Tuesday Wednesday Thursday Friday Saturday 

1 2 3 4 

5 6 7 8 9 10 11 
5:45 p.m. Council Closed 
Session (if required) 
7 p.m. General Committee 
(CC) 

) 7 p.m. Committee of 
Adjustment (VC) 

12 13 14 15 16 17 18 
School Mid-
Winter Break 
Begins 

School Mid-
Winter Break 
Ends 

19 20 21 22 23 24 25 
7 p.m. Public Planning 
(CC) 

26 27 28 29 30 31 
5:45 p.m. Council Closed 
Session (if required) 
7 p.m. Council (CC) 



 

(CC) Council Chambers   (HR) Holland Room   (LR) Leksand Room   (TBD) To Be Determined   (VC) Video Conference Rev: DRAFTrev0 
 

 April 2023 
Sunday Monday Tuesday Wednesday Thursday Friday Saturday 

2 3 4 5 6 7 1/8 
 7 p.m. Heritage 

Advisory Committee 
(HR) 
 

5:45 p.m. Council 
Closed Session (if 
required) 
7 p.m. General 
Committee (CC) 

 

Passover (First Day) 

Good Friday 
Municipal 
Offices Closed 

 

9 10 11 12 13 14 15 

Easter 
Sunday 

Easter 
Monday 

7 p.m. Public Planning 
(CC) 

6:30 p.m. Aurora 
Cultural Centre Board 
(Public Meeting) (TBD) 

7 p.m. Committee of 
Adjustment (VC) 
 
 
 
Passover (Last Day)   

16 17 18 19 20 21 22 

  

5:45 p.m. Council 
Closed Session (if 
required) 
7 p.m. General 
Committee (CC) 

7 p.m. Aurora Public 
Library Board (TBD) 

  

 

23/30 24 25 26 27 28 29 
  5:45 p.m. Council 

Closed Session (if 
required) 
7 p.m. Council (CC) 

    



 

(CC) Council Chambers   (HR) Holland Room   (LR) Leksand Room   (TBD) To Be Determined   (VC) Video Conference Rev: DRAFTrev0 
 

 May 2023 
Sunday Monday Tuesday Wednesday Thursday Friday Saturday 

 1 2 3 4 5 6 
  5:45 p.m. Council Closed 

Session (if required) 
7 p.m. General 
Committee (CC) 

    

7 8 9 10 11 12 13 
  7 p.m. Public Planning 

(CC) 
7 p.m. Aurora Cultural 
Centre Board (TBD) 

7 p.m. Committee of 
Adjustment (VC) 

  

14 15 16 17 18 19 20 
  5:45 p.m. Council Closed 

Session (if required) 
7 p.m. General 
Committee (CC) 

7 p.m. Aurora Public 
Library Board (TBD) 

   

21 22 23 24 25 26 27 
 

Victoria Day 
Municipal 
Offices Closed 

5:45 p.m. Council Closed 
Session (if required) 
7 p.m. Council (CC) 

 

FCM Conference 
Toronto FCM FCM 

28 29 30 31    

FCM 

      
 



 

(CC) Council Chambers   (HR) Holland Room   (LR) Leksand Room   (TBD) To Be Determined   (VC) Video Conference Rev: DRAFTrev0 
 

 June 2023 
Sunday Monday Tuesday Wednesday Thursday Friday Saturday 

    1 2 3 
    

   

4 5 6 7 8 9 10 

 

7 p.m. Heritage 
Advisory 
Committee (HR) 

6:15 p.m. Budget 
Committee (Public 
Consultation) (CC) 
7 p.m. General 
Committee (CC) 

 7 p.m. Committee of 
Adjustment (VC) 

  

11 12 13 14 15 16 17 
  7 p.m. Public Planning 

(CC) 
6:30 p.m. Aurora Cultural 
Centre Board/7 p.m. AGM 
(Public Meeting) (TBD) 

   

18 19 20 21 22 23 24 
  5:45 p.m. Council Closed 

Session (if required) 
7 p.m. General 
Committee (CC) 

7 p.m. Aurora Public 
Library Board (TBD) 

   

25 26 27 28 29 30  
  6:15 p.m. Audit 

Committee (CC) 
7 p.m. Council (CC) 

  In observance of 
Canada Day 
Municipal 
Offices Closed 

 



 

(CC) Council Chambers   (HR) Holland Room   (LR) Leksand Room   (TBD) To Be Determined   (VC) Video Conference Rev: DRAFTrev0 
 

 July 2023 
Sunday Monday Tuesday Wednesday Thursday Friday Saturday 

2 3 4 5 6 7 1/8 
  5:45 p.m. Council 

Closed Session (if 
required) 
7 p.m. General 
Committee (CC) 

  

 

Canada 
Day 

9 10 11 12 13 14 15 
  5:45 p.m. Council 

Closed Session (if 
required) 
7 p.m. Council (CC) 

7 p.m. Aurora Cultural 
Centre Board (TBD) 

7 p.m. Committee of 
Adjustment (VC) 

  

16 17 18 19 20 21 22 
       

23 24 25 26 27 28 29 
       

30 31      
       



 

(CC) Council Chambers   (HR) Holland Room   (LR) Leksand Room   (TBD) To Be Determined   (VC) Video Conference Rev: DRAFTrev0 
 

 August 2023 
Sunday Monday Tuesday Wednesday Thursday Friday Saturday 

  1 2 3 4 5 
 

 

     

6 7 8 9 10 11 12 
 

Civic Holiday 
Municipal 
Offices Closed 

  7 p.m. Committee of 
Adjustment (VC)  

  

13 14 15 16 17 18 19 

     

  

20 21 22 23 24 25 26 
AMO 
Conference 
London AMO AMO AMO 

   

27 28 29 30 31   
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 September 2023 
Sunday Monday Tuesday Wednesday Thursday Friday Saturday 

     1 2 
       

3 4 5 6 7 8 9 
 

Labour Day 
Municipal 
Offices Closed 

5:45 p.m. Council Closed 
Session (if required) 
7 p.m. General 
Committee (CC) 

    

10 11 12 13 14 15 16 
 7 p.m. Heritage 

Advisory 
Committee (HR) 

7 p.m. Public Planning 
(CC) 

6:30 p.m. Aurora Cultural 
Centre Board (Public 
Meeting) (TBD) 
 

7 p.m. Committee of 
Adjustment (VC) 
 

 

Rosh 
Hashanah 

17 18 19 20 21 22 23 
  5:45 p.m. Council Closed 

Session (if required) 
7 p.m. General 
Committee (CC) 

7 p.m. Aurora Public 
Library Board (TBD) 

   

24 25 26 27 28 29 30 
 

Yom Kippur 

5:45 p.m. Council Closed 
Session (if required) 
7 p.m. Council (CC) 

  

 

National Day 
for Truth and 
Reconciliation 



 

(CC) Council Chambers   (HR) Holland Room   (LR) Leksand Room   (TBD) To Be Determined   (VC) Video Conference Rev: DRAFTrev0 
 

 October 2023 
Sunday Monday Tuesday Wednesday Thursday Friday Saturday 

1 2 3 4 5 6 7 
  5:45 p.m. Council 

Closed Session (if 
required) 
7 p.m. General 
Committee (CC)  

   

8 9 10 11 12 13 14 
 

Thanksgiving Day 
Municipal 
Offices Closed 

7 p.m. Public Planning 
(CC) 

7 p.m. Aurora Cultural 
Centre Board (TBD) 

7 p.m. Committee of 
Adjustment (VC) 

  

15 16 17 18 19 20 21 
 

 

5:45 p.m. Council 
Closed Session (if 
required) 
7 p.m. General 
Committee (CC) 

7 p.m. Aurora Public 
Library Board (TBD) 

   

22 23 24 25 26 27 28 
  5:45 p.m. Council 

Closed Session (if 
required) 
7 p.m. Council (CC) 

    

29 30 31     
       



 

(CC) Council Chambers   (HR) Holland Room   (LR) Leksand Room   (TBD) To Be Determined   (VC) Video Conference Rev: DRAFTrev0 
 

 November 2023 
Sunday Monday Tuesday Wednesday Thursday Friday Saturday 

   1 2 3 4 
       

5 6 7 8 9 10 11 
 7 p.m. Heritage 

Advisory 
Committee (HR) 

5:45 p.m. Council Closed 
Session (if required) 
7 p.m. General Committee 
(CC) 

7 p.m. Aurora Cultural 
Centre Board (TBD) 
 

7 p.m. Committee of 
Adjustment (VC) 
 
  

Remembrance 
Day 

12 13 14 15 16 17 18 
  7 p.m. Public Planning 

(CC) 
7 p.m. Aurora Public 
Library Board (TBD) 

   

19 20 21 22 23 24 25 
  5:45 p.m. Council Closed 

Session (if required) 
7 p.m. General Committee 
(CC) 

    

26 27 28 29 30   
  5:45 p.m. Council Closed 

Session (if required) 
7 p.m. Council (CC) 

    



(CC) Council Chambers   (HR) Holland Room   (LR) Leksand Room   (TBD) To Be Determined   (VC) Video Conference Rev: DRAFTrev0 

December 2023 
Sunday Monday Tuesday Wednesday Thursday Friday Saturday 

1 2 

3 4 5 6 7 8 9 
5:45 p.m. Council 
Closed Session (if 
required) 
7 p.m. General 
Committee (CC) 

Hanukkah 
(First Day) 

10 11 12 13 14 15 16 
5:45 p.m. Council 
Closed Session (if 
required) 
7 p.m. Council (CC) 

6:30 p.m. Aurora Cultural 
Centre Board (Public 
Meeting) (TBD) 
7 p.m. Aurora Public 
Library Board (TBD) 

7 p.m. Committee of 
Adjustment (VC) 

Hanukkah 
(Last Day) 

17 18 19 20 21 22 23 

24/31 25 26 27 28 29 30 
Christmas 
Eve/ 
New Year’s 
Eve 

School Winter 
Break Begins 
Christmas Day 
Municipal 
Offices Closed 

Boxing Day 
Municipal 
Offices Closed 

Municipal 
Offices Closed 

Municipal 
Offices Closed 

Municipal 
Offices Closed 



TOWN OF AURORA 
 

SENIOR STAFF CONTACT LIST 
 

This list has been complied pursuant to the Municipal Freedom of Information and Protection 
of Privacy Act.  The personal information contained herein may be released only to Members 
of Council and Senior Staff so notified.  This information may NOT be provided to the public 
and/or for general distribution.  Please note that personal  telephone numbers are to be used 
for emergency only. 

STAFF NAME EMAIL TOWN HALL 
 

MOBILE # 

Doug Nadorozny 
Chief Administrative Officer 

dnadorozny@aurora.ca 905-726-4744  

Rachel Wainwright van-
Kessel 
Director of Finance 

rvankessel@aurora.ca  905-726-4772  

Techa van Leeuwen 
Director of Corporate 
Services 

tvanleeuwen@aurora.ca 905-726-4748  

Robin McDougall 
Director of Community 
Services 

rmcdougall@aurora.ca 905-726-4717 
 

 

Al Downey 
Director of Operations 

adowney@aurora.ca 905-726-4752  

Marco Ramunno 
Director of Planning & 
Development 

mramunno@aurora.ca 905-726-4755 
 

 

Daniel Bitonti  
Acting Manager of 
Communications 

dbitonti@aurora.ca   

Patricia De Sario 
Town Solicitor 

pdesario@aurora.ca 905-726-4758  

Michael de Rond 
Town Clerk 

mderond@aurora.ca 905-726-4771  

Ian Laing 
Fire Chief 

ilaing@cyfs.ca 905-895-9222 x 
3001 
 

 

Bruce Gorman 
Chief Executive Officer- 
Aurora Public Library 

BGorman@aurorapl.ca 905-727-9494 
x221 

 

Doug Bertrand 
Manager of Facilities & 
Property 

 dbertrand@aurora.ca 905-727-3123 
Ext. 3446 

 

mailto:tvanleeuwen@aurora.ca
mailto:mramunno@aurora.ca


Sara Tienkamp 
Parks Manager 

stienkamp@aurora.ca 365-500-3132

Michael Mulvenna 
Manager of IT 

mmulvenna@aurora.ca 365-500-3030

Alex Wray 
Manager of By-law Services 

awray@aurora.ca 905-726-4701

mailto:awray@aurora.ca


DECLARATION OF OFFICE
(Section 232 of the Municipal Act, 2001)

I,                                                                                , having been elected or appointed to the office 
(name of person)

of                                                                                                                                                         
(name of office)

in the municipality of                                                                                                                            
(name of municipality)

do solemnly promise and declare that:

1. I will truly, faithfully and impartially exercise this office to the best of my knowledge and ability.

2. I have not received and will not receive any payment or reward, or promise thereof, for the

exercise of this office in a biased, corrupt or in any other improper manner.

3. I will disclose any pecuniary interest, direct or indirect, in accordance with the Municipal Conflict

of Interest Act.

4. I will be faithful and bear true allegiance to Her Majesty Queen Elizabeth the Second (or the

reigning sovereign for the time being).

And I make this solemn promise and declaration conscientiously believing it to be true and knowing that

it is of the same force and effect as if made under oath.

Declared before me )

at the ................................................................ )  

......................................................................... )                                                        

......................................................................... ) signature of declarant

on .................................................................... )

20...... )

                                                              

Commissioner for taking Affidavits
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General Introduction 

Members of Aurora Council recognize their obligation to serve their constituents and the 
public in a conscientious and diligent manner understanding that as leaders of the 
community, they are held to a higher standard of behaviour and conduct. 

Members recognize that ethics and integrity are at the core of public confidence in 
government and in the political process; that elected officials are expected to perform 
their duties in office and arrange their private affairs in a manner that promotes public 
confidence, avoids the improper use of influence of their office and conflicts of interests, 
both apparent and real.  They recognize the need to uphold both the letter and the spirit 
of the law including policies adopted by Council. 

This Code of Conduct ensures that Members of Council share a common basis and 
understanding for acceptable conduct of Members of Council, in concert with and 
beyond the minimum standards of behaviour set out in the existing legislative 
framework.   

This Code of Conduct is consistent with the principles of transparent and accountable 
government, and reflective of the Town’s core values. 

Framework and Interpretation 

1. This Code of Conduct applies to all Members of Council (“Members”). It is to be 
given broad, liberal interpretation in accordance with applicable legislation and the 
definitions set out herein. As a living document the Code of Conduct will be brought 
forward for review at the end of each term of Council, when relevant legislation is 
amended, and at other times when appropriate to ensure that it remains current and 
continues to be a useful guide to Members of Council. 

2. Commentary and examples used in this Code of Conduct are illustrative and not 
exhaustive. From time to time additional commentary and examples may be added 
to this document by the Integrity Commissioner and supplementary materials may 
also be produced as deemed appropriate. 

3. Where an elected official discloses all known facts to the Integrity Commissioner 
and as long as those facts remain unchanged, the Member may rely on written 
advice provided by the Integrity Commissioner. The Integrity Commissioner will be 
bound by the advice given, as long as the facts remain unchanged, in the event that 
he or she is asked to investigate a complaint. 

4. Elected Officials seeking clarification of any part of this Code should consult with the 
Integrity Commissioner. 
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5. The Municipal Act, 2001 is the primary piece of legislation governing municipalities
however there are other statutes that govern the conduct of elected municipal
officials. It is intended that the Code of Conduct operate together with and as a
supplement to the following legislation:

• Municipal Act, 2001;
• Municipal Conflict of Interest Act (MCIA);
• Municipal Elections Act, 1996;
• Municipal Freedom of Information and Protection of Privacy Act (MFIPPA);
• Criminal Code of Canada.

Definitions 

a. “Family” includes “child”, “parent” and “spouse” as those terms are defined in
the Municipal Conflict of Interest Act (set out below for ease of reference), and
also includes:
• Step-child and grand-child;
• Siblings and step-siblings;
• Aunt/uncle, niece/nephew, first cousins;
• In-laws, including mother/father, sister/brother, daughter/son;
• Any person who lives with the Member on a permanent basis.

“Child” means a child born within or outside marriage and includes an adopted 
child and a person whom a parent has demonstrated a settled intention to treat 
as a child of his or her family. 

“Parent” means a parent who has demonstrated a settled intention to treat a 
child as a member of his or her family whether or not that person is the natural 
parent of the child. 

“Spouse” means a person to whom the person is married or with whom the 
person is living in a conjugal relationship outside of marriage. 

b. “Member” means a member of the Council of the Town of Aurora, including the
Mayor.

c. “Social Media” means publicly available, third party hosted, interactive web
technologies used to produce, post and interact through text, images, video
and audio to inform, share, promote, collaborate or network.

d. “Staff” includes the Chief Administrative Officer, Directors, Managers,
Supervisors and all non-union and union staff whether full-time, part- time,
contract, seasonal or volunteers.

e. “Nomination Day” means the last day for filing or withdrawing a nomination as
provided for by the Municipal Elections Act, 1996.
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Guiding Principles 

 Members of Council shall serve the public and their constituents in a conscientious 
and diligent manner.   

 Members of Council should be committed to performing their functions with integrity 
impartiality and transparency. 

 Members of Council shall preform their duties in office and arrange their private affairs 
in a manner that promotes public confidence and will bear close public scrutiny. 

 There is a benefit to municipalities when members have a broad range of 
knowledge and continue to be active in their own communities, whether in business, 
in the practice of a profession, in community associations, and otherwise. 

Specific Rules 

Rule No. 1: Avoidance of Conflicts of Interest 

In this Rule: 

a. “disqualifying interest” means an interest in a matter that, by virtue of the 
relationship between the Member of Council and other persons or bodies 
associated with the matter, is of such a nature that reasonable persons fully 
informed of the facts would believe that the Member of Council could not 
participate impartially in the decision-making processes related to the matter. 

b. non-disqualifying interest” means an interest in a matter that, by virtue of the 
relationship between the Member of Council and other persons or bodies 
associated with the matter, is of such a nature that reasonable persons fully 
informed of the facts would believe that the Member of Council could 
participate impartially in the decision-making processes related to the matter 
so long as: 
• The Member of Council fully discloses the interest so as to provide 

transparency about the relationship; and 
• The Member of Council states why the interest does not prevent the 

Member from making an impartial decision on the matter. 

 Members of Council shall not participate in the decision-making processes 
associated with their office when prohibited to do so by the Municipal Conflict of 
Interest Act. 

 Members of Council shall not participate in the decision-making processes 
associated with their office when they have a disqualifying interest in a matter. 
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 For greater certainty: 

a. Members of Council shall not participate in the decision-making processes 
associated with their office when they have a direct, indirect or deemed 
pecuniary interest in a matter, except in compliance with the Municipal 
Conflict of Interest Act. 

b. Members of Council shall not participate in the decision-making processes 
associated with their office when they have an interest that though in 
compliance with the Municipal Conflict of Interest Act, is nevertheless a 
disqualifying interest by virtue of the nature of the relationship between the 
Member and other persons or bodies to be affected by the decision. 

 Treatment of Non-Disqualifying Interests: 

a. Members of Council may participate in the decision-making processes 
associated with their office when they have a non-disqualifying interest 
provided they file at their earliest opportunity a Transparency Disclosure in a 
form and manner established by the Town Clerk acting in consultation with 
the Integrity Commissioner. 

b. Transparency Disclosures are public documents and shall be available for 
public viewing on the Town web site. 

c. The determination of whether an actual disqualifying interest or an actual non-
disqualifying interest exists, when challenged, is subject to the determination 
by the Integrity Commissioner of whether a reasonable person fully informed 
of the facts would believe that the Member of Council could not participate 
impartially in the decision-making processes related to the matter.  

Members of Council should be committed to performing their functions with integrity and 
to avoiding the improper use of the influence of their office, and private conflicts of 
interest, both apparent and real. Members of Council shall also not extend in the 
discharge of their official duties, preferential treatment to Family Members, organizations 
or groups in which they or their Family Members have a direct or indirect pecuniary 
interest. 

Members of Council have a common understanding that in carrying out their duties as a 
Member of Council, they will not participate in activities that grant, or appear to grant, 
any special consideration, treatment or advantage to a Family Member or an individual 
which is not available to every other individual. 

Members of Council are governed by the Municipal Conflict of Interest Act (MCIA).  The 
Integrity Commissioner is empowered to investigate and rule on all conflicts of interest, 
whether pecuniary or non-pecuniary, however, until March 1, 2019, in the event an 
application under the MCIA is filed with the Court, the provisions of that statute may limit 
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any authority given to the Integrity Commissioner to receive or investigate complaints 
regarding alleged contraventions under the Municipal Conflict of Interest Act.  

Members of Council may seek conflict of interest or other advice, in writing, from the 
Integrity Commissioner.  Where members choose to seek external legal advice on 
conflict of interest or other Code of Conduct issues, these fees will not be reimbursed by 
the Town of Aurora and cannot be charged to any office account. 

Members may not participate in activities that grant, or appear to grant, any special 
consideration, treatment or advantage to a Family Member or an individual which is not 
available to every other individual. 

When a member, despite the existence of an interest, believes that he or she may still 
participate in a matter with an open mind, the public interest is best served when the 
Member is able to articulate the interest, and why the interest does not amount to a 
disqualifying conflict of interest. 

Members must remain at arm’s length when Town staff or Council is asked to consider a 
matter involving a Family Member or a person or organization with whom the Member 
has a real or apparent conflict of interest.       

Members who seek advice from the Integrity Commissioner with respect to the 
application of this Rule may rely on the provisions of Part B. "Framework and 
Interpretation" (paragraph 3) and the Rule 17, "Acting on Advice of Integrity 
Commissioner." 

Members of Council shall avoid any interest in any contract made by him/her in an 
official capacity and shall not contract with the Town or any agency thereof for the 
sale and purchase of supplies, material or equipment or for the rental thereof. 

Members of Council, while holding public office, shall not engage in an occupation 
or the management of a business that conflicts with their ability to diligently carry out 
their role as a Member of Council, and shall not in any case profit directly or 
indirectly from such business that does or has contracted with the Town of Aurora. 

Members of Council may for example teach, or run a business that does not conflict or 
interfere with their duties. 

Despite paragraph 7, a Member of Council may hold office or a directorship in an 
agency, board, commission or corporation where the Member has been appointed 
by Town Council or by the Council of the Regional Municipality of York, or by the 
Federal or Provincial Government. 
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 Despite paragraph 7, a Member of Council may hold office or directorship in a 
charitable, service or other not-for-profit corporation subject to the Member 
disclosing all material facts to the Integrity Commissioner and obtaining a written 
opinion from the Integrity Commissioner approving the activity, as carried out in the 
specified manner, which concludes that the Member does not have a conflict 
between his/her private interest and public duty. In circumstances where the 
Integrity Commissioner has given the Member a qualified opinion, the Member of 
Council may remedy the situation in the manner specified by the Integrity 
Commissioner. 

Examples of exceptions include hospital boards, charitable boards, police services 
boards, community foundations, the Association of Municipalities of Ontario, the 
Federation of Canadian Municipalities, service clubs such as the Rotary Club, Lions 
Club and other not-for-profit organizations. Members should exercise caution if 
accepting such positions if the organization could be seeking a benefit or preferential 
treatment from the Town at any time. 

The legislative obligation is set out in the Municipal Conflict of Interest Act (MCIA).  If the 
Member of Council, or a family member of the Member of Council, sits on a body which 
has a pecuniary interest in a matter before Council (such as an application for grant, 
support or other contribution), that Member has a deemed pecuniary interest. The 
Member of Council should disclose the interest and should not participate in or vote on 
such matter, in compliance with the obligations of s.5, MCIA. 

The Code of Conduct captures the broader common law responsibility and requires 
members to avoid any possible appearance of favoring organizations or groups on 
which the Member’s family members serve.  

Family members of Members of Council are not precluded, or even discouraged, from 
serving on not-for-profit organizations or other bodies.  However, where family members 
of Members of Council serve in such a capacity, the Member should declare a conflict of 
interest whenever there is a matter for Council consideration in which the not-for-profit 
organization or body has a pecuniary interest. 

For this reason, the following questions may assist Members in assessing 
whether they should be a member of the body, or if their family member is a 
member of the body, when a matter may give rise to a conflict: 

Is this a corporation created to carry on municipal business on behalf of the Town, or to 
which I am appointed because I am a Council appointee?  In these cases the Municipal 
Conflict of Interest Act, s.4(h) exempts Members from MCIA disclosure/recusal obligations.   

If no, is this a body (a board, commission, or corporation) which seeks Town resources 
such as space, support, funds?  
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If yes, the Member of Council should not serve on the board of directors.  

If a family member (spouse, sibling, child) of the Council Member is a member of the 
body, then the Member of Council should declare a conflict of interest any time Council 
is considering a matter in which the body has a pecuniary interest. In this way, there is 
no perception that the Council Member is giving preferential consideration to the body 
on which the Member’s family member serves. 

Rule No. 2: Gifts, Benefits and Hospitality 

In this Rule: 

a. “Gift” means money, fee, advance, payment, gift, gift certificate, promise to
pay, property, travel, accommodation, entertainment, hospitality or any other
personal benefit connected directly or indirectly with the performance of a
Member’s duties of office, but excludes:

i. Compensation authorized by law;

ii. Political contributions otherwise reported by law, in the case of
Members running for office;

iii. Services provided by persons volunteering their time;

iv. Contributions of value that are specifically addressed in other
provisions of this Code

v. Gifts provided to the Town of Aurora and which are logged, archived
and/or publicly displayed as such.

b. A Gift provided with the Member’s knowledge to a Family Member or to a
Member’s staff that is connected directly or indirectly to the performance of the
Member’s duties, is deemed to be a Gift to that Member.

c. “Token of Appreciation” means such gifts or benefits that normally accompany the
responsibilities of office and are received as an incident of protocol or social
obligation, or which are a suitable memento of a function honouring the Member.

d. “Official Hospitality” means food, lodging, transportation and entertainment
provided by Provincial, Regional and local governments or political
subdivisions of them, by the Federal government or by a foreign government
within a foreign country or at a conference, seminar or event where the
Member is either speaking or attending in an official capacity at an official
event (such as at meetings of AMO, FCM, or conducted by providers of
continuing education).

e. “Business Hospitality” means food and beverages consumed at banquets,
receptions or similar events, if:
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i. attendance serves a legitimate business purpose;

ii. the person extending the invitation or a representative of the
organization is in attendance; and

iii. the value is reasonable and the invitations infrequent;

f. “Publications” means communication to the offices of a Member, including
subscriptions to newspapers, and periodicals.

No Member shall accept any Gift unless expressly permitted by this Rule. 

No Member shall accept any Gift involving the use of property or facilities, such as a 
vehicle, office, club membership or vacation property at less than reasonable market 
value or at no cost.  Notwithstanding this prohibition, with specific approval provided 
by Council, a Member may be sponsored to attend educational site visits connected 
with an identified project. 

Gifts identified in Column B of Table ‘1’ may be accepted by a Member provided the 
Gift is disclosed in accordance with the conditions set out in Column ‘C’. 

Gift Disclosure, where required, is to be accomplished by filing within 30 days of 
receipt of the gift or reaching the annual limit, a Councillor Information Statement in 
a form prescribed by the Integrity Commissioner and providing same to the Town 
Clerk for posting on the Town’s web site. 

Gifts identified in Column B shall not be accepted, without the Integrity 
Commissioner’s specific approval, when the conditions set out in Column ‘D’ are 
applicable. 

In providing advice to a Member about their obligations respecting Gifts, or in 
considering any inquiry with respect to a Councillor Information Statement or an 
assertion that this Rule has be breached, or in providing consent, where required, 
that a Gift may be accepted, the Integrity Commissioner shall determine whether the 
receipt of the Gift or might, in the opinion of the Integrity Commissioner, create a 
conflict between a private interest and the public duty of the Member. In the event 
that the Integrity Commissioner makes that preliminary determination, he/she shall 
call upon the Member to justify receipt of the gift or benefit. 

Should the Integrity Commissioner determine the receipt of a Gift was inappropriate, 
the Integrity Commissioner may direct the Member to return the gift, reimburse the 
donor for the value of any gift or benefit already consumed, or the Integrity 
Commissioner may order the Member to forfeit the gift or remit the value of any gift or 
benefit already consumed to the Town, or a Town agency, board or commission. Any 
such direction ordered by the Integrity Commissioner shall be a matter of public record. 
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Table ‘1’ 

Gift Treatment and Disclosure 
A B C D 

Type of Gift Examples Gift Disclosure 
Apparent Value at 
which Gift, or the 
cumulative value 
from one source in 
a calendar year is 
disclosable 

Gift No Longer Allowable 
Condition or Actual Value beyond 
which gift is not allowable (Value 
assessed on basis of single Gift 
or cumulative Gift value from one 
source in calendar year) 
(without IC approval)  

Token of 
Appreciation 

Plaques, Pens, 
Mugs, Vase, Event 
Photos, and similar 

No need to record -  
Deemed Zero 
Value  

Actual Value of a single gift is 
over $500 
(allowable with IC approval) 

Perishable 
(includes flowers, 
food) 

No need to record -  
Deemed Zero 
Value 

Excludes Alcohol with actual 
value over $100 

Gift to Town Not a ‘Gift’.  No 
need to record. 
Town staff (identify) 
to record and take 
possession unless 
otherwise on public 
display.  Deemed 
Zero Value 

N/A 

Course of 
Business 

Publications No need to record -  
Deemed Zero 
Value  

N/A 

Art $100 $500 
Business Meals  $100 $500 

Business 
Hospitality 

$100 $750 
More than two Event Tickets 
(Golf, Gala, Sporting, 
Entertainment) per event 
More than one event per year 
from the same person or 
organization 
(allowable with IC approval) 

Official Hospitality $500 No limit 
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Gifts and benefits are often received by elected officials in the course of their duties and 
attendance at public functions is expected and is considered part of their role. Business-
related entertainment and gift-giving can be a token of respect and admiration for the 
elected official, but can also be seen as an instrument of influence and manipulation. 
The object of this rule is to provide transparency around the receipt of incidental gifts 
and benefits and to establish a threshold where the total value could be perceived as 
potentially influencing a decision. 

The practical problems that nominal gifts and benefits create require a Code of Conduct 
that provides clarity and transparency. Personal integrity and sound business practices 
require that relationships with developers, vendors, contractors or others doing business 
with the Town be such that no Member of Council is perceived as showing favouritism 
or bias toward the giver. There will never be a perfect solution. 

Members who are members of both Aurora Council and Regional Council will be subject 
to both this Rule and the rules in place for the Regional Municipality of York governing 
the receipt of gifts, benefits and hospitality.  Where a gift, benefit or hospitality offering is 
made within the exclusive scope of the Member’s duties as a Member of either 
Regional Council or Aurora Council, it will be clear which provision will govern.  
However, since business or personal interactions with Members of Council are not 
always specific to a discrete matter easily identified as either a Regional or local matter, 
in many, if not most circumstances, the Member may be subject to both the provisions 
adopted by both municipalities.  In such cases the more stringent provision would 
govern. 

Each Member of Council is individually accountable to the public and is encouraged to 
keep a list of all gifts and benefits received from individuals, firms or associations, with 
estimated values, in their offices for review by the Integrity Commissioner in the event of 
a complaint. 

Use of real estate or significant assets or facilities (i.e., a vehicle, office, vacation 
property or club membership) at a reduced rate or at no cost is not an acceptable gift or 
benefit.  The purpose of the Code is not to prohibit Members from accepting all 
invitations to socialize at a vacation property with personal friends at their vacation 
property, provided the Gift is disclosed in accordance with this Rule. 

Proper caution and diligence must however be exercised when a social function occurs 
within close proximity to the individual having an issue before Town Council or staff for 
approval. It is always prudent to consult with the Integrity Commissioner before 
accepting or attending at any such engagements.  Any doubts about the propriety of a 
gift should be resolved in favour of not accepting it or not keeping it. It may be helpful to 
consult with the Integrity Commissioner when a Member chooses to decline a gift as 
well as when a recipient may opt to keep a gift. 
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An invitation to attend a function with a developer or supplier could be seen as allowing 
the giver an opportunity to influence the elected official. Such invitations should only be 
accepted if the invitation is within the scope of permissible gifts and benefits, meaning 
that Members should not consistently accept invitations from the same individual or 
corporation and should avoid any appearance of favouritism. 

For clarification, an invitation to an event celebrating the successful completion of a 
development or project or the opening of a new business within the Member’s ward on 
the other hand could serve a legitimate business purpose and be seen as part of the 
responsibilities of office provided the person extending the invitation or that person’s 
representative is in attendance. 

An invitation to attend a charity golf tournament or fund-raising gala, provided the 
Member of Council is not consistently attending such events as a guest of the same 
individual or corporation, is also part of the responsibilities of holding public office. 
Likewise, accepting invitations to professional sports events, concerts or dinners may 
serve a legitimate business purpose. Where a Member is uncertain in regards to 
whether an invitation is or is not appropriate, it may be prudent to consult with the 
Integrity Commissioner before attending any such event. 

Regular invitations to lunch or dinner with persons who are considered friends of 
Members of Council is acceptable in situations where the Member pays their portion of 
the meal expense and treats it as a personal expense, meaning a claim is not made 
under the Corporate, Travel & Auto Expenses policy. Proper caution and diligence not to 
discuss matters before the Town for a decision must be exercised at all times. When in 
doubt it is prudent to consult with the Integrity Commissioner. 

Rule No. 3: Member’s Expenses 

There are a range of expenses that support a Member’s role in community development 
and engagement activities. For federal and provincial elected officials, these expenses 
are often paid for by Riding Association funds. Municipal elected officials do not have 
this benefit. Members should refer to either the Corporate, Travel & Auto Expenses 
policy or the Compensation and Support for Members of Council policy for guidance of 
expenses eligible for reimbursement. 

 As community leaders, Members may lend their support to and encourage 
community donations to registered charitable, not-for-profit and other community-
based groups. Monies raised through fundraising efforts shall go directly to the 
groups or volunteers or chapters acting as local organizers of the group and 
Members of Council should not handle any funds on behalf of such organizations. 
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Members of Council routinely perform important work in supporting charitable 
causes and in so doing, there is a need for transparency respecting the Member’s 
involvement. The following guidelines shall apply: 

a. Members of Council should not directly or indirectly manage or control any 
monies received relating to community or charitable organizations fundraising; 

b. Members of Council or persons acting on behalf of a Member shall not solicit 
or accept support in any form from an individual, group or corporation, with any 
pending significant planning, conversion or demolition variance application or 
procurement proposal before Town Council, which the Member knew or ought 
to have known about. 

c. With reference to member-organized community events, Members of Council 
must report to the Integrity Commissioner, the names of all donors and the 
value of their donation that supplement the event. 

d. Where a Member of Council sponsors and/or lends support to a community or 
charitable event, this Code recognizes that all donations are subject to the 
Compensation and Support for Members of Council policy. 

e. No donation cheques should be made payable to a Member of Council or to 
the Town of Aurora. Members of Council may only accept donation cheques 
made payable to a Business Improvement Association, charity or community 
group and only for the purpose of passing the cheques on to such group. 

f. Members of Council should not handle any cash on behalf of any charitable 
organization, not-for-profit or community group, and should always remain at 
arm’s length from the financial aspects of these community and external 
events. If a Member of Council agrees to fundraise on behalf of a charity or 
community group, the Member should ensure that payment is received by a 
means that does not involve cash, including bank draft, money order, credit 
card or cheque made payable to the applicable group or organization. 

 Nothing included herein affects the entitlement of a Member of Council to: 

a. urge constituents, businesses or other groups to support community events 
and advance the needs of a charitable organization put on by others in the 
Town; 

b. play an advisory ex officio or honorary role in any charitable or non- profit 
organization that holds community events in the Town; and 

c. collaborate with the Town of Aurora and its agencies, boards or commissions 
to hold community events. 
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By virtue of the office, Members of Council will be called upon to assist various charities, 
service clubs and other non-profits as well as community associations, by accepting an 
honorary role in the organization, lending their name or support to it or assisting in 
fundraising. Transparency and accountability are best achieved in today’s era by 
encouraging contributors to make donations to such organizations online through a 
website or where that is not possible through a cheque made payable directly to the 
organization.  Cash should never be accepted. 

Rule No. 4: Confidential Information 

 No Member shall disclose the content of any such matter, or the substance of 
deliberations, of the in-camera meeting until the Council or Committee discusses the 
information at a meeting that is open to the public or releases the information to the 
public. 

 No Member shall disclose or release by any means to any member of the public, 
any confidential information acquired by virtue of their office, in either oral or written 
form, except where required by law or authorized by Council to do so. 

 No Member shall use confidential information for personal or private gain, or for the 
gain of relatives or any person or corporation.  

 No Member should directly or indirectly benefit, or aid others to benefit, from 
knowledge respecting bidding on the sale of Town property or assets. 

 Members of Council should not access or attempt to gain access to confidential 
information in the custody of the Town unless it is necessary for the performance of 
their duties and is not prohibited by Council policy. 

Confidential Information includes information in the possession of, or received in 
confidence by, the Town of Aurora that the Town is either prohibited from disclosing, or 
is required to refuse to disclose, under the Municipal Freedom of Information and 
Protection of Privacy Act (“MFIPPA”), or any other legislation. 

MFIPPA restricts or prohibits disclosure of information received in confidence from third 
parties of a corporate, commercial, scientific or technical nature, information that is 
personal, and information that is subject to solicitor-client privilege. 

The Municipal Act, 2001 allows information that concerns personnel, labour relations, 
litigation, property acquisitions and security of the property of the Town or a local board, 
and matters authorized in other legislation including MFIPPA, to remain confidential. For 
the purposes of the Code of Conduct, “confidential information” includes this type of 
information. 
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As elected officials, Members of Council will receive highly sensitive and confidential 
information concerning residents who need their assistance. This is consistent with the 
nature of the Members’ duties. In accordance with the Records and Information 
Management Policy, Councillor constituency records are at all times under the control of 
the Member and are not subject to any municipal disclosure requirements. 

Under the Council Procedure By-law, a matter that has been discussed at an in-camera 
(closed) meeting remains confidential, until such time as a condition renders the matter 
public.  The following are examples of the types of information that a Member of Council 
must keep confidential: 

• items under litigation, negotiation, or personnel matters;
• information that infringes on the rights of others (e.g. sources of complaints where

the identity of a complainant is given in confidence);
• price schedules in contract tender or request for proposal submissions if so

specified;
• information deemed to be “personal information” under the Municipal Conflict of

Interest Act; and
• statistical data required by law not to be released (e.g. certain census or assessment

data)

Where it is clear that a communication was not made in a confidential manner (i.e. 
copied to others, or made in the presence of others) or the manner of communication 
undermines the validity of labelling it “Confidential”, such communication will not be 
given any higher level of confidentiality than any other communication. The words 
“Privileged”, “Confidential” or “Private” will not be understood to preclude the appropriate 
sharing of the communication for the limited purpose of reviewing, responding or looking 
into the subject matter of the communication. 

Rule No. 5: Use of Town Resources 

No Member shall use for personal purposes any Town staff services, property, 
equipment, services, supplies, websites, webboards, or other Town-owned 
materials, other than for purposes connected with the discharge of Town duties. 

No Member shall obtain personal financial gain from the use or sale of Town 
developed intellectual property (for example, inventions, creative writings and 
drawings), computer programs, technical innovations or any other item capable of 
being patented. Members acknowledge and do not dispute that all such property 
remains exclusively that of the Town of Aurora. 

No Member shall use information gained in the execution of his or her duties that is 
not available to the general public, for any purposes other than his/her official duties. 
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Members, by virtue of their position, have access to a wide variety of property, 
equipment, services and supplies to assist them in the conduct of their Town duties as 
public officials. 

While most of this property is provided within the confines of their office, much of it is 
transportable or may be provided for home use, given the nature of the demands placed 
on Members in carrying out their duties and in recognition of the fact that the Town does 
not provide constituency offices to Members of Council. Members are held to a higher 
standard of behaviour and conduct and therefore should not use such property for any 
purpose other than for carrying out their official duties. For clarity, this Rule is intended 
to prohibit the use of Town resources for purposes such as running a home business. It 
is not intended to prohibit occasional personal use, but it should be subject to practical 
limitations. 

Careful attention should be given to the provisions of the Town’s Compensation and 
Support for Members of Council policy and the Corporate, Travel & Auto Expenses 
policy which identifies approvable allowable expenses. During election campaigns, 
the provisions of Rules 6 and 7 will apply. 

 No Member shall use the services of Town staff, or make requests for document or 
information from Town staff, unless such information is required for the purpose of 
carrying out their duties as public officials. 

 No Member shall include in his or her website, newsletters, E-mails or other printed 
material, advertising of businesses in the Town, including the distribution of gift 
certificates, free tickets and compiling a list of businesses located in a ward. 
Attending and reporting the opening of a new business or a business event in the 
Town is permissible and a Member may thank verbally or in a newsletter, a 
business by name or an employee of that business, which contributes to a Town or 
ward event provided that no such recognition shall constitute an endorsement of 
such business. 

Rule No. 6: Election Campaigns 

 Members are required to follow the provisions of the Municipal Elections Act, 1996 
and Members are accountable under the provisions of that statute. 

 No Member shall use the facilities, equipment, supplies, services, staff or other 
resources of the Town (including Councillor newsletters, individual websites linked 
through the Town ’s website and social media accounts used for ward 
communication) for any election campaign or campaign-related activities and all 
such sites shall not use the Town of Aurora logo. 
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 If a member of Council uses any social media account for campaign purposes, such 
account must not be created or supported by Town resources or use the Town logo. 
Social media accounts used for campaign purposes must utilize personal cell 
phones, tablets and/or computers. 

 To avoid confusion with any website or social media accounts used for Council 
Member work, Council members who choose to create or use social media 
accounts for campaign communications must include, for the duration of the 
campaign, a clear statement on each campaign website or social media account’s 
home page indicating that the account is being used for election campaign 
purposes. 

 Despite the foregoing, Members are allowed to place campaign phone numbers, 
websites and email addresses on the election pages on the Town’s website, which 
is available and authorized for use by all candidates for municipal and school board 
office. 

 In a municipal election year, commencing Nomination Day until the date of the 
election, Members may not publish Councillor newsletters or distribute them in 
municipal facilities. All newsletters distributed through the mail must be post- 
marked by no later than Nomination Day in an election year. Members of Council 
may, during such period, use Town facilities to communicate important notifications 
to the residents of their ward by email in normal Outlook format or by letter on the 
Councillor’s stationery. 

 In a municipal election year, commencing on Nomination Day until the date of the 
election, no candidate including Members, may directly or indirectly, book any 
municipal facility for any purpose that might be perceived as an election campaign 
purpose. 

 Members shall be respectful of the role of the Town Clerk in managing the municipal 
election process and meeting all statutory requirements in respect thereof. The 
Town Clerk must ensure all candidates are treated equally and no candidate for 
elected office should interfere with how the Clerk carries out these duties. 

Staff should not interpret or provide advice to Members regarding the requirements 
placed on candidates for municipal office. 

The restriction on booking facilities ensures that election-related functions, or those that 
could appear to be election-related, will not occur at any time there is an advance or 
regular poll at the facility. The need to set up in advance means that election night 
parties cannot be held in the same facilities that polling stations are located in. 

Members should not authorize any event that could be perceived as the Town providing 
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them with an advantage over other candidates. It is the personal responsibility of 
Members to ensure that any use of facilities or the services of municipal staff are carried 
out in accordance with applicable legislation. Staff are not responsible for monitoring 
and advising Members or any other candidates, in this regard. 

The Municipal Elections Act, 1996 clearly states that it is the responsibility of the Town 
Clerk to conduct the election and take all necessary actions to ensure municipal 
elections meet all statutory requirements. 

 No Members shall use the services of persons for campaign related Activities during 
hours in which those persons receive any compensation from the Town. 

 The Integrity Commissioner may at any time be consulted with regard to complying 
with any part of Rule 6 and in particular may rule on whether any activity by staff in a 
Councillor’s office during an election year is prohibited election work or permitted 
activity sufficiently unrelated to the election. 

Rule No. 7: Improper Use of Influence 

 No member shall use the influence of his or her office for any purpose other than for 
the exercise of his/her official duties. 

 Members shall not contact members of any tribunal regarding any matter before it, 
such as the Committee of Adjustment, which is charged with making independent 
decisions and whose members have been appointed by Council. Members may with 
prior written notice to the Committee of Adjustment Secretary/Treasurer, 
infrequently attend meetings to provide the Committee of Adjustment with history 
and context of an application before the committee. Members may send a letter or 
E-mail addressed to the Secretary of such tribunal expressing the views of the 
member on behalf of the community. 

If Council has taken a position in an Ontario Municipal Board/Local Planning Appeal 
Tribunal (“OMB/LPAT”) matter and instructed the Town Solicitor to appear at a 
hearing in support of such position, no member of Council who disagrees with such 
position, shall give evidence at such hearing or otherwise work against the will of 
Council in such matter. With the consent of the lawyer assigned to represent the 
Town at an OMB/LPAT hearing, a member of Council who is in support of the 
Council instructions to such lawyer, may give evidence at an OMB/LPAT hearing. 
Notwithstanding the above, if the OMB/LPAT has decided to mediate a dispute 
between parties in a matter, any member of Council may offer his or her services to 
assist with such mediation regardless of his or her position in the matter and 
participate, if approved by the OMB/LPAT mediator. 
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Examples of prohibited conduct are the use of one’s status as a Member of Council to 
improperly influence the decision of another person to the private advantage of oneself, 
or one’s Family Member, or friends. This would include attempts to secure preferential 
treatment beyond activities in which Members normally engage on behalf of their 
constituents as part of their official duties. Also prohibited is the holding out of the 
prospect or promise of a future advantage through a Member’s supposed influence 
within Council in return for present actions or inaction. 

Contact with members of tribunals appointed by Council on any case might be viewed 
as attempts to intimidate the tribunal member. Generally, members of Council should 
not take part in the proceedings of any other tribunal where the Town is a party unless 
such participation is approved by the Integrity Commissioner. 

Pursuant to corporate policy, the Chief Administrative Officer directs Town Directors 
who in turn direct Town staff. Town Council and not individual Members of Council 
appropriately give direction to the Town administration. 

Rule No. 8: Business Relations 

No Member shall allow the prospect of his/her future employment by a person or 
entity to affect the performance of his/her duties to the Town, detrimentally or 
otherwise. 

No Member shall borrow money from any person who regularly does business with 
the Town unless such person is an institution or company whose shares are publicly 
traded and who is regularly in the business of lending money, such as a credit 
union. 

No Member shall act as a paid agent before Council or a committee of Council or 
any agency, board or committee of the Town. 

No Member shall refer a third party to a person, partnership or corporation in 
exchange for payment or other personal benefit. 

Rule No. 9: Member Conduct 

Conduct at Council and Committee Meetings: 

Members shall conduct themselves at Council and committee meetings with 
decorum in accordance with the provisions of the Council Procedure By-law. 

Members shall endeavour to conduct and convey Council business and all their 
duties in an open and transparent manner (other than for those decisions which by 
virtue of legislation are authorized to be dealt with in a confidential manner in closed 
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session), and in so doing, allow the public to view the process and rationale which 
was used to reach decisions and the reasons for taking certain actions. 

Members recognize the importance of cooperation and strive to create an atmosphere 
during Council and committee meetings that is conducive to solving the issues before 
Council, listening to various points of view and using respectful language and behaviour 
in relation to all of those in attendance. 

Various statutes, the Council Procedure By-law and decisions by courts and quasi-
judicial tribunals and the Information and Privacy Commission, establish when Town 
Council can discuss issues in closed session.  Transparency requires that Council apply 
these rules narrowly so as to best ensure that decisions are held in public session as 
often as possible. 

Unless prohibited by law, Members should clearly identify to the public how a decision 
was reached and the rationale for so doing. 

Members shall make every effort to participate diligently in the activities of the 
committees, agencies, boards, commissions and advisory committees to which they 
are appointed by the Town or by virtue of being an elected official. 

Individual Members are appointed to committees, agencies, boards and commissions 
based on their various backgrounds and their ability to contribute to matters before 
them, bringing their expertise and experience.  Members shall not be absent from 
Council or committee meetings, or from those of agencies, boards and commissions to 
which they are appointed without reasonable justification (for example, illness of the 
Member, family circumstance, Regional business) for more than three consecutive 
scheduled meetings or on a regular basis. 

Members shall conduct themselves with appropriate decorum at all times. 

As leaders in the community, Members are held to a higher standard of behaviour and 
conduct, and accordingly their behaviour should be exemplary. 

Rule No. 10: Media Communications 

Members of Council will accurately communicate the decisions of Aurora Council, 
even if they disagree with the majority decision of Council, and by so doing affirm 
the respect for and integrity in the decision-making processes of Council. 

Members of Council will keep confidential information confidential, until such time as 
the matter can properly be made public. 
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 In all media communications, including social media, members will treat each other, 
staff and members of the public with decorum, dignity and respect, and shall avoid 
messaging that amounts to abuse, bullying or intimidation. 

A Member may state that he/she did not support a decision, or voted against the 
decision. A Member should refrain from making disparaging comments about other 
Members of Council or about Council’s processes and decisions. 

When communicating with the media, a Member should at all times refrain from 
speculating or reflecting upon the motives of other Members in respect of their actions 
as a Member of Council. 

While openness in government is critical, governments also must respect confidentiality 
when a matter must remain, at least for a period of time, confidential. Breaches of 
confidentiality by Members erodes public confidence. 

While Members are encouraged to actively participate in vigorous debate, Members 
should understand that they are part of a democratically-elected representative body 
and should not engage in social media as if they are outsiders.  In this regard, caution 
should be exercised when blogging, posting, tweeting, re-posting and linking to posts 
using social media, whether the member is using a personal account or a Town 
account.  

Members who post blogs should recognize that the Canadian Association of Journalists 
has identified the ethical conflict faced by journalists holding elected public office.  It is 
recognized that there is an irreconcilable conflict in holding both roles.    

While social media can be an excellent tool for communicating quickly with constituents 
and sharing ideas and obtaining input, social media can breed incivility that generally is 
avoided in face-to-face interactions.  In a world where a transitory comment can become 
part of the permanent record, Members should exercise restraint in reacting too quickly, 
or promoting the social media posts of others whose views may be disparaging of 
Council’s decisions or another Member’s perspectives. 

Rule No. 11: Respect for Town By-laws and Policies 

 Members shall encourage public respect for the Town and its by-laws. 

 Members shall adhere to such by-laws, policies and procedures adopted by Council 
that are applicable to them. 

A Councillor must not encourage disobedience of a Town by-law in responding to a 
member of the public, as this undermines confidence in the Town and in the Rule of Law. 



Schedule “A” to By-law Number 6155-19  Code of Conduct for Members of Council 

Town of Aurora   Page 22 of 32 

Members of Council are required to observe the policies and procedures established by 
Town Council at all times, and are directed to pay special attention to, and comply 
strictly with, the Council Procedure By-law and both the Corporate, Travel & Auto 
Expenses policy and the Compensation and Support for Members of Council. In 
exceptional circumstances, a Member may request Council grant an exemption from 
any policy. 

Rule No. 12: Respectful Workplace 

 Members are governed by the Town’s Violence and Harassment Free Workplace 
polices. All Members have a duty to treat members of the public, one another and 
staff appropriately and without abuse, bullying or intimidation and to ensure that their 
work environment is free from discrimination and harassment. 

 All complaints received involving members of Council under the Violence and 
Harassment Free Workplace polices shall be referred to the Integrity Commissioner 
for processing in accordance with both the said policy and the Council Code of 
Conduct Complaints Protocol. 

 The Ontario Human Rights Code applies in addition to the Violence and Harassment 
Free Workplace polices. 

It is the policy of the Town of Aurora that all persons be treated fairly in the workplace in 
an environment free of discrimination or personal and sexual harassment. 

The Town of Aurora’s Violence and Harassment Free Workplace polices ensures a safe 
and respectful workplace environment and provides for the appropriate management of 
any occurrences of harassment and discrimination as those terms are defined in the 
policy. 

The Town of Aurora’s Violence and Harassment Free Workplace polices applies equally 
to members of staff and Members of Council. It will provide guidance to the Integrity 
Commissioner when a complaint is received involving a Member. 

Rule No. 13: Conduct Respecting Staff 

 No Member shall compel staff to engage in partisan political activities or be 
subjected to threats or discrimination for refusing to engage in such activities. 

 No Member shall use, or attempt to use, their authority for the purpose of 
intimidating, threatening, coercing, commanding or influencing any staff member 
with the intent of interfering in staff’s duties, including the duty to disclose improper 
activity. 
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 Members shall be respectful of the role of staff to advise based on political neutrality 
and objectivity and without undue influence from any individual Member or faction of 
the Council. 

 No Member shall maliciously or falsely impugn or injure the professional or ethical 
reputation or the prospects or practice of staff, and all Members shall show respect 
for the professional capacities of the staff of the Town. 

Under the direction of the Chief Administrative Officer, staff serve the Council as a 
whole, and the combined interests of all Members as evidenced through the decisions of 
Council. Only Council as a whole has the authority to approve budget, policy, committee 
processes and other matters. 

Accordingly, Members shall direct requests outside of Council-approved budget, 
process or policy, to the Budget Committee or directly to Council. 

In practical terms, there are distinct and specialized roles carried out by Council as a 
whole and by Councillors when performing their other roles. The key requirements of 
these roles include dealing with constituents and the general public, participating as 
standing committee members and as chairs of standing committees, and participating 
as Council representatives on agencies, boards, commissions and other bodies. 
Similarly, there are distinct and specialized roles expected of Town staff in both the 
carrying out of their responsibilities and in dealing with the Council.  Staff are expected 
to provide information to Members to which they are entitled. 

Town staff are accountable to the Chief Administrative Officer who is accountable to 
Town Council. Sometimes the line between staff duties and activities that are political in 
nature is not clear. Members of Council must respect the difference between the two in 
making requests of staff. 

Members of Council should expect a high quality of advice from staff based on political 
neutrality and objectivity irrespective of party politics, the loyalty of persons in power, or 
their personal opinions. 

The Town’s Violence and Harassment Free Workplace polices applies to Members of 
Council. Staff and Members of Council are all entitled to be treated with respect and 
dignity in the workplace. 

It is inappropriate for a Member to attempt to influence staff to circumvent normal 
processes in a matter, or overlook deficiencies in a file or application. It is also 
inappropriate for Members to involve themselves in matters of administration or 
departmental management which fall within the jurisdiction of the Chief Administrative 
Officer. Any such attempts should be reported to the Integrity Commissioner. 
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Rule No. 14: Employment of Council Relatives/Family Members 

 No Member shall attempt to influence the outcome, or to influence any Town 
employee to hire or promote a Family Member. 

 No Members shall make any decision or participate in the process to hire, transfer, 
promote, demote, discipline or terminate any Family Member. 

 No Member shall supervise a Family Member, or be placed in a position of influence 
over a Family Member. 

 No Member shall attempt to use a family relationship for his or her personal benefit 
or gain. 

 Every Member shall adhere to the Town’s Staff Recruitment and Selection policy 

If a Family Member of a Councillor is an applicant for employment with the Town or is a 
candidate for promotion or transfer, the Family Member will proceed through the usual 
selection process pursuant to the Town’s hiring policies, with no special consideration. 

Rule No. 15: Not Undermine, Work Against Council’s Decisions 

 Members of Council shall not actively undermine the implementation of Council’s 
decisions. 

The role of elected officials, once a council decision is made, is to support the 
implementation of that decision, not to work against its implementation, publicly or 
behind the scenes.  Council decisions are arrived at following discussion and debate, 
reflecting the democratic process.  Members are expected to engage in debate with 
their fellow council members through the democratic process of government.  However, 
once Council has made its decision, Members must recognize that decision as the duly-
considered decision of the body of Council.  As members of that body of Council, 
individual members—those who did not agree with the decision—are not to engage in 
activities that seek to challenge or undermine that decision.   

Members can express disagreement with Council’s decisions, but it is contrary to the 
ethical behaviour of members of Council to actively seek to undermine, challenge or 
work against Council’s decisions. 

 Members of Council shall not engage in litigation or other legal challenges against 
the municipality or Council’s decisions.   

 Despite this provision, Members may pursue a complaint or request for investigation 
under any of the oversight, transparency and accountability mechanisms provided 
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under Part V.1 and under section 239 of the Municipal Act. 

When members are allowed to participate in activities to challenge Council’s properly 
considered decisions, such as legal challenges or other forms of litigation, this is 
contrary to the interests of the municipality as determined by the decision of the 
democratically elected governing body, Council.  It can create challenges to staff as to 
when and how much information can be provided to Council (legal advice for example) 
because of the presence of a legal challenge, which may benefit by ‘insider knowledge’. 

 Despite this Rule, Members of Council may seek to have a Council decision 
reconsidered in accordance with Council’s Procedure By-law. 

Rule No. 16: Reprisals and Obstruction 

 It is a violation of the Code of Conduct to obstruct the Integrity Commissioner in the 
carrying out of his/her responsibilities. 

 No Member shall threaten or undertake any active reprisal against a person 
initiating an inquiry or complaint under the Code of Conduct, or against a person 
who provides information to the Integrity Commissioner in any investigation. 

 It is a violation of the Code of Conduct to destroy documents or erase electronic 
communications or refuse to respond to the Integrity Commissioner where a formal 
complaint has been lodged under the Code of Conduct. 

Rule No. 17: Acting on Advice of Integrity Commissioner 

 Any written advice given by the Integrity Commissioner to a Member binds the 
Integrity Commissioner in any subsequent consideration of the conduct of the 
Member in the same matter, as long as all the relevant facts were disclosed to the 
Integrity Commissioner, and the Member adhered to the advice given. 

Rule No. 18: Implementation 

 Members are expected to formally and informally review their adherence to the 
Code on a regular basis or when so requested by Council. 

 At the beginning of each term, Members will be expected to meet with the Integrity 
Commissioner. 

Members are expected to understand the obligations on elected officials set out in this 
Code of Conduct, and are encouraged to contact the Integrity Commissioner for any 
clarification required.  A Code of Conduct component will be included as part of the 
orientation for each new term of Council. April 2018 
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Council Code of Conduct Complaint Protocol 

Part A: Informal Complaint Procedure 

Any person or representative of an organization who has identified  or witnessed 
behaviour or an activity by a member of Council that they believe is in contravention of 
the Council Code of Conduct (the “Code”) may wish to address the prohibited  
behaviour or activity themselves as follows: 

 Advise the member that the behaviour or activity contravenes the Code; 

 Encourage the member to stop the prohibited behaviour or activity; 

 Keep a written record of the incidents including dates, times, locations, other 
persons present, and any other relevant information; 

 If applicable, confirm to the member your satisfaction  with  the  response  of  the 
member; or, if applicable, advise the member of your dissatisfaction with the 
response; and 

 Consider the need to pursue the matter in accordance with the formal complaint 
procedure outlined in Part B, or in accordance with another applicable judicial or 
quasi-judicial process or complaint procedure. 

All persons and organizations are encouraged to initially pursue this informal complaint 
procedure as a means of stopping and remedying a behaviour or activity that is 
prohibited by the Code. With the consent of the complaining individual or organization 
and the member, the Integrity Commissioner may be part of any informal process. 
However, it is not a precondition or a prerequisite that those complaining must pursue the 
informal complaint procedure before pursuing the Formal Complaint Procedure in Part B. 

Part B: Formal Complaint Procedure 

Initial Complaint  

1.1. A request for an investigation of a complaint that a member has contravened the 
Code of Conduct (the “complaint”) shall be sent directly to the Integrity 
Commissioner by E-mail substantially in the form attached to this Protocol as 
Schedule “A”. 

1.2. All complaints shall be submitted by an identifiable individual (which includes the 
authorized signing officer of an organization). 
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1.3. A complaint shall set out reasonable and probable grounds for the allegation that 
the member has contravened the Code. The complaint should include the name of 
the member, the provision of the Code allegedly contravened, facts constituting the 
alleged contravention, the names and contact information of witnesses, and 
contact information for the complainant during normal business hours. 

1.4. Election Blackout Period: 

No investigation shall be commenced or continued, nor shall the Integrity 
Commissioner report to Council respecting an investigation, within the election 
period described within s.223.4 and 223.4.1 of the Municipal Act, except as 
described in those sections. 

1.5. Transitional Provision: 

For the purposes of the October 2018 regular municipal election, this provision of 
the Protocol shall be interpreted as if the provisions of s.223.4 and 223.4.1 as 
amended were already in force. 

Classification by Integrity Commissioner 

2.1. Upon receipt of the request, the Integrity Commissioner shall make an initial 
classification to determine if the matter is, on its face, a complaint with respect to 
non-compliance with the Code and not covered by other legislation, a  
complaint with respect to the Municipal Conflict of Interest Act or other relevant 
Council policies. 

2.2. If the complaint, on its face, is not a complaint with respect to non-compliance with 
the Code or another Council policy governing ethical behaviour or the Municipal 
Conflict of Interest Act, or if the complaint is covered by other legislation, the 
Integrity Commissioner  shall advise the complainant in writing as follows: 

(a) if the complaint on its face is an allegation of a criminal nature consistent with
the Criminal Code of Canada, the complainant shall be advised that if the
complainant wishes to pursue any such allegation, the complainant must
pursue it with the appropriate police force;

(b) if the complaint on its face is with respect to non- compliance with   the
Municipal Freedom of Information and Protection of Privacy Act, the
complainant shall be advised that the matter will be referred for review to the
Town Clerk; and
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(c) the complainant shall be advised that the matter, or part of the matter, is not
within the jurisdiction of the Integrity Commissioner to process, with any
additional reasons and referrals as the Integrity Commissioner considers
appropriate.  The Integrity Commissioner may proceed with that part of the
complaint that is within jurisdiction.

2.3. The Integrity Commissioner may assist the complainant in restating, narrowing or 
clarifying the complaint so that the public interest will be best served were the 
complaint to be pursued. 

2.4. The Integrity Commissioner may report to Council that a specific complaint is not 
within the jurisdiction of the Integrity Commissioner. 

2.5. The Integrity Commissioner shall report annually to Council on complaints not 
within the jurisdiction of the Integrity Commissioner, but, where possible, shall not 
disclose information that could identify a person concerned. 

Investigation 

3.1. The Integrity Commissioner is responsible for performing the duties set out in this 
Protocol independently and shall report directly to Council in respect of all such 
matters.  In applying this Protocol, the Integrity Commissioner shall retain the 
discretion to conduct investigations applying the principles of procedural fairness, 
and any deviation from the provisions of this Protocol for that purpose shall not 
invalidate the investigation or result in the Integrity Commissioner losing 
jurisdiction. 

3.2. If the Integrity Commissioner is of the opinion that a complaint is frivolous, 
vexatious or not made in good faith, or that there are no grounds or insufficient 
grounds for an investigation, or that the pursuit of the investigation would not, in 
the opinion of the Integrity Commissioner be in the public interest, the Integrity 
Commissioner shall not conduct an investigation, or, where that becomes 
apparent in the course of an investigation, terminate the investigation. 

3.3. The Integrity Commissioner shall file an annual report to Town Council respecting 
the advice, education and investigations carried out in the previous year, and 
developments or recommendations of significance related to the role of the 
Integrity Commissioner.  Other than in exceptional circumstances, the Integrity 
Commissioner will not report to Council on   any complaint described in subsection 
(2) except as part of an annual or other periodic report.

3.4. Where the Integrity Commissioner rejects or terminates an investigation pursuant 
to this section, reasons shall be provided. 
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4.1. If a complaint has been classified as being within the Integrity Commissioner’s 
jurisdiction and not rejected under section 3, the Commissioner shall investigate 
and may attempt to settle the complaint. 

4.2. The Integrity Commissioner may in exceptional circumstances elect to exercise the 
powers of a Commission under Parts I and II of the Public Inquiries Act, as 
contemplated by Subsection 223.4(2) of the Act. 

If the Integrity Commissioner elects to conduct an inquiry under the Public Inquiries Act, 
he/she shall report to Council before proceeding, setting out the reasons for the 
investigation, and providing an estimate of the expected cost and time that the 
investigation will require, and providing an opportunity for Council to respond to the 
reasonableness of the expenditure of public funds for the purpose of such Commission. 

4.3. When the Public Inquiries Act applies to an investigation of a complaint, the 
Integrity Commissioner shall comply with the procedures specified in that Act and 
this Complaint Protocol, but, if there is a conflict between a provision of the 
Complaint Protocol and a provision of the Public Inquiries Act, the provision of the 
Public Inquiries Act prevails. 

5.1. The Integrity  Commissioner  will  proceed  as  follows,  except where otherwise 
required by the Public Inquiries Act and/or in the context of a particular situation, 
the principles of procedural fairness: 

(a) provide the complaint and supporting material to the member whose conduct 
is in question and provide the member with a reasonable opportunity to 
respond. 

5.2. Except where the Integrity Commissioner determines that it is not in the public 
interest to do so, the name of the complainant shall be provided as part of the 
complaint documents. 

5.3. If necessary, after reviewing the written materials, the Integrity Commissioner may 
speak to anyone relevant to the complaint, access and examine any of the 
information described in subsections 223.4(3) and (4) of the Municipal Act, and 
may enter any Town work location relevant to the complaint for the purposes of 
investigation and settlement. 

5.4. The Integrity Commissioner shall not issue a report finding a violation of the Code 
of Conduct on the part of any member unless the member has had reasonable 
notice of the basis for and an opportunity to comment on the proposed findings. 
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5.5. The Integrity Commissioner may make interim reports to Council where necessary 
and as required to address any instances of interference, obstruction or retaliation 
encountered during the investigation. 

6.1. The Integrity Commissioner shall report to the complainant and the member 
generally no later than 90 days after the making of the complaint. 

6.2. Where the complaint is sustained in whole or in part, the Integrity  Commissioner 
shall also report to Council outlining the findings, the terms of  any settlement, or 
recommended corrective action. 

6.3. Where the complaint is dismissed, other than in exceptional circumstances, the 
Integrity Commissioner shall not report to Council except as part of an annual or 
other periodic report. 

6.4. Any recommended corrective action must be permitted in law and shall be 
designed to ensure that the inappropriate behaviour or activity does not continue. 

7.1 If the Integrity Commissioner determines that there has been no contravention of 
the Code of Conduct or that a contravention occurred although the member took 
all reasonable measures to prevent it, or that a contravention occurred that was 
trivial or committed through inadvertence or an error of judgement made in good 
faith, the Integrity Commissioner shall so state in the report and shall recommend 
that no penalty be imposed. 

8.1 The Town Clerk shall process the report for the next meeting of Council. 

Council Review  

9.1. Council shall consider and respond to the report within 90 days after the day the 
report is laid before it. 

9.2. In responding to the report, Council may vary a recommendation that imposes a 
penalty, subject to Section 223.4, subsection (5) of the Municipal Act, but shall not 
refer the recommendation other than back to the Integrity Commissioner. 

9.3. Council can terminate the Integrity Commissioner only by a two-thirds vote of all 
members. 

9.4. Upon receipt of recommendations from the Integrity Commissioner, Council may, in 
circumstances where the Integrity Commissioner has determined there has been a 
violation of the Code of Conduct, impose either of two penalties: 
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(a) a reprimand; or 

(b) suspension of the remuneration paid to the Member in respect of his/her 
services as a Member of Council or a local board, as the case may be, for a 
period of up to 90 days, and may also take the following actions: 

(c) removal from membership of a committee; 

(d) removal as chair of a committee; 

(e) repayment or reimbursement of monies received; or 

(f) return of property or reimbursement of its value. 

Confidentiality 

10.1. A complaint will be processed in compliance with the confidentiality requirements 
in sections 223.5 and 223.6 of the Municipal Act, which are summarized in the 
following subsections. 

10.2. The Integrity Commissioner and every person acting under her or his instructions 
shall preserve secrecy with respect to all matters that come to his or her 
knowledge in the course of any investigation except as required by law in a 
criminal proceeding. 

10.3. All reports from the Integrity Commissioner to Council will be made available to 
the public. 

10.4. Any references by the Integrity Commissioner in an annual or other periodic 
report to a complaint or an investigation shall not disclose confidential information 
that could identify a person concerned. 

10.5. The Integrity Commissioner in a report to Council on whether a member has 
violated the Code of Conduct shall only disclose such matters as in the Integrity 
Commissioner’s opinion are necessary for the purposes of the report. 
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Attachment “A” 

Complaint Form 

I,       , hereby  request the Integrity Commissioner for the 
Town of Aurora to conduct an inquiry about whether or not the following member(s) of 
the Town Council has contravened the Council Code of Conduct or the Municipal 
Conflict of Interest Act: 

I have reasonable and probable grounds to believe that the above member(s) has 
contravened the Council Code of Conduct and/or the Municipal Conflict of Interest Act by 
reason of the following (please include date, time and location of conduct, the Rules 
contravened, and particulars, including names of all persons involved, and of all 
witnesses, and information as to how they can be reached (attach additional pages as 
needed): 

I hereby request the Integrity Commissioner to conduct an inquiry with respect to the 
above conduct.  Attached are copies of documents and records relevant to the 
requested inquiry.  

Date:  Signature: 

Name:  

Address: 

Email: 

Phone: 

Email completed Complaint to Principles Integrity at: 
postoffice@principlesintegrity.org 

mailto:robert.swayze@sympatico.ca


DUTIES AND RESPONSIBILITIES OF THE MUNICIPAL COUNCILLOR AND TOWN 
ADMINISTRATION 

 
Municipal Corporations 
 
Municipalities are created by the Province to be responsible and accountable 
governments with respect to matters within their jurisdiction.  The varied and complex 
powers and duties of municipalities are found in many statutes including the following: 
 

• Municipal Act, 2001; 
• Development Charges Act, 1997; 
• Municipal Conflict of Interest Act; 
• Planning Act; 
• Municipal Freedom of Information and Protection of Privacy Act; 
• Building Code Act, 1992; 
• Safe Drinking Water Act, 2002; 
• Assessment Act; 
• Oak Ridges Moraine Conservation Act, 2001; 
• Accessibility for Ontarians with Disabilities Act, 2005; 
• Highway Traffic Act; 
• Drainage Act; and 
• Occupational Health and Safety Act. 

 
These powers and duties are constantly changing and council members must be well 
informed on their many and varied roles.  
 
The Municipal Act, 2001 provides that the powers of the municipality shall be exercised 
by its council.  These powers must be exercised by by-law, unless there is specific 
authorization in a statue to act without a by-law.  While the scope of powers of a 
municipality is interpreted to be broad, a lower-tier municipality such as the Town of 
Aurora is subject to certain spheres of jurisdiction as described in the Municipal Act, 
2001, and is also subject to provincial and federal jurisdiction. 
 
Role of Council 
 
Section 224 of the Municipal Act, 2001 provides that the role of council is: 
 

• to represent the public and to consider the well-being and interests of the 
municipality; 

• to develop and evaluate the policies and programs of the municipality; 
• to determine which services the municipality provides; 
• to ensure that administrative policies, practices and procedures and 

controllership policies, practices and procedures are in place to implement the 
decisions of council; 



• to ensure the accountability and transparency of the operations of the 
municipality, including the activities of the senior management of the municipality 

• to maintain the financial integrity of the municipality; and 
• to carry out the duties of council under any legislation. 

 
Not only must a council provide both long term and short term policy guidance and 
direction, but a council must also ensure the policies are fulfilled by staff and that the 
municipality functions in an accountable and efficient way. 
 
Role of the Head of Council 
 
The head of council for the Town of Aurora is the Mayor.  Section 225 of the Municipal 
Act, 2001 also provides that the role of the head of council includes the following 
responsibilities: 
 

• to act as chief executive officer of the municipality; 
• to preside over council meetings so that its business can be carried out efficiently 

and effectively; 
• to provide leadership to the council and, without limiting such leadership, to 

provide information and recommendations to the council with respect to the role 
of council regarding administrative policies, controllership policies, and the 
accountability and transparency of the operations of the municipality; 

• to represent the municipality at official functions; and 
• to carry out the duties of the head of council under any legislation. 

 
The Mayor is referred to as the “Chief Executive Officer”.  The Municipal Act, 2001 
imposes mandatory legislative duties on a mayor, without granting specific expanded 
authority to a mayor.  A mayor under the current legislation remains as a single member 
of council with one vote. 
 
As stated in section 226.1 of the Municipal Act, 2001, as chief executive officer of a 
municipality, the head of council shall: 
 

• uphold and promote the purposes of the municipality; 
• promote public involvement in the municipality’s activities; 
• act as the representative of the municipality both within and outside the 

municipality, and promote the municipality locally, nationally and internationally; 
and 

• participate in and foster activities that enhance the economic, social and 
environmental well-being of the municipality and its residents. 

 
The Mayor also serves as a signing officer along with the Clerk for the Town of Aurora 
with respect to legal documents and by-laws.  As well, the Town of Aurora’s Procedure 
By-law that governs all meetings of Council provides the Mayor with the ability to call 
special council meetings.  In addition, under the “Policy for Ad Hoc/Advisory 
Committees and Local Boards”, the Mayor sits as an ex-officio member of all Council ad 



hoc and advisory committees and local boards, and may take part in discussions but 
cannot take part in a vote unless the Mayor’s attendance is counted in order to form 
quorum for a particular meeting of such committee or board. 
 
The Mayor, by virtue of the office, represents the Town of Aurora on the Region of York 
Council and sits on Regional Committees. 
 
Role of the Administration 
 
Section 227 of the Municipal Act, 2001 also provides that the role of the officers and 
employees of the municipality are as follows: 
 

• to implement council’s decisions and establish administrative practices and 
procedures to carry out council’s decisions; 

• to undertake research and provide advice to council on the policies and 
programs of the municipality; and  

• to carry out other duties required under any legislation and other duties assigned 
by the municipality. 

 
Chief Administrative Officer 
 
A municipality may appoint a Chief Administrative Officer and, in accordance with 
section 229 of the Municipal Act, 2001, once the Chief Administrative Officer is 
appointed, he or she is responsible for: 
 

• exercising general control and management of the affairs of the municipality for 
the purpose of ensuring the efficient and effective operation of the municipality; 
and 

• performing such other duties as are assigned by the municipality. 
 
Officers and Other Employees 
 
Generally, a municipality will have two distinct classes of employees – officers who hold 
offices created by Council and who are appointed by Council by by-law, and other 
employees.   
 
Officers of a municipality include those positions that are mandated by statute, such as 
the Clerk (s. 228 of the Municipal Act, 2001), the Treasurer (s. 286 of the Municipal Act, 
2001) and the Chief Building Official (s. 3 of the Building Code Act, 1992).  Each of 
these positions is required to undertake the duties and responsibilities that are set out in 
a number of statutes and regulations.  Although the Clerk is not required to be an 
employee of the municipality, someone must assume the role and the responsibilities.  
Deputy Clerks and Deputy Treasurers may also be appointed to fulfill the role of Clerk 
or Treasurer. 
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Office Consolidation 
This is a consolidation of the Town’s Procedure By-law being By-law No. 6228-19, as 
amended. This is an electronic reproduction made available for reference and 
information purposes only. It is not an official version of the By-law. Official versions of 
all by-laws can be obtained by contacting the Legislative Services Division at (905) 727-
3123 or clerks@aurora.ca. If there are any discrepancies between this consolidation 
and By-law No. 6228-19, as amended, the By-law(s) shall prevail. 
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The Corporation of the Town of Aurora 

By-law Number 6228-19 

Being a By-law to govern the proceedings of  
Council and Committee meetings of the 

Town of Aurora.  

Whereas subsection 238 (2) of the Municipal Act, 2001 requires every Council and local 
board to adopt a Procedure by-law for governing the calling, place and proceedings of 
Meetings;  

And whereas subsection 11 (2) of the Municipal Act, 2001 provides that upper and lower 
tier municipalities may pass by-laws respecting accountability and transparency of the 
municipality and its operations and of its local boards and their operations; and,  

And whereas it is Council’s desire to follow a process of municipal governance that reflects 
an open, transparent government;  

And whereas Council, in the interest of good governance, recognizes a Procedure By-law as 
a hallmark of accountability and transparency; and, 

And whereas Council considers it necessary to enact a by-law in this regard and to repeal 
Procedure By-law Number 6068-18; 

Now therefore the Council of The Corporation of the Town of Aurora hereby enacts as 
follows: 

1. Definitions 

In this Procedure By-law: 

a) “CAO” means the Chief Administrative Officer of the Town or his/her 
designate; 

b) “Chair” means the presiding officer at a meeting of Council or a 
Committee; 

c) “Clerk” means the Clerk of the Town or his/her designate; 
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d) “Closed Session” means a Meeting, or part of a Meeting of Council or a 
Committee, which is closed to the public as permitted by the Municipal 
Act, 2001; 

e) “Code of Ethics” means the “Code of Ethics”, a declaration of the 
principles of good conduct and ethics. 

f) “Committee” means any Standing Committee of Council or an advisory or 
special Committee established by Council from time to time; 

g) “Confirming By-law” means a by-law passed for the purpose of giving 
effect to a previous decision or proceeding of Council; 

h) “Council” means the Members of Council of the Town of Aurora; 

i) “Delegation” means an address to Council or a Committee at the request 
of a person wishing to speak; 

j) “Deputy Mayor” means the Member appointed to assume the duties, 
rights, powers and authority of the Mayor in the circumstances set out in 
Section 242 of the Municipal Act, 2001; (amended per By-law No. 6453-
22) 

k) “Director” means a Director of the Town or his/her designate or successor 
in title; 

l) “Emergency Weather Event” means an emergency weather event as 
defined by Town Policy No. HR-23 – Facility Closure – Inclement 
Weather/Power Failure – as may be amended from time to time;  

m) “Friendly Amendment” means an amendment to the Motion under debate 
with the consent of the mover and seconder only, and without the 
requirement for an amending Motion to be made; 

n) “Frivolous” means without merit or substance or is trivial;  

o) “Head” means the individual or body determined to be head under the 
Municipal Freedom of Information and Protection of Privacy Act, 1990 

p) “Inaugural Meeting” means the first Meeting of Council after a regular 
election; 
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q) “Local Board” means a local board defined by the Municipal Act, 2001; 

r) “Mayor” means the Mayor of the Town; 

s) “Meeting” means any regular, special or other Meeting of Council or a 
Committee and includes a Workshop;  

t) “Member” means any individual elected to Council or a person appointed 
by Council to a Committee; 

u) “Motion” means a proposal moved by a Member, and seconded by another 
Member, to adopt, amend, or otherwise deal with a matter before Council 
or a Committee; 

v) “Municipal Act, 2001” means the Municipal Act, 2001, S.O. 2001, c.25, as 
amended; 

w) “Municipal Conflict of Interest Act” means the Municipal Conflict of 
Interest Act, R.S.O. 1990, c. M.50, as amended; 

x) “Municipality” means The Corporation of the Town of Aurora; 

y) “Notice” means written notice, except where legislation, by-law or policy of 
the Town provides for another form and manner of notice; 

z) “Offending Member” means a Member who has been found by the Chair or 
by Council or by a Committee to have disobeyed a rule in this Procedure 
By-law or a Chair’s ruling; 

aa) “Point of Order” means a Motion raised by a Member drawing attention to 
an infraction of this Procedure By-law; 

bb) “Point of Personal Privilege” means a Motion raised by a Member which 
concerns the health, safety, rights, or integrity of the Member, the Council, 
a Committee, Staff or anyone present at a Meeting; 

cc) “Procedural Matter” means a matter or Motion of a procedural nature; 

dd) “Public Planning Meeting” means a Meeting held pursuant to the Planning 
Act, R.S.O. 1990, c. P.13, as amended, or other statute; 
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ee) “Quorum” means the number of Members required for the legal conduct of 
the business of Council or a Committee. 

ff) “Resolution” means the decision of Council on any Motion; 

gg) “Robert’s Rules of Order” means the most current edition of Robert’s Rules 
of Order, Newly Revised;  

hh) “Rules of Procedure” means the rules and regulations contained in this 
Procedure By-law and that govern the proceedings of Council and its 
Committees; 

ii) “Staff” means an employee(s) of the Town;

jj) “Standing Committee” means a Committee established by Council and
consisting solely of all Members of Council;

kk) “Town” means The Corporation of The Town of Aurora; 

ll) “Town Hall” means the municipal offices located at 100 John West Way,
Aurora, Ontario;

mm) “Vexatious” means without merit and pursued in a manner that is
malicious or intended to embarrass or harass the recipient or others;

nn) “Workshop” means a Meeting of Council or Committee for the purpose of 
discussing issues in an informal venue. 

2. Purpose and Application

a) This By-law shall be known as the Procedure By-law and establishes the
rules of procedure for Council and Committee Meetings.

3. Principles of the Procedure By-law

a) The principles of openness, transparency and accountability to the public
guide the Town’s decision-making process. In the context of Council and
Committee proceedings, this is accomplished by:

i) Ensuring the decision-making process is understood by the public
and other stakeholders;
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ii) Providing access to information and opportunities for input by the 
public and other stakeholders consistent with the requirements of 
this Procedure By-law and other statutory requirements; 

iii) Exercising and respecting individual and collective roles and 
responsibilities provided for in this Procedure By-law and other 
statutory requirements. 

b) The protection of basic rights by recognizing the right of the majority to 
decide, the minority to be heard and individuals to have the opportunity to 
participate. 

c) The principles of parliamentary law governing Council and Committee 
Meetings include: 

i) Every Member has the right to one vote, unless prevented by law;  

ii) Each Member has the right to be heard on a matter, unless 
prevented by law; 

iii) Each Member has the right to information to help make decisions, 
unless prevented by law; 

iv) Each Member has the right to an efficient meeting;  

v) Each Member has the right to be treated with respect and courtesy; 

vi) Each Member represents the public and will first and foremost 
consider the well-being and interests of the Municipality. 

4. Interpreting the Procedure By-law 

a) In the event of conflict between this Procedure By-law and legislation, the 
provisions of the legislation prevail. 

b) If there is a conflict between two or more rules in this Procedure By-law, or 
if there is no specific rule on a matter, the Chair will rule. In making a 
ruling, the Chair may consult the Clerk, rely on previous rulings and 
practices, or refer to Robert's Rules of Order. 
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5. Suspension of Rules 

a) Rules of Procedure provided for in this Procedure By-law may be 
suspended by a two-thirds majority vote of Council or a Committee, with 
the exception of the following circumstances: 

i) Where required by law; 

ii) Contractual agreements binding the Town; 

iii) Quorum requirements. 

b) A Motion to suspend the Rules of Procedure required by this Procedure 
By-law shall not be debatable or amendable.   

6. Standing Committees 

a) General Committee 

i) The General Committee shall be comprised of all Members of 
Council. 

ii) The General Committee may consider delegations, Community 
presentations, correspondence, staff reports and matters which 
may require more elaboration and discussion than would be 
appropriate in a Council Meeting and such other matters as Council 
may determine. Recommendations from General Committee will be 
considered by Council. 

b) Audit Committee 

i) The Audit Committee shall be comprised of all Members of 
Council. 

ii) The Audit Committee shall: 

(a) Review audited financial statements; 
(b) Review significant management letter comments and related 

recommendations;  
(c) Review the appointment of auditors; and 
(d) Make recommendations regarding the above to Council. 
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iii) The Committee’s mandate shall include operational reviews. 

iv) Meetings will be held at the call of the Chair. Agendas will be 
distributed to Members of Council at least forty-eight (48) hours 
prior to the Meeting. 

c) Budget Committee 

i) The Budget Committee will be comprised of all Members of 
Council. 

ii) The Budget Committee shall make recommendations to Council on 
approval of the Town’s annual operating and capital budgets. 

iii) The Budget Committee has delegated authority to: 

(a) Approve the Meeting minutes of the Budget Committee; 
(b) Direct staff to bring forward information to the Budget 

Committee as needed, and defer matters to a future General 
Committee or Budget Committee meeting; and 

(c) Direct staff to prepare and bring forward for Council’s 
consideration a report summarizing Committee 
recommendations on the annual capital and operating 
budgets. 

iv) Budget Committee Meetings will be held as outlined in the Meeting 
Schedule, as approved by Council. 

7. Committees  

a) When not provided for in the Committees’ Terms of Reference or the Town 
Policy for Ad Hoc/Advisory Committees and Local Boards, the Rules of 
Procedure set out in this Procedure By-law shall govern all Meetings of all 
Committees, including any ad hoc, Advisory Committees, or Local Boards. 

8. Chair of Meeting 

a) The Chair is the presiding officer at a Meeting of Council or a Committee. 

b) The Chair of a Meeting of Council, Audit Committee, Budget Committee, a 
Closed Session or a Workshop Meeting is the Mayor. In the absence of the 
Mayor, the Deputy Mayor is Chair.  
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c) The Chair of a Meeting of General Committee shall be the Deputy Mayor 
as provided for in Section 10 of this By-law. (amended per By-law No. 
6453-22) 

d) In the absence of the person appointed as Chair, the Members shall 
appoint one of their Members as Chair for the purpose of that Meeting. 

e) The Chair and any Vice Chairs of other Committees are appointed in 
accordance with the Town’s Policy for Ad Hoc/Advisory Committees and 
Local Boards, or their Terms of Reference. 

9. Duties of the Chair 

a) The Chair is responsible for, where applicable: 

i) Carrying out the roles and responsibilities of his/her role as 
described in the Municipal Act, 2001; 

ii) Chairing the Meeting in an objective manner in accordance with this 
Procedure By-law; 

iii) Enforcing the Rules of Procedure in this Procedure By-law; 

iv) Enforcing order and good behaviour of all Members at all times; 

v) Announcing the business before Council or a Committee and the 
order in which it is to be considered; 

vi) Receiving, stating and framing all Motions presented to clarify their 
intent as moved; 

vii) Ruling on whether a Motion is in order; 

viii) Protecting Council or a Committee from a Motion that is obviously 
Frivolous or tending to cause delay by refusing to acknowledge the 
Motion; 

ix) Providing information to Members on any matter related to the 
business of Council or a Committee; 

x) Deciding to acknowledge, and ruling on, whether a Point of Order or 
Point of Personal Privilege is in order subject to an appeal by any 
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Member to the Council or a Committee on any question of order in 
respect to business before the Council or a Committee, and giving 
the facts, circumstances and reasons for the ruling; 

xi) Calling a vote on the question of sustaining the ruling of the Chair, 
and announcing the results of the vote, if there is an appeal to the 
ruling of the Chair. In this regard, the Chair may provide further 
explanation of the ruling prior to calling the vote; 

xii) Recessing a Meeting for a brief, specified time to consult the Clerk, 
the CAO or other staff person if necessary; 

xiii) Recessing the Meeting for a specified time if there is a threat or 
imminent threat to the health or safety of any person, or if there is a 
possibility of public disorder; 

xiv) Ensuring that Members take a health break by announcing a 
minimum ten (10) minute recess after two (2) hours have passed 
since the last break;  

xv) Ensuring that all Members who wish to speak on a Motion have 
spoken; 

xvi) Ensuring clarity, where required, by reading, or requesting the Clerk, 
recording secretary or other appropriate person to read Motions 
before voting; 

xvii) Putting all Motions to a vote and announcing results; 

xviii) Voting on all matters unless the Municipal Conflict of Interest Act 
prohibits it; 

xix) Declining to put to a vote any Motion which contravenes this 
Procedure By-law; 

xx) Calling Members to order; 

xxi) Adjourning the Meeting when the business of the Meeting has 
concluded; and, 

xxii) Signing all by-laws, Resolutions, and minutes when required. 
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10. Deputy Mayor (section added per By-law No. 6453-22) 

a) The Deputy Mayor shall be composed of all Ward Council Members 
with appointments running concurrently on a monthly rotation 
basis. The Clerk shall prepare and circulate a schedule for the 
rotation of the Deputy Mayor at the beginning of each term of 
Council for the entire term of Council, as follows: 

i) Each Ward Councillor shall hold the position of Deputy 
Mayor for seven (7) non-consecutive months throughout the 
term of Council; 

ii) Each Ward Councillor shall be the Deputy Mayor in July or 
August once over the course of the term of Council; and, 

iii) No Deputy Mayor will be appointed in July, August, 
September, October, November and December of a 
Municipal Election Year. 

b) Ward Councillors shall notify the Clerk of any exchanges of their 
appointed months with other Ward Councillors due to a foreseen 
absence. 

c) In the absence of the Deputy Mayor, the Mayor will Chair any 
General Committee meetings. 

d) The Deputy Mayor shall act in the absence of the Mayor in the 
following circumstances: 

i) When the Office of Mayor is vacant; 

ii) When the Mayor is absent due to illness, or scheduling 
conflict; 

iii) When the Mayor is absent from the Town; 

iv) When the Mayor refuses to act; or 

v) When the Mayor declares a conflict of interest. 
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e) The Deputy Mayor has, and may exercise all the rights, powers, and 
authority of the Mayor as Head of Council in the Mayor’s absence, 
as defined in Section 241 and 242 of the Municipal Act, 2001. 

11. Members of Council and Committees 

a) Members are responsible for, where applicable: 

i) Carry out the responsibilities of the role of Council as described in 
the Municipal Act, 2001, Municipal Conflict of Interest Act and any 
other legislation; 

ii) Attending scheduled Meetings; 

iii) Carefully considering and making decisions about Meeting 
business, including seeking information and advice from staff prior 
to and during a Meeting; 

iv) Voting on Motions put to a vote, unless the Municipal Conflict of 
Interest Act prohibits it; 

v) Respecting the Rules of Procedure in this Procedure By-law; 

vi) Listening attentively, participating in a Meeting and not interrupting, 
unless to raise a Point of Order or Point of Personal Privilege; 

vii) Remaining silent in their seats while Council or a Committee votes 
and until the Chair announces the result of the vote; 

viii) Refraining from using indecent, offensive or insulting language or 
speak disrespectfully of any individual. 

ix) Refraining from engaging in private conversation while in the 
Meeting or using communication devices in any manner that 
disrupts the Member speaking or interrupts the business of 
Council; 

x) Respecting and following the decisions of Council or a Committee; 

xi) Not disclosing any of the content of a Meeting that was closed to 
the public or provide confidential documents or materials to 
unauthorized individuals; 
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xii) Complying with the Chair’s rulings and Council’s decisions; and 

xiii) Complying with the Council Code of Ethics. 

12. Breach of Rules 

a) If a Member disobeys a rule in this Procedure By-law or a Chair’s ruling: 

i) After the first occurrence, the Chair calls the Member to order. 

ii) After the second occurrence, if the Member continues to disobey 
this Procedure By-law or the Chair’s ruling, the Chair will 
immediately order the Member to leave his/her seat and observe 
the Meeting from the audience for the remainder of the Meeting. 

iii) Any Member other than the Offending Member may appeal the 
Chair’s ruling in ii), and Council or a Committee may overturn or 
uphold the Chair’s ruling. Should the Chair’s ruling be overturned, 
the Offending Member may return to his/her seat. 

iv) At the next available opportunity in the Meeting, the Chair will offer 
the Offending Member the opportunity to apologize to Council or a 
Committee. The apology will not include additional comments or 
debate by the Offending Member or by Council or a Committee. 

v) After an apology is made by the Offending Member, Council or a 
Committee may consent to allow the Offending Member to return 
to the Meeting. 

vi) Should, at any point, the Offending Member create a disturbance 
while seated in the audience in accordance with subsection 10.b)ii), 
the Chair will order the Offending Member to leave the Council 
chamber or meeting room. 

vii) Council cannot appeal the Chair’s ruling in accordance with 
subsection 10.b) vi). 

viii) If the Offending Member refuses to leave his/her seat or leave the 
Council chamber or meeting room as required in subsection 
10.b)vi), the Chair may request the CAO to contact security or the 
police for assistance. 
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13. Right of Public Input and Notice 

a) The public has the right to have input and receive Notice on Council’s 
decision-making process. The methods for doing so include: writing to 
Council through the Clerk; submitting a petition; or speaking as a 
Delegation. The public will receive Notice in accordance with the 
requirements of legislation, this Procedure By-law and the Town’s Notice 
By-law. 

b) Should an individual wish to be provided with further Notice related to a 
matter of business before Council or Committee, he/she is required to 
indicate this wish to the Clerk on the prescribed form, which is available 
on the Town’s website or at the Town Hall. 

14. Members of the Public 

a) The Chair may expel or exclude any person who disrupts a Meeting, and 
may request security and/or police assistance in doing so. 

b) No persons, other than Members and Town staff, are permitted to 
approach the area where Members and staff are seated. 

c) Attendees will submit all materials for Council or Committee through the 
Clerk. 

d) Attendees are responsible for: 

i) Maintaining order and not heckling, or engaging in conversations, 
displaying placards or props or any behavior that may be 
considered disruptive; 

ii) Speaking respectfully at all times; 

iii) Using recording, broadcasting or streaming devices respectfully, 
and should the Chair direct it, moving or ceasing to use recording, 
broadcasting or streaming devices. 

e) All communication devices shall be turned off or set to silent mode during 
any meeting, with the exception of assistive devices for people with 
disabilities. 
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15. Preparation of Agendas  

a) The CAO and his/her staff are charged with providing guidance and 
recommendations to Council or Committee related to municipal business, 
and implementing the decisions of Council. 

b) The CAO chairs a regularly scheduled internal meeting to review draft 
agenda items in order to support the business of Council. 

c) The Clerk provides an administrative process to support the approval, 
preparation, Notice, publication and distribution/public access to agendas 
and agenda items, following approval by the CAO and/or Director. 

16. Availability of Agendas  

a) Council Meeting agendas are generally available to Members of Council 
and the public on each Thursday preceding a Meeting. 

b) General Committee Meeting agendas are generally available to Members 
on the Monday that is eight (8) days preceding a General Committee 
Meeting  and are generally available to the public on the following 
Tuesday. 

c) Closed Session agendas will be provided to Council in accordance with 
the publishing timeframes set out in Section 15 a) where required. 

d) Council Public Planning Meeting agendas are generally available to 
Members of Council and the public seven (7) days prior to the Meeting 
date. 

e) Special General Committee and Council, Workshop and emergency 
Meeting agendas will be provided to Members in accordance with the 
publishing timeframes set out in the Notice of Meetings section of this 
Procedure By-law, where required. 

f) Agendas for Committees, including Audit Committee and Budget 
Committee and excluding General Committee, are generally available 
seven (7) days prior to the meeting date. 
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17. Additional Items and Corrections  

a) An additional item is any item that is to be added to a Council or 
Committee agenda following publication of the original agenda. 

b) Any corrections to the agendas of Council or Committee may be listed on 
the additional items to be distributed, for information only.  

c) Committees are required to consent to the introduction of additional items 
by approving the agenda, as amended. 

d) Requests for items to be added to the agenda as an additional item shall 
have met at least one of the following conditions: 

i) Government/agency deadlines; 

ii) Legal implications; 

iii) Contractual implications; 

iv) Financial implications;  

v) Council or General Committee direction; or 

vi) As directed by the CAO. 

e) Additional items to Council or General Committee Meeting agenda are 
available on each Monday preceding the Meeting, and further additional 
items may be provided up to and including the Meeting day. 

18. Reports of Council and General Committee 

a) In accordance with established administrative protocols, reports prepared 
by staff are submitted in writing to the Clerk and distributed with the 
agenda for the applicable Meeting of Council or General Committee. 

b) Reports prepared by staff members contain information and 
recommendations prepared in the context of their professional, technical 
and administrative expertise independent of any particular political, 
constituent or stakeholder interest. 
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19. Information Reports  

a) An information report is prepared for the information of Council and 
generally relates to a matter considered at Council or General Committee, 
or is a matter of Town business. 

b) An information report does not contain recommendations. 

c) An Information Report may be requested by Council or General Committee 
in the form of a motion. 

d) Information reports are circulated directly to Council Members by email 
and made available to the public on the Town’s website in accordance 
with the timelines set out in the Availability of Agendas section of this 
Procedure By-law. Information reports are not published on a General 
Committee or Council agenda unless a Council Member makes such a 
request to the Clerk.  

e) Information Reports will be placed on an upcoming General Committee 
agenda at the request of a Council Member. Where required due to 
urgency or timing, information reports may be considered directly at 
Council as an item. 

20. Meetings 

a) Meetings Open to the Public 

i) All Meetings shall be open to the public except as provided for in 
the Closed Session section of this Procedure By-law. 

b) Inaugural Meeting 

i) The first Meeting of a newly elected Council after a regular 
municipal election shall be held on the first Tuesday in December at 
7 p.m. or such other date and time as determined by the Clerk.   

c) Approval of the Meeting Schedule 

i) Prior to January 1 of every year, Council approves a Meeting 
schedule of Council and Standing Committees for each calendar 
year, which may be amended. The Meeting Schedule is made 
available to the public on the Town’s website. 
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ii) The Meeting schedule of Committees is determined by its 
Members, in accordance with each Committee’s Terms of 
Reference and/or prescribed mandate. 

d) Location of Meetings 

i) Meetings shall take place at Town Hall, or at another location within 
the municipality or adjacent to the municipality, as authorized by 
the Mayor or by Council, or as provided for in the Municipal Act, 
2001 when Notice is given.  

e) Schedule of Meetings 

i) Meetings shall take place in accordance with the Meeting Schedule 
as prepared by the Clerk and approved by Council. 

ii) All Council Meetings will generally be held on the fourth Tuesday of 
each month at 7 p.m. and General Committee Meetings will 
generally be held on the first and third Tuesday of each month at 7 
p.m. Where a Council Meeting day is a public or civic holiday, 
Council will meet at the same hour on the Wednesday immediately 
following the holiday. 

iii) Unless otherwise determined by the Clerk, Council Closed Session 
will be scheduled at 5:45 p.m. immediately prior to a Council or 
General Committee Meeting, and will recess or adjourn at least ten 
(10) minutes prior to the scheduled time of the meeting. 

f) Public Planning Meetings 

i) Council will meet on the second Tuesday of each month at 7 p.m. 
for a Council Meeting to consider development-related applications 
and other matters that have been submitted under the Planning Act, 
R.S.O. 1990, c. P.13, as amended. 

g) Quorum 

i) A majority of Members shall constitute a Quorum. 

ii) As soon as there is a Quorum after the time appointed for 
commencement of a Meeting, the Mayor or Chair will call the 
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Meeting to order. If a Quorum is not present 30 minutes after the 
time appointed for commencement of a Meeting, the Clerk shall 
indicate that no Quorum is present and the Meeting shall not 
commence. 

iii) If during the course of a Meeting, Quorum is lost, the Chair shall 
declare that the Meeting shall be adjourned until the date of the 
next scheduled Meeting.  The agenda items are deemed to be 
deferred to the next scheduled Meeting. 

h) Late Arrival 

i) If a Member arrives late at a Meeting, any prior discussion is not 
reviewed without the consent of the Members present. 

i) Electronic Participation (section added per By-law No. 6275-20) 

i) Any member may participate electronically in a Meeting that is 
open to the public or in Closed Session. 

ii) Any Member who is participating electronically in a Meeting shall 
be counted in determining whether or not a Quorum is present at 
any point in time during the Meeting. 

iii) For staffing and scheduling purposes, any Council Member who is 
participating electronically in a General Committee or Council 
Meeting shall notify the Clerk, at least twenty-four (24) hours prior 
to the General Committee or Council Meeting. 

iv) Delegates may participate electronically in a Meeting, by 
completing and submitting an Electronic Delegation Request Form 
to clerks@aurora.ca, in accordance with the Delegation protocols 
and submission deadlines outlined in this by-law. 

v) A Member who participates electronically in a Meeting shall have 
the same rights and responsibilities as if they were in physical 
attendance, including the right to vote. 

vi) Electronic participation in a Meeting shall be conducted by way of 
electronic means, including, but not limited to, audio 
teleconference, video teleconference, or by means of the internet, 
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following instructions provided by the Clerk in order to ensure that a 
Meeting may proceed in the most transparent and successful 
manner under the current timelines and circumstances. 

21. Notice of Meetings  

a) General Provisions 

i) The Clerk gives Notice of a Meeting by: 

(a) Posting the annual approved schedule of Meetings; or 
(b) Using the Town’s social media accounts and website; or 
(c) Publishing Notice on the Town’s regular advertising page in 

the local newspaper; or 
(d) Providing the agenda to Members and the public; or 
(e) All of the above. 

ii) Every Notice of a Meeting shall indicate the date, time and place of 
the Meeting, and the contact information for the Clerk’s office. 

iii) Nothing in this Procedure By-law shall prevent the Clerk from using 
more extensive methods of Notice. 

iv) Nothing in this Procedure By-law shall prevent the Clerk from using 
longer timeframes for providing Notice. 

b) Special Meetings of Council or General Committee 

i) A special Meeting of Council or General Committee may be called 
by the Mayor at any time. A special Meeting of Council or General 
Committee is limited to business matters included in the Notice of 
Meeting. 

ii) Upon receipt of a written petition from a majority of the Members of 
Council, the Clerk will summon a special Meeting of Council or 
General Committee for the specific purpose and time identified in 
the petition. 

iii) In addition to the general Notice provisions in this Procedure By-
law, the Clerk shall give Notice of a special Meeting of Council or 
General Committee by providing an agenda at least twenty-four (24) 
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hours prior to the Meeting or if the Meeting is to be scheduled in 
less than twenty-four (24) hours, then by providing an agenda at the 
first opportunity to do so. 

c) Workshop Meetings 

i) The Mayor and/or CAO may hold a Workshop Meeting for Members 
of Council to discuss issues in an informal venue. With the 
exception of Procedural Matters, no Motions are passed. 

ii) A record describing, in general terms, the Meeting and the subject 
matter discussed is made at all Workshop Meetings and placed on 
a future Council agenda to be received only for the purposes of 
information. 

iii) In addition to the general Notice provisions in this section of the 
Procedure By-law, the Clerk shall give Notice of a Workshop 
Meeting by providing an agenda at least twenty-four (24) hours 
prior to the Meeting. 

iv) Delegations shall not be permitted at Workshop Meetings. 

d) Cancellation or Postponement of Meetings 

i) A Meeting may be cancelled or postponed where it is known in 
advance that Quorum will not be achieved, by Council Resolution, in 
the event of an emergency or Emergency Weather Event, or where 
the Meeting is no longer required, as deemed by the CAO. 

ii) Where possible, the Clerk shall give Notice of cancellations or 
postponements of Meetings by:  

(a) Providing Notice to each Member by email notification no 
less than forty-eight (48) hours prior to the time set for the 
Meeting; or  

(b) Providing Notice to the public no less than 3 hours by: 
Posting a Notice on the Town website;  
Sending a Notice via the Town’s social media accounts; 
Posting a Notice on the Town’s regular advertising page in 
the local newspaper, if time permits; and 
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Where (c) cannot be achieved, posting a Notice at the main 
entrance to Town Hall. 

(c) Notwithstanding subsection 19.d) ii), in the case of an 
emergency or an Emergency Weather Event, the Clerk shall 
provide Notice to each Member and the public as soon as 
practically possible. 

iii) Meetings of Committees may be cancelled or postponed by the 
Clerk, recording secretary, Chair or other assigned person where 
Quorum cannot be achieved, by Committee resolution, or in the 
event of an emergency or Emergency Weather Event. 

e) Invalidation of Notice of Meeting  

i) If a Meeting Notice is substantially given, but varies from the form 
and manner provided in this Procedure By-law, the ability to hold 
the Meeting and the actions taken at the Meeting are not 
invalidated. 

21.1 (Former section 20.1 removed per By-law No. 6275-20) 

22. Closed Session 

a) Matters of Closed Session  

i) Council or a Committee may, by Resolution, close a Meeting or part 
of a Meeting to the public in accordance with section 239 of the 
Municipal Act, 2001. 

ii) Council or a Committee may also resolve into a Closed Session to 
the public for the following purposes: 

(a) An ongoing investigation respecting the Municipality, a Local 
Board or a municipally-controlled corporation by the 
Ombudsman appointed under the Ombudsman Act, an 
Ombudsman referred to in subsection 223.13 (1) of the 
Municipal Act, 2001, or the investigator referred to in 
subsection 239.2 (1) of the Municipal Act, 2001.  

b) Notice of Closed Session 
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i) Where a matter may be considered by Council or General 
Committee for discussion in Closed Session, wherever possible, 
written Notice by way of a published agenda will include: 

(a) The fact that the Meeting will be closed to the public as 
provided for in the Municipal Act, 2001; and 

(b) The general nature of the matter to be considered at the 
Closed Session. 

c) A Motion to close a Meeting or part of a Meeting to the public shall state 
the: 

i) Intention to close the Meeting to the public; and 

ii) General nature of the matter to be considered at the Closed 
Session, and the grounds for closing the Meeting as set out in the 
Municipal Act, 2001. 

d) Voting during Closed Session 

i) Only votes relating to procedural matters or direction to staff may 
be taken during a Closed Session, unless otherwise authorized. 

e) Upon completion of the Closed Session: 

i) The Members shall immediately reconvene in open session;  

ii) The Mayor shall report any outcomes on the Closed Session as 
necessary; and, 

iii) If applicable, the Members shall vote on any Resolution(s) 
originating from the Closed Session.  

f) Reporting Out and Confidentiality of Closed Session Discussions 

i) Any required vote will occur following the Closed Session 
discussion of a Council or Committee Meeting.  

ii) Public General Committee and Council Closed Session agendas, 
minutes or reports shall provide sufficient detail without 
detrimentally affecting the confidentiality of the matter(s) 
discussed in Closed Session and the position of the Municipality. 
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iii) Minutes of a Closed Session shall be presented for adoption at a 
scheduled Meeting of Council that does not occur on the same day. 

iv) No Member shall disclose or discuss, through written, electronic or 
verbal communication or any other means, to any individual or 
corporate third party, any information that has been or will be 
discussed at a Closed Session of Council or a Committee until such 
time that Council or a Committee has determined or has been 
advised by staff that the matter, or any part of the matter, may be 
made public, subject to review by the head or designate under the 
Municipal Freedom of Information and Protection of Privacy Act or if 
directed to do so by a court. 

g) (section removed per By-law No. 6350-21) 

h) Closed Meeting Investigation 

i) A person may request that an investigation be undertaken to 
determine whether Council or Committee complied with the 
requirements of the Municipal Act, 2001 and this Procedure By-law 
in respect of a Meeting or part of a Meeting closed to the public. A 
person may initiate such a request by submitting a written request 
to the Town Clerk. 

23. Speaking Order and Limit 

a) The Chair shall maintain a list of Members who have requested to speak 
or ask questions. The Chair shall designate Members to speak or ask 
questions in the order in which they appear on the list. The Chair shall give 
priority to Members who have not spoken to the matter previously. 

b) At Committee Meetings, Members are permitted to speak two (2) times on 
a matter, the first time being for a maximum of ten (10) minutes, and the 
second time being for a maximum of five (5) minutes; and 

c) At Council Meetings, Members are permitted to speak two (2) times on a 
matter for a maximum of five (5) minutes each time. 
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24. Rules of Debate 

a) Members’ comments are relevant to the matter of business before Council 
or a Committee. Members should avoid comments intended to be 
statements or assertions. 

b) Any Member may require a Motion or question under discussion to be 
read at any time during the debate but not so as to interrupt the Member 
speaking. 

c) Members shall express themselves succinctly without repetition. 

d) Questions may be asked only of: 

i) The Chair; 

ii) Staff; 

iii) A previous speaker; and, 

iv) A delegation. 

25. Order of Business – General Committee 

a) The order of business of General Committee is set out in the agenda, as 
follows, where provided for: 

i) Approval of the Agenda 

ii) Declarations of Pecuniary Interest and General Nature Thereof 

iii) Community Presentations 

iv) Delegations 

v) Consent Agenda 

vi) Advisory Committee Meeting Minutes 

vii) Consideration of Items Requiring Discussion (Regular Agenda) 

viii) Notices of Motion 

ix) New Business 
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x) Closed Session  

xi) Adjournment 

26. Order of Business – Council 

a) The order of business for the Council is set out in the agenda as follows, 
where provided for: 

i) Approval of the Agenda 

ii) Declarations of Pecuniary Interest and General Nature Thereof 

iii) Community Presentations 

iv) Delegations 

v) Consent Agenda 

vi) Standing Committee Reports 

vii) Consideration of Items Requiring Discussion (Regular Agenda) 

viii) Motions 

ix) Regional Report 

x) New Business  

xi) Public Service Announcements 

xii) By-laws 

xiii) Closed Session 

xiv) Confirming By-law 

xv) Adjournment 

27. Order of Business – Other 

a) The order of business for any other meeting type is at the discretion of the 
Clerk. 
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28. Record of Meetings 

a) The Clerk records the minutes of Meetings of General Committee and 
Council without note or comment. The minutes record: 

i) The date, time and location of the Meeting; 

ii) The name of the Chair and a record of the attendance at the 
Meeting; 

iii) The name and nature of presenters and Delegations; and 

iv) All Resolutions, decisions and other proceedings of the Meeting; 

b) Minutes of Committees, excluding standing Committees are submitted to 
General Committee for receipt.  

c) The receipt of Committee minutes, excluding standing Committee 
minutes, by Council does not constitute endorsement by the Town of any 
recommendations or actions contained in the minutes. 

d) A General Committee report is submitted to the next regular Council 
meeting for consideration of the recommendations to Council. The report 
from General Committee that is presented to Council shall not contain the 
mover or seconder on each item but rather shall only show 
recommendations endorsed by the General Committee.  

e) Minutes of each Meeting of Council are presented to the subsequent 
regular Meeting of Council for approval. The approved minutes form the 
official record of the Meeting. 

f) After the Council Meeting minutes have been approved by Council, they 
shall be signed by the Mayor and Clerk. 

g) Approved minutes of Council, including the report of the General 
Committee, will be posted on the Town’s website as they become 
available. 

h) The Clerk shall ensure that the minutes of each Meeting are made 
available to Members within a reasonable amount of time after the 
holding of such Meeting. 
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29. Changes in Order of Agenda  

a) The business of General Committee and Council is dealt with in the order 
stated on the published agenda, unless Council consents to changing the 
order. 

30. Declarations of Pecuniary Interest 

a) Members are required to make declarations of pecuniary interest in 
accordance with the requirements of the Municipal Conflict of Interest Act 
and/or other relevant legislation and shall refrain from speaking to and 
voting on the matter. At a Meeting at which a Member discloses a 
pecuniary interest, or as soon as possible afterwards, the Member shall 
file a written statement of the interest and its general nature with the Clerk 
or the secretary of the Committee or Local Board. 

b) A public registry of all declarations of pecuniary interest will be maintained 
by the Clerk in accordance with the Municipal Conflict of Interest Act. 

c) Where a Meeting is not open to the public, in addition to complying with 
the requirements set out in the Closed Session section of this Procedure 
By-law, the Member shall leave the Meeting or the part of the Meeting 
during which the matter is under consideration. 

d) Where the interest of a Member has not been disclosed by reason of the 
Member’s absence from a particular Meeting, the Member shall disclose 
the Member’s interest and otherwise comply at the first Meeting of 
Council or Committee, as the case may be, attended by the Member after 
the particular Meeting. 

e) The Clerk shall record the particulars of any disclosure of pecuniary 
interest and general nature thereof made by a Member, and this record 
shall appear in the minutes of that Meeting. 

31. Staff and Community Presentations 

a) Staff Presentations 

i) Staff presentations, if related to a report on the agenda shall occur 
at the time the report is discussed. Presentations by Staff at 
Meetings shall be a maximum of ten (10) minutes.  
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b) Community Presentations 

i) Community Presentations may be made by third-parties invited by 
staff to Council or General Committee on matters of interest to the 
Town. Such presentations are received or presented by the Chair. 

ii) Requests to be added to the Community Presentations section of 
an agenda shall be submitted to the Clerk at least three (3) weeks 
prior to the Meeting date. 

iii) Any accompanying materials must be submitted to the Clerk in an 
electronic format at least three (3) business days prior to the 
Meeting date. 

iv) Community Presentations may be up to five (5) minutes. The 
consent of Council or General Committee is required to extend a 
presentation beyond five (5) minutes. 

v) The Clerk may limit the frequency and/or number of times a group 
or individual may appear before General Committee or Council. 

32. Delegations at Meetings of Council and General Committee 

a) General Provisions 

i) Delegates shall be encouraged to appear at the appropriate 
Committee first rather than Council.  

ii) Anyone wishing to appear before General Committee shall register 
as a delegate by submitting the prescribed form to the Clerk no 
later than 9 a.m. on the scheduled Meeting date. 

iii) Anyone wishing to appear before Council shall register as a 
delegate by submitting the prescribed form to the Clerk no later 
than 9 a.m. one (1) business day prior to the scheduled Meeting 
date. 

iv) Delegates shall advise the Clerk that the audio-visual equipment 
will be required and shall submit supporting material to the Clerk 
for approval in an electronic format no later than 4:30 p.m. on the 
Friday prior to the Meeting date.  
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v) Delegates requesting specific financial assistance or services in-
kind from General Committee or Council shall be directed to a
Budget Committee meeting. Requests made outside the Budget
Committee Meeting must include a detailed written request to the
Clerk prior to the Meeting, which will be forwarded to the
appropriate department for review. A decision will not be made at
the Meeting where the Delegation is heard.

vi) The Clerk shall give due consideration to the length of the agenda
and the number of Delegations and shall advise to the requester the
earliest possible date when his/her Delegation may be
accommodated. A limit of four (4) Delegations will be considered at
a Meeting of General Committee, and two (2) Delegations will be
considered at a Meeting of Council.

vii) The Clerk may limit the frequency and/or number of times a group
or individual may appear before General Committee or Council.

viii) Delegation requests received after the deadline or limit has been
reached will be acknowledged by the Clerk but not placed on an
agenda.

ix) Delegations at General Committee and Council Meetings shall be
on a subject that is within the jurisdiction or influence of local
government. Delegations at a Meeting of Council shall be related to
an item of business on the agenda.

x) Delegations regarding active planning applications will not be
permitted at a Council Meeting

xi) Delegates shall refrain from making statements or comments that
are, in the opinion of the Chair, frivolous or vexatious in nature.

xii) Delegates who share the same position on a matter or are from the
same organization, are encouraged to speak in one delegation.

xiii) Delegates shall be restricted to a speaking limit of five (5) minutes,
regardless of whether they are representing an organization,
association or other group.
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xiv) The consent of Council or General Committee is required to grant a
delegate one (1) extension of up to five (5) minutes at a Council or
General Committee Meeting, and to consider more than two (2)
Delegations at a Council Meeting.

xv) Delegates who appear before General Committee are not permitted
to make a Delegation in relation to the same item at the following
Council Meeting, but may submit written material to Members of
Council through the Clerk’s Office.

b) Conduct of Delegates

i) Delegates shall not make detrimental, offensive or insulting
comments, or speak ill of, or malign the integrity of Staff, the public,
Council or Committee or other external public agencies.

ii) Delegates who contravene this section will not be permitted to
finish their delegation and will be asked by the Chair to take their
seat in the audience.

c) Delegations at Council Meetings

i) Anyone wishing to speak on an item that is not on the Council
agenda may be placed on a Committee agenda to address an issue
that is not on the Council agenda.

d) Delegations at Public Planning Meetings

i) Any person may speak on a matter on the agenda at a Public
Planning Meeting. The delegate shall not speak for more than five
(5) minutes, but may have an opportunity to speak more than once
on the agenda item.

33. Consent Agenda

a) Consent Agenda will include the following items that do not have
presentations or Delegations:

i) Receipt of the Minutes (i.e., Special Council, Workshop, Closed
Session) (Council Meeting agenda only);

ii) Procurement items that are within the approved budget;
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iii) Communications addressed to Council;  

iv) Information reports requested by Council through motions; and 

v) Items as directed by the CAO or Clerk. 

b) Questions of clarification may be asked by Members about any consent 
item during the adoption of the Consent Agenda without requiring a 
separate vote. 

c) Members shall identify any items contained on the Consent Agenda which 
they wish to speak to and the matter shall be extracted from the Consent 
Agenda to be dealt with separately under Consideration of Items Requiring 
Discussion (Regular Agenda). 

d) In the event that a Member declares a pecuniary interest on an item that is 
included on the Consent Agenda, that item shall be considered under 
Consideration of Items Requiring Discussion (Regular Agenda). 

e) Items on the Consent Agenda or the balance of the items, as the case may 
be, shall be adopted in one Motion. 

34. Notice of Motion 

a) A Member desiring to introduce a subject for discussion by Council will 
provide the proposed Notice of Motion to the Clerk in writing for inclusion 
in a regular agenda of General Committee by 12 p.m. on the Wednesday 
prior to the meeting. 

b) The Motions will be included on the next Council agenda for consideration 
and disposition. Motions that are not in order, as determined by the Clerk, 
will not be included. 

c) Closed Session Notices of Motion may be published as part of a General 
Committee or Council agenda to fulfil Notice provisions. The subsequent 
Motion will be brought forward to the next scheduled Council Closed 
Session meeting, or to a meeting agreed to by the authoring Member and 
the Clerk. 



By-law No. 6228-19, as amended Page 35 of 48 

Town of Aurora Procedure By-law  Effective January 1, 2020 

d) The CAO or Staff may be requested to comment on the Motion raised in 
this section, but no staff report will be prepared unless the Motion, once 
adopted by Council, is referred to staff for a further report. 

e) It is the duty of the Member to: 

i) Prepare the proposed Motion in writing 

ii) Submit the proposed Motion to the Clerk  

iii) Ensure the content of the proposed Motion allows for it to be 
published on a public agenda.  

35. Regional Report 

a) The representative of the Town on Regional Council will provide a report at 
regular Meetings of Council on matters of interest to the Town, when 
available. 

36. New Business 

a) Any Member of Council or a Committee, at any Meeting, may present and 
introduce any matter of new business during the New Business portion of 
the Meeting, and shall have regard to the following guidelines: 

i) Members are encouraged to raise operational matters prior to the 
Meeting through the CAO, Director or appropriate Staff; 

ii) Members are discouraged from raising substantive policy matters, 
in particular consideration of corporate policies or by-laws; and,  

iii) Members of Council are encouraged to raise announcements and 
community events under the Public Service Announcements 
portion of the Council agenda. 

37. Public Service Announcements 

a) Members may speak for no more than three (3) minutes on public service 
announcements and community events, unless the consent of Council is 
granted. 
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38. By-laws 

a) By-laws are considered by Council and approved by Motion. 

b) Every by-law adopted by Council is done so under the seal of the Town 
and signed by the Clerk and the Mayor. 

c) All by-laws shall be given first, second and third readings in a single 
Motion, unless a Member wishes to discuss the contents of a by-law, at 
which time the subject by-law shall be removed from the Motion and dealt 
with separately. 

d) The following types of by-laws may be presented directly to Council 
without an accompanying staff report: 

i) Those directed to be presented directly to Council by General 
Committee or Council; 

ii) The appointment of statutory positions, staff for by-law inspection, 
municipal law enforcement and provincial offences administration; 

iii) Consolidation of by-laws or housekeeping amendments; 

iv) General by-laws where the purpose and intent of the by-law has 
been clearly authorized by a previous resolution; 

v) A by-law to levy interim property taxes; 

vi) A by-law to set tax rates in accordance with the approved budget; 

vii) Part-lot control by-laws;  

viii) Assumption by-laws; 

ix) A by-law to establish a public highway; 

x) Minor amendments resulting from changes to provincial enabling 
legislation; and, 

xi) Other administrative by-laws deemed appropriate by the CAO. 

e) Every Council Meeting shall be confirmed by by-law so that every decision 
of Council at that Council Meeting and every Resolution of the Meeting 
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shall have the same force and effect as if each and every one of them had 
been the subject matter of a separate by-law duly enacted. 

f) All amendments to any by-law approved by Council shall be deemed to be 
incorporated into the by-law and if the by-law proposing the amendment is 
enacted by Council, the amendments shall be inserted by the Clerk. 

g) All by-laws, including the confirming by-law, shall be voted on prior to 
Adjournment. 

39. Adjournment 

a) No item of business shall be considered at a Meeting of Council or 
General Committee after 10:30 p.m. unless a majority of the Members 
present enact a resolution to extend the hour. The Resolution must include 
a proposed time for adjournment of the Meeting. 

40. Correspondence 

a) Where correspondence is not requested to be included in a Council or 
General Committee agenda, it is circulated by the Clerk to Members, the 
CAO, Directors and applicable Staff for their information, and forms a part 
of the Clerk’s records. 

b) Where correspondence has been requested to be included on a Council or 
General Committee Meeting agenda or on the request of a Member to the 
Clerk, correspondence is placed on the General Committee meeting 
agenda for consideration. Where required due to urgency or timing, 
correspondence may be considered directly by Council as an Additional 
Item. 

c) The Council’s receipt of correspondence does not constitute endorsement 
of the correspondence by the Town of any recommendations it may 
contain or actions it may advocate. 

41. Petitions 

a) Petitions may be submitted to the Clerk and will include a minimum of two 
(2) persons and their respective addresses unless otherwise required by 
law, and a clear statement of the purpose for the petition. 
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b) If the petition meets the requirements of the Petition Policy and/or any 
other related Town Policies, the request conveyed in the petition will be 
considered by General Committee for disposition. Where required due to 
urgency or timing, petitions may be considered directly by Council. 

c) Staff may prepare recommendations related to the matter for Council’s 
consideration. 

d) The Town is not accountable for the accuracy or reliability of petitions that 
are submitted. 

42. Motions from Other Municipalities  

a) All requests for endorsement of resolutions from other municipalities will 
be electronically circulated to Council and acknowledged by the Clerk, with 
the advice that the Town does not take action on resolutions received 
from other municipalities, but rather makes its position known through the 
appropriate municipal association, or alternatively, directly to the relevant 
Minister or government leader. 

b) A Member of Council may request that a resolution from another 
municipality be added to a General Committee agenda for consideration. 

c) The Council’s receipt of resolutions from other municipalities does not 
constitute endorsement by the Town of any recommendations or actions 
they may contain. 

43. Motions – Impact on Corporate Resources 

a) The CAO will advise on the appropriate means of disposition for matters 
that make an impact on administration. 

b) Council is not required to pass a Motion that makes an impact on 
corporate resources where a matter: 

i) Has already been approved by Council; 

ii) Is considered by the CAO to be minor in nature; and/or, 

iii) Falls within existing service levels. 
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44. Procedures Concerning Motions 

a) General Rules 

i) Every Motion in any Meeting of Council or Committee requires a 
mover and a seconder. 

ii) When duly moved and seconded, every Motion, other than a Motion 
to adjourn, recess, table or suspend the rules of this Procedure By-
law, is open for discussion.  

iii) No debate is permitted on any Motion or amending Motion until it 
has been properly seconded. 

iv) A Member may move a Motion in order to initiate discussion and 
debate, but vote in opposition to the Motion. A seconder of the 
Motion may vote against the Motion. 

v) A Motion or amending Motion may not be withdrawn without the 
consent of the mover and seconder. 

vi) The Chair of a Meeting of Council or a Committee will not move or 
second a Motion.  

All Members of Council or a Committee will vote on all Motions 
except in the instance where the Member refrains from voting on an 
issue due to a declaration of a pecuniary interest in the matter by 
the Member. If any Member does not vote, he/she will be deemed 
as voting in the negative (except where prohibited from voting by 
statute). 

b) Motion under Debate 

i) When a Motion is under debate, no other Motion may be considered 
except for the following Motions, to be considered in the listed 
order of priority: 

(a) To adjourn; 
(b) To recess; 
(c) To table an item; 
(d) To put the question to a vote or call the vote;  
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(e) To defer; 
(f) To refer; 
(g) To amend. 

c) Motion to Adjourn 

i) A Motion to adjourn means a Motion to end a Meeting. 

ii) A Motion to adjourn is not debatable and shall always be in order 
except when: 

(a) Another Member is in possession of the floor; 
(b) A vote has been called; or 
(c) Members are voting. 

iii) A Motion to adjourn is not amendable, except when moved to set 
future time for adjourning. 

iv) A Motion to adjourn shall take precedence over any other Motion 
and shall be put immediately without debate. 

d) Motion to Recess 

i) A Motion to recess means to suspend a meeting for a specific 
length of time. 

ii) A Motion to recess when other business is before the Meeting: 

(a) Specifies the length of time of the recess; 
(b) Is debatable as to the length or timing of the recess; and 
(c) Can only be amended with respect to the length of the 

recess. 

e) Motion to Table 

i) A Motion to table means to postpone a matter without setting a 
definite date for future discussion for a matter. A tabled Motion 
that has not been decided on by Council during the term of Council 
in which the Motion was introduced is deemed to have been 
withdrawn. 

ii) A Motion to table: 
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(a) Is not to be amended or debated; and 
(b) Applies to the Motion and any amendments thereto under 

debate at the time when the Motion to table was made. 

iii) If the Motion to table carries, in the absence of any direction from 
Council, the matter may not be discussed until the CAO, or a 
Member through a Motion, brings it forward to a subsequent 
Meeting. 

f) Motion “To Put the Question to a Vote” or “To call the Vote” 

i) A Motion “To Put the Question to a Vote” or “To call the Vote” 
means to stop debate and immediately proceed to vote on the 
Motion. 

ii) Any Member may request the Chair “To Put the Question to a Vote” 
or “To call the Vote” by presenting a Motion that the question “now 
be put to a vote.”  A Motion to put the question to a vote must: 

(a) Be seconded; 
(b) Is not open to debate; 
(c) Immediately put to a vote without debate; 
(d) Requires a 2/3 majority vote to close debate. 

g) Motion to Refer 

i) A Motion to refer means to direct a matter under discussion by 
Council or a Committee to Staff or another Committee for further 
examination or review. 

ii) A Motion to refer a matter under consideration to a Committee or 
to Staff: 

(a) Shall be debatable as to the rationale of referring, and 
cannot go into the merits of the Motion or subject being 
referred; and 

(b) May be amended as to the Committee or group to whom it is 
being referred, as to the time the Committee or Staff reports 
back, and as to directions given to the Committee or Staff; 
and 
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(c) Includes the terms on which the Motion is being referred and 
the time at which the matter is to be returned; and 

(d) Includes the reasons for the referral. 

iii) This Motion may be delayed by the Chair in order to permit 
Members on the speaking list to speak. 

h) Motion to Defer 

i) A Motion to defer means to postpone all discussion on a matter 
until a future date or time, one which is established as part of the 
Motion.  

ii) A Motion to defer to a certain time or date: 

(a) Is open to debate as to advisability of postponement and 
cannot go into the merits of the Motion or subject being 
postponed; and 

(b) May be amended as to the time or date to which the matter 
is to be deferred. 

iii) This Motion may be delayed by the Chair in order to permit 
Members on the speaking list to speak. 

i) Motion to Amend 

i) The purpose of this Motion is to modify a Motion. It cannot be used 
to directly contradict or negate the effect of another Motion. 

ii) A Motion to amend: 

(a) Is open to debate; and, 
(b) Is to be relevant to the main Motion; and 
(c) Is applied to a Motion at one time, and that amendment may 

be amended [by a secondary amendment], which then 
cannot be amended. 

iii) If a Motion to amend is not considered a Friendly Amendment, then 
the Motion to amend: 
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(a) If more than one Motion, will be put to a vote in the reverse
order to that in which they were moved;

(b) Will be decided upon or withdrawn before the main Motion is
put to the vote;

(c) Will not be amended more than once, provided that further
amendments may be made to the main Motion; and,

(d) Will not be directly contrary to the main Motion.

j) Motion Containing Two or More Matters

i) When the Motion under consideration concerns two (2) or more
matters, the Chair, upon the request of any Member, will direct that
the vote upon each matter be taken separately. Such request may
also be made by the Chair.

ii) A vote on the main Motion or the Motion, as amended, may be split
for the purpose of complying with the Municipal Conflict of Interest
Act, or at the discretion of the Chair.

k) Withdrawal of Motion

i) A request to withdraw a Motion:

(a) May only be made by the mover of the Motion;
(b) Requires consent of the seconder of the Motion; and,
(c) Is in order any time during the debate.

l) Adoption in a Single Motion

i) One or more items on an agenda may be adopted in a single
Motion.

45. Voting

a) General Rules

i) After a Motion is finally put to a vote by the Chair, no Member
speaks to it nor will any other Motion be made until after the vote is
taken and the result has been declared.

ii) All Members of Council or a Committee will vote on all Motions.
Failure by any Member to announce his/her vote openly and
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individually, including an “abstention,” is deemed to be a vote in the 
negative. 

iii) Each Member present and voting announces or indicates his/her 
vote upon the Motion openly and individually, and no vote is taken 
by ballot, or any other method of secret voting.  

b) Majority Vote 

i) A majority means more than half of the Members present, or: 

(a) If 7 Members present: 4 
(b) If 6 Members present: 4 
(c) If 5 Members present: 3 

ii) Unless this Procedure By-law states otherwise, a matter passes 
when a majority of Members present vote in the affirmative. 

iii) Where required in this Procedure By-law, a two-thirds majority 
means 2/3 of the Members present, or:  

(a) 2/3 of 7: 5 
(b) 2/3 of 6: 4 
(c) 2/3 of 5: 4 
(d) 2/3 of 4: 3 

c) Tie Vote 

i) Any Motion on which there is a tie vote is deemed to be defeated. 

d) Recorded Vote 

i) A recorded vote is only permitted at Council Meetings and will be 
taken at the request of a Member prior to the commencement of 
the vote being taken or immediately thereafter. 

ii) A Member of Council’s failure to participate in a recorded vote 
when he/she has not declared a pecuniary interest is deemed to be 
a negative vote. 

iii) A recorded vote at Council Meetings will be taken as set out in a) or 
b) below: 
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(a) Each Member announces his/her vote openly, and the Clerk 
records his/her vote in the minutes. Votes are called in 
random order as determined by the Clerk.  

(b) Each Member first indicates his/her vote by using an 
electronic device. Each Member’s vote is then electronically 
displayed on a screen, and the Clerk announces the outcome 
of the vote and records each Member’s vote in the minutes. 

iv) Notwithstanding recorded votes, a record or notation of a 
Member’s opposition to an issue is not recorded in any Meeting 
minutes. 

46. Reconsideration of a Matter 

a) Council cannot reconsider a matter until six (6) months have passed from 
the date of the matter’s original disposition by Council, except upon a vote 
in the affirmative of two-thirds majority of the Members present. 

b) Decisions which contractually bind the Town shall not be reconsidered. 

c) A Motion to reconsider shall be introduced by way of a Notice of Motion 
and considered either at the next Council Meeting or at a special Meeting 
called to reconsider the Motion unless the Council, without debate, 
dispenses with the requirement for a Notice of Motion on a two-thirds 
vote. 

d) A Motion to reconsider is debatable, which debate will be restricted to the 
rationale for reconsidering the matter, and no debate of the main Motion 
shall be allowed until the Motion for reconsideration is carried. 

e) Once the reconsideration Motion has carried, the matter is reopened in its 
entirety unless the reconsideration Motion specifies otherwise. 

f) If the matter is reopened, all previous decisions of the Council remain in 
force until the Council decides otherwise. 

g) No Motion to reconsider may, itself, be the subject of a Motion to 
reconsider.  

h) Notwithstanding the time period set out in s. 45 (a), if a Council matter 
was lost as a result of a tie vote due to an absent Member, the matter may 
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be reconsidered at the next Council meeting via a Motion to reconsider 
carried by a majority of the Members present.  

47. Point of Order 

a) A Member may interrupt the person who has the floor to raise a Point of 
Order when such Member feels that there has been: 

i) A deviation or departure from this Procedure By-law; or 

ii) A deviation from the matter under consideration and the current 
discussion is not within the scope of the proposed Motion. 

b) Upon hearing such Point of Order, the Chair decides and states his/her 
ruling on the matter. 

c) Upon hearing the Point of Order ruling, a Member only addresses the Chair 
for the purpose of appealing the Chair’s decision to the Council or a 
Committee. 

d) If no Member appeals, the decision of the Chair is final. 

e) If a Member appeals the Chair’s ruling to the Council or a Committee, the 
Member has the right to state his/her case, the Chair has the right to reply 
and the Council or Committee decides the question of whether the 
decision of the Chair be sustained without further debate. The decision of 
the majority of the Members who are present at the Meeting is final.  

48. Point of Personal Privilege 

a) A Member may rise at any time on a Point of Personal Privilege where 
such Member feels that the health, safety, rights, or integrity of his/her 
own person, the Council, a Committee Member, Staff or anyone present at 
the Meeting has been called into question by another Member or by 
anyone present at the Meeting.  

b) Upon hearing such Point of Personal Privilege, the Chair decides and 
states his/her ruling on the matter.  

c) Where the Chair rules that a breach of privilege has taken place, he/she 
demands that the offending Member or individual apologize and, failing 
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such apology, requires said Member or individual to vacate the Meeting 
room for the duration of the Meeting. 

d) With the exception of providing an apology, the Member addresses the 
Chair for the purpose of appealing the Chair’s ruling of a breach of 
privilege to the Council or a Committee. 

e) If no Member appeals, the decision of the Chair is final. 

f) If a Member appeals the Chair’s ruling to the Council or a Committee, the 
Member has the right to state his/her case, the Chair has the right to reply 
and the Council or Committee decides the question of whether the 
decision of the Chair be sustained without further debate. The decision of 
a majority of the Members who are present at the Meeting is final.  

49. Public Record 

a) All communications that the Clerk receives about a matter on the agenda 
of a public or open Meeting will form part of the public record. Personal 
information and opinions in communications are part of the public record 
unless the author of the communication requests the removal of his/her 
personal information when submitting it, or where confirmed by the Clerk. 

50. Administrative Authority of Clerk 

a) The Clerk is authorized to amend by-laws, minutes and other Council and 
Committee documentation for technical, typographical or other 
administrative errors and omissions for the purpose of ensuring an 
accurate and complete record of proceedings. 

b) The Clerk is authorized to create and amend an annotated version of the 
Procedure By-law from time to time, to assist Members in complying with 
the rules as enforced and interpreted. 

51. Recording, Broadcasting and/or Live Streaming Meetings 

a) All Meetings with a Quorum of Members shall be audio and/or visually 
recorded, broadcast and/or live streamed publicly by the Town, with the 
exception of Meetings closed to the public provided for in the Closed 
Session section of this Procedure By-law. 
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b) All Meetings of Committee of Adjustment, Property Standards Committee, 
and other quasi-judicial bodies or Committees of the Town shall be audio 
and/or visually recorded, broadcast and/or live streamed publicly by the 
Town, with the exception of Meetings closed to the public provided for in 
the Closed Session section of this Procedure By-law. 

c) Attendees using their own recording, broadcasting and/or streaming 
devices are encouraged to inform the Clerk or recording secretary to 
ensure attendees at the Meeting are notified through the Chair. 

d) The approved minutes of a Meeting will form the official record of the 
Meeting. Any audio, video, or other record of the Meeting shall not be 
considered an official record. 

52. Review of Procedure By-law 

a) Council shall review this By-law within the first six (6) months of the 
second year of each term of Council. 

b) The Clerk shall bring forward housekeeping amendments, as required or 
as directed by Council. 

53. Severability 

a) Each and every one of the provisions of this Procedure By-law is severable 
and if any provisions of this Procedure By-law should, for any reason, be 
declared invalid by any Court, it is the intention and desire of Council that 
each and every one of the then remaining provisions of this Procedure By-
law shall remain in full force and effect. 

54. Enactment 

a) By-law Number 6068-18 be and is hereby repealed. 

b) This By-law shall come into full force and effect on January 1, 2020. 







The Municipal Freedom of Information and Protection 
of Privacy Act and Councillors’ records

April 2016

INTRODUCTION
The Information and Privacy Commissioner of Ontario (IPC) sometimes decides appeals 
relating to requests for access to records created or held by municipal councillors. The 
Municipal Freedom of Information and Protection of Privacy Act (MFIPPA) does not 
expressly refer to records of municipal councillors and, therefore, before a determination 
can be made on access to those records, the IPC must decide whether MFIPPA applies. 
In making this decision, the IPC examines the specific facts of each case in light of a 
number of principles. 

The IPC has been calling for amendments to MFIPPA to clarify when it applies to these 
records, including in August 2015, when the IPC wrote to the Minister of Municipal Affairs and 
Housing setting out proposed amendments (this letter is available on the IPC’s website).

In the absence of amendments, however, the IPC is issuing this fact sheet, which explains 
when and how councillors’ records are subject to MFIPPA.

WHEN ARE COUNCILLORS’ RECORDS SUBJECT TO MFIPPA?
Councillors’ records are subject to MFIPPA where: 

1.	a councillor is acting as an officer or employee of the municipality, or performs a duty 
assigned by council, such that they might be considered part of the institution, or 

2.	the records are in the custody or control of the municipality.

WHEN IS A COUNCILLOR AN OFFICER OR EMPLOYEE OF A MUNICIPALITY?
A councillor is likely to have several roles, such as an individual constituent representative, 
a politician, or a head or member of a municipal committee or board, such as a transit 
corporation. Some of these roles may entail the councillor acting as an officer or employee, 
while others do not.

FOI Fact Sheet 1

https://www.ipc.on.ca/site_documents/2015-08-11%20Letter%20to%20Minister%20Ted%20McMeekin%20re%20Municipal%20Legislation%20Review%20(ES%20&%20Letterhead%20for%20posting).pdf
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The term “officer” refers to a “high ranking individual within the municipal civic service, who 
exercises management and administrative functions, and who derives his or her authority 
either from statute or from council” (IPC Order M-813).

The courts have found that elected members of a municipal council are not agents or 
employees of the municipal corporation in all circumstances. This is consistent with the 
treatment of Members of Provincial Parliament under the Freedom of Information and 
Protection of Privacy Act (FIPPA). 

In applying these principles, the IPC has found in many cases that municipal councillors 
are not officers or employees of a municipal institution. For example, in Order MO-2821, 
the IPC found that communications between municipal councillors about cycling issues 
were not created in their capacity as officers or employees of the city. This office decided 
that although the councillors were members of a city committee, the records did not relate 
to the discharge of any special authority to act on behalf of the city. In Order MO-2824, the 
IPC determined that the analysis of whether or not a councillor is an officer did not turn on 
who the councillor communicated with, but rather in what capacity the councillor was 
acting. 

In other situations, the IPC has found that a councillor is an officer or employee of a 
municipal corporation. For example, a mayor is an officer of a municipality, as he or she is 
its chief executive officer (IPC Order MO-1403). Therefore, records created or received in 
connection with his or her duties as a mayor are covered by MFIPPA, in the same manner 
as the records of city employees or other officials of the city. 

DOES THE MUNICIPALITY HAVE CUSTODY OR CONTROL OF THE RECORDS?
Even where a councillor is not an officer or employee of a municipal corporation, the IPC 
may still find that the councillor’s records are subject to MFIPPA because they are in the 
custody or control of the institution. These findings are based on section 4(1) of MFIPPA 
that states “every person has a right of access to a record or part of a record in the 
custody or under the control of an institution” unless specific exemptions apply. 

A record does not need to be both in the custody and under the control of an institution, 
but rather one or the other (IPC Order P-239). 

The IPC has interpreted “in the custody or under the control” broadly, and considers a 
number of factors in making a determination under section 4. These factors go beyond the 
physical location of a record, and involve factors such as the purposes of the record, its 
originator, and whether the record pertains to the institution’s mandate or functions. For 
example, bare possession of municipal councillors’ records by itself may not establish that 
a municipality has “custody or control” of those records. (City of Ottawa v. Ontario, 2010 
ONSC 6835 (Div. Ct.)). For a list of some of the factors, please see Appendix A. 
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In cases where the record is not held by an institution, such as where it is solely held by a 
councillor, the IPC looks at the factors set out in Appendix A within the framework of the 
following two-part test from Canada (Information Commissioner) v. Canada (Minister of 
National Defence), 2011 SCC 25 (CanLII): 

1.	Do the contents of the record relate to the institution’s business? 

2.	Could the institution reasonably expect to obtain a copy of the record upon request?

On the second question, the Supreme Court of Canada stated:

…all relevant factors must be considered in order to determine whether the 
government institution could reasonably expect to obtain a copy upon 
request. These factors include the substantive content of the record, the 
circumstances in which it was created, and the legal relationship between the 
government institution and the record holder… The reasonable expectation 
test is objective. If a senior official of the government institution, based on all 
relevant factors, reasonably should be able to obtain a copy of the record, 
the test is made out and the record must be disclosed, unless it is subject to 
any specific statutory exemption. In applying the test, the word “could” is to 
be understood accordingly (National Defence).

If you answer yes to each part of the two-part test above, then the records are in the control 
of the municipality, MFIPPA applies, and the institution must issue an access decision. 

RECENT IPC ORDERS
In finding that the City of Vaughan had control of toll road invoices held by councillors in 
Order MO-2750, the IPC considered that: 

•	 the city reimbursed the councillors for expenses incurred using the toll road because 
the councillors incurred them in the conduct of city business. The city made the 
reimbursements in accordance with city policy, and

•	 the city’s policy required the councillors to retain supporting invoices and entitled 
the city to obtain copies of them on request

In Order MO-3281, the IPC found that an email sent from a councillor to an outside party 
was under the control of the City of Oshawa because: 

•	 the email’s content related to a city matter, namely the hiring of an investigator to 
review allegations made by the city’s auditor general, and

•	 the email played a crucial role in the negotiations, which led to the hiring of the 
investigator, it related directly to the city’s mandate and functions, and the city could 
reasonably expect to obtain the email upon request  
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In Privacy Complaint MC10-75 and MC11-18, the IPC found that emails received by the 
chair of the Toronto Transit Commission (TTC) in his capacity as the chair were in the 
custody or control of the TTC and the City of Toronto. The investigator’s findings were 
based on the following:

•	 the city had enacted a code of conduct governing the conduct of members of 
council sitting on boards which addressed confidentiality concerns

•	 the record was held by the city on a server maintained by the city, and

•	 the record related to a matter that fell within the city’s mandate and functions, and 
was sent to the councillor as the chair of the TTC, who then passed the record on 
to TTC staff for processing as a service complaint

In contrast, the IPC found in Order MO-2842 that a councillor’s communications with a 
third party in relation to bringing a National Football League (NFL) team to the City of 
Toronto were not in the city’s custody or control. In coming to this finding, the order noted: 

•	 the records related to the councillor’s role as an individual constituent representative 
and were in their nature “political” rather than “city” records  

•	 the councillor had no express authority to act for the city in regards to this matter 

•	 the records (if they existed) related to a matter that was speculative or hypothetical, 
and

•	 an agreement to bring an NFL team to the city was not discussed or reviewed by the 
city and no agreement ever materialized

CONCLUSION
Determining whether councillors’ records are subject to MFIPPA very much depends on the 
context. It involves a consideration of a number of factors and circumstances to determine 
first whether the councillor is either an officer or employee of a municipality and, if not, 
whether his or her records are in the custody or under the control of the municipality. 

Municipalities need to take steps to ensure the transparency of their business activities and 
the privacy of personal information entrusted to them. To address the unique role of 
municipal councillors, municipalities should develop comprehensive policies and procedures 
regarding the appropriate management of records relating to the conduct of municipal 
business and the protection of privacy. These policies and procedures should inform 
councillors that, on occasion, they will be required to provide city staff with records to 
respond to an FOI request. To ensure that the policies and procedures are followed, 
municipalities should provide training on them during orientation of councillors and on a 
regular basis throughout their tenure. 



FOI FACT SHEET 1: THE MUNICIPAL FREEDOM OF INFORMATION AND PROTECTION OF PRIVACY ACT	 5 
AND COUNCILLORS’ RECORDS

APPENDIX A

The IPC has developed a list of factors to consider in determining whether a record is in 
the custody or control of an institution. The list is not intended to be exhaustive. Some of 
the listed factors may not apply in a specific case, while other unlisted factors may apply.

•	 Was the record created by an officer or employee of the institution? 

•	 What use did the creator intend to make of the record? 

•	 Does the institution have a statutory power or duty to carry out the activity that 
resulted in the creation of the record?  

•	 Is the activity in question a “core”, “central” or “basic” function of the institution? 

•	 Does the content of the record relate to the institution’s mandate and functions? 

•	 Does the institution have physical possession of the record, either because it has 
been voluntarily provided by the creator or pursuant to a mandatory statutory or 
employment requirement? 

•	 If the institution does have possession of the record, is it more than “bare 
possession”? 

•	 If the institution does not have possession of the record, is it being held by an officer 
or employee of the institution for the purposes of his or her duties as an officer or 
employee? 

•	 Does the institution have a right to possession of the record? 

•	 Does the institution have the authority to regulate the record’s content, use and 
disposal? 

•	 Are there any limits on the use to which the institution may put the record, what are 
those limits, and why do they apply to the record?  

•	 To what extent has the institution relied upon the record?

•	 How closely is the record integrated with other records held by the institution? 

•	 What is the customary practice of the institution and other similar institutions in 
relation to possession or control of records of this nature, in similar circumstances?
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CLOSED MEETINGS OF COUNCIL 
 
Meetings of Council and Committees are open to the public except for the meeting 
or part of a meeting that is permitted to be closed under the provisions of the 
Municipal Act, 2001 (the “Act”) as set out below.  In order to close a meeting, a 
resolution is required prior to holding the meeting that is closed to the public, and 
the resolution must state that a closed meeting will be held and the general nature 
of the matter to be considered at the closed meeting. 
 
Subsection 239(2) of the Act provides that a meeting or part of a meeting may be 
closed to the public if the subject matter being considered is: 
 
(a) the security of the property of the municipality or local board; 
(b) personal matters about an identifiable individual, including municipal or 

local board employees; 
(c) a proposed or pending acquisition or disposition of land by the municipality 

or local board; 
(d) labour relations or employee negotiations; 
(e) litigation or potential litigation, including matters before administrative 

tribunals, affecting the municipality or local board; 
(f) advice that is subject to solicitor-client privilege, including communications 

necessary for that purpose; 
(g) a matter in respect of which a council, board, committee or other body may 

hold a closed meeting under another Act. 
(h) information explicitly supplied in confidence to the municipality or local 

board by Canada, a province or territory or a Crown ageny of any of them; 
(i) a trade secret or scientific, technical, commercial, financial or labour 

relations information, supplied in confidence to the municipality or local 
board, which, if disclosed, could reasonably be expected to prejudice 
significantly the competitive position or interfere significantly with the 
contractual or other negotiations of a person, group of persons, or 
organization; 

(j) a trade secret or scientific, technical, commercial or financial information 
that belongs to the municipality or local board and has monetary value or 
potential monetary value; or 

(k) a position, plan, procedure, criteria or instruction to be applied to any 
negotiations carried on or to be carried on by or on behalf of the municipality 
or local board. 

 
Subsection 239(3) of the Act provides that a meeting shall be closed to the public 
if the subject matter relates to: 
 
(a) the consideration of a request under the Municipal Freedom of Information 

and Protection of Privacy Act (“MFIPPA”) if Council is the head of the 
institution for the purposes of MFIPPA.  (However, this section is not 
applicable to Aurora, since, as is the normal practice in most municipalities 



across the province, Council has delegated the authority to administer 
MFIPPA to the Town Clerk); and 

(b) an ongoing investigation respecting the municipality, a local board or a 
municipally-controlled corporation by the Ombudsman appointed under the 
Ombudsman Act or similar legislated persons. 

 
Lastly, in addition to the above, a meeting of Council or a committee of Council 
may also be closed to the public for educational or training session under 
subsection 239(3.1) of the Act if the following conditions are both satisfied: 
 
(a) the meeting is held for the purpose of educating or training the Council or 

committee members; and 
(b) at the meeting, no member discusses or otherwise deals with any matter in 

a way that materially advances the business or decision-making of the 
Council or Committee. 

 
Generally, a meeting shall not be closed to the public during the taking of a vote; 
however, subsection 239(6) of the Act permits a meeting to be closed to the public 
during a vote if: 
 
(a) the meeting is permitted to be closed under subsections 239(2) or (3) of 
 the Act, as noted above; and 
(b) the vote is for a procedural matter or for giving directions or instructions to 

officers, employees or agents of the municipality, local board, or committee 
of either of them or persons retained by or under a contract with the 
municipality or local board. 

 
Material received in or for a closed meeting and discussions that ensue at 
the closed meeting must not be referred to in a public meeting, as this is 
considered to be a violation of the Code of Conduct for Council Members.  
Public discussion or release of confidential materials could cause loss or damage 
to the Town, or violate MFIPPA.  Ultimately, confidentiality rests with Council and 
only Council as a whole may waive its right to confidentiality, after consultation with 
the Town Clerk and Town Solicitor. 



CLOSED SESSION CONFIDENTIALITY, PRIVILEGE, AND WAIVER  
 
As is noted in the section entitled “Closed Meetings of Council,” the Municipal Act, 
2001 allows Council and its Committees to meet in the absence of the public where 
certain matters are under consideration. 
 
Confidential materials, including closed session reports stating legal opinions, will 
be provided to Council Members  in an electronic format, which is password 
protected. This information is highly sensitive and, if released or shared with any 
individual other than those to which it has been provided, including other staff 
members, it could jeopardize the financial, security or legal interests of the Town.  
Only Council as a whole can authorize the disclosure of confidential information. 
 
Each Council Member holds a position of trust in the Town and has a fiduciary duty 
to act in the best interests of the Town at all times.  This fiduciary duty extends 
beyond any Council Member's term of office with respect to the use or disclosure 
of confidential or sensitive information obtained while in office.  Therefore, 
information provided to a Council Member in a confidential format must not be 
shared with anyone at any point in the future, even if the Council Member is no 
longer sitting on Council.  In addition, a Council Member’s use of confidential 
information is governed by the Code of Conduct for Council Members.  Release or 
sharing of confidential information without the consent and authorization of Council 
as a whole is a serious matter.  Where a breach of this duty occurs, the Town is 
entitled to commence legal action against a Council Member for breach of fiduciary 
duty, breach of trust, intentional interference with contractual relations and other 
such action. Significant monetary and other penalties may be imposed. 
 
Waiver 
 
Under the common law and the Municipal Freedom of Information and Protection 
of Privacy Act (“MFIPPA”), communications between a solicitor and his or her client 
are privileged and confidential.  Accordingly, the disclosure of legal advice is not 
compellable under MFIPPA.  However, there are circumstances where this 
privilege will or can be waived, thereby allowing third parties access to sensitive 
legal advice.  A waiver of this privilege will occur where: 
 
(a) A document is disclosed and the party obtaining the document reads it or 

makes a copy.  This is true also where legal advice is provided to staff within 
the Town generally.  Strictly speaking, the client in the municipal context is 
Council, as a whole (and not individual Council Members) and, in some 
circumstances, senior officers of the Town.  Communications between the 
Town and its solicitors, whether in-house or external, should never be 
provided to internal staff or third parties, including other government 
agencies, without seeking clarification first from the Legal Services Division; 
and 

 



(b) Possibly where the existence of, or reliance upon, a legal opinion is referred
to in an open meeting of Council to support an action or position of Council.
This includes any opinion given in a report, specifically under Legal
Considerations.  Unless it is the intention of Council as a whole to waive
privilege over legal advice, Council Members should refrain from referring
to any legal advice received in Closed Session or in a confidential format.

Where privilege has been lost, the document(s) may be used against the Town in 
litigation. 

Records of confidential information discussed at a closed meeting of Council, 
which records do not fall under the category of legal advice, are compellable under 
MFIPPA only when the subject matter of the closed session deliberations has been 
considered in a meeting open to the public. 



STATEMENTS MADE DURING COUNCIL MEETINGS 

Section 5 of the Municipal Act, 2001 provides that Council must act by by-law 
unless the municipality is specifically authorized to do otherwise.  This 
requirement is in part to ensure that the intended actions of the municipality are 
clearly communicated. 

However, the courts have determined that there is a difference between 
legislative and quasi-judicial acts of a municipality, and operational acts of a 
municipality for which a municipality may be held liable for negligent 
misrepresentation.  This applies to statements made during Council meetings 
which others may rely upon as the position of the municipality.  The Ontario 
Court of Appeal in the case of Moin v. Blue Mountains (Town)1 found that a 
developer can rely upon statements made during a Council meeting even if a by-
law or resolution is not passed.  In that case, a developer requested of Council 
the date when a certain road would be reconstructed to allow access to his lands.  
In an open council meeting, the Reeve, who is the equivalent of the Mayor, 
advised that the road would be open at a certain time.  The other Council 
Members did not contradict the Reeve but, unbeknown to the developer, not all 
were in agreement with the assertion.  The developer relied on the Reeve’s 
assurance and when the road was not reconstructed, the developer sued the 
municipality. 

The court allowed the claim as the statement was made in an open Council 
Meeting, made by the head of Council, was not contradicted by the other 
Councillors present, and it was determined that the developer had a legitimate 
expectation that the municipality would reconstruct the road.  The municipality 
was ordered by the court to reimburse the developer for his losses. 

Although the facts are unique, the Moin case has raised the possibility that 
individual Members of Council can bind the municipality based on promises 
made, particularly during open meetings of Council.  When Council is discussing 
a particular matter, and in the absence of a Council resolution or by-law providing 
proper direction, Council Members must be in agreement with the course of 
action determined to be taken surrounding the matter, or their disagreement 
should be noted such that a member of the public in attendance will realize that 
the Council has not endorsed a certain course of action. 

Where individuals approach Council requesting certain actions, where one 
Council Member indicates that an action will occur, and where other Council 
Members are not in agreement, it is advisable that Council Members do not 
remain silent on the matter but express any reservations they may have. 
Unilateral commitments on the part of the Town should be avoided by a Member 
of Council. 

1 (2000), 13 M.P.L.R. (3d) 1 (Ont. C.A.) 



DEFAMATION 
 
From time to time, matters will come before Council concerning identifiable 
individuals, community groups or corporations.  Comments made by Members of 
Council during Council Meetings and subsequently reported in the local media 
have been the subject of claims.  What follows is a brief overview of the law in this 
area. 
 
Defamation is the act of harming the reputation of another person by making a 
false statement, either verbally or in writing, to a third party.  By its nature, the tort 
of defamation is directed toward protecting the private interest. 
 
The typical form of a defamatory statement is an attack upon the moral character 
of a person, attributing to the person any form of disgraceful conduct.  Examples 
include suggesting that someone has committed a crime or is untruthful.  A 
defamatory statement is a publication, whether permanent or transitory, that tends 
to lower a person in the estimation of right-thinking members of society, or tends 
to cause others to shun or avoid the individual, or exposes the individual to hatred, 
contempt or ridicule. 
 
Individual Members of Council and municipal employees are all capable of 
defaming an individual.  A municipality may be vicariously liable for statements 
made by its employees. 
 
In defending a claim, the Town must prove that the words complained of are true 
or that the comment made was a fair comment, without malicious intent, on a 
matter of public interest and was the product of an honestly held view. 
 
While statements made in the provincial Legislature or federal House of Commons 
by MPPs or MPs are protected from libel actions under absolute or parliamentary 
privilege, there is no such absolute privilege for statements made by Council 
Members in Council Chambers during a meeting.  However, municipal Council 
meetings are generally held to be forums where the defence of qualified privilege 
can be raised.  If a statement is made in the discharge of a public duty, it may be 
protected by qualified privilege if it is considered important that the facts be known 
in the public interest.  A defamatory statement may be made even if it is false, but, 
if the statement is made with malice, there will be no defence.  Malice is not limited 
to personal spite, but may also arise when a Council Member speaks out of an 
improper motive, even if they believe what they have said.  As well, if the remarks 
are not related to an issue before Council, they may also be defamatory.  
Councillors have a duty to act with respect.  Proper decorum and respect are the 
safest avenues for a Council Member when making statements during a meeting, 
no matter how divisive the debate or strong the opinion. 
 
The Town’s insurance policy provides coverage to Council Members for 
statements made while performing their duties for, or in association with, the Town.  



All comments made during a Council Meeting may not be afforded coverage and 
Council Members should exercise caution.  Coverage may be denied where 
comments are intentional acts, or motivated by malice or are irrelevant to the 
business before Council. 

How the law would interact with any given statement will vary from case to case. 
Accordingly, if a Council Member has concerns about any specific comments, that 
Council Member should seek legal advice from his or her own personal lawyer.  
The Town Solicitor or Associate Town Solicitor cannot and will not provide legal 
advice to an individual Council Member. 

The comments above should not be relied upon in making a judgement regarding 
when a statement would be defamatory or when a defence would be available.  
These comments are made only for the purpose of providing you with sufficient 
information to identify those instances when seeking further advice may be 
warranted. 



INSURANCE, RISK MANAGEMENT, LITIGATION AND CLAIMS MANAGEMENT 

GENERAL OVERVIEW 

The Town is a large municipal corporation that provides a vast array of services to the 
general public and owns a number of public spaces such as parks and recreational 
facilities.  In addition, the Town has care and control over all municipal highways and 
sidewalks within the Town, save and except for those under regional jurisdiction. As a 
result, the Town faces a number of risks which the Town mitigates through various 
mechanisms, including the purchase of insurance, risk transfer, the development of 
policies and procedures and continued effective maintenance practices in accordance 
with the Minimum Maintenance Standards for Municipal Highways.  

Given the nature of the Town’s business, the Town also receives several claims.  All 
claims are investigated thoroughly and processed by Legal Services as further explained 
below. 

Insurance Coverage 

The Town’s standard municipal insurance coverage is broken down into the following 
areas: 

(a) Comprehensive General Liability: coverage for general bodily injury and
property damage that may be caused by the Town’s actions or inactions.  This
also covers liability attributable to public officials.

(b) Excess Liability: additional insurance coverage for large losses/claims that are
in excess of the Town’s general liability coverage.

(c) Environmental Impairment Liability: specific coverage for environmental
damage or pollution caused by the Town or impacting the Town’s property that
is caused by a third party.

(d) Automobile: automobile insurance coverage for the Town’s vehicle fleet.

(e) Property/Crime: property insurance for the Town’s buildings and facilities,
covering items such as fire damage, burglary/crime, and boiler and machinery.

(f) Municipal Officials’ Accident: accident, death, and dismemberment coverage
for members of Council. 

(g) Cyber Liability Insurance: financial losses that result from data breaches
and other cyber events.  Various consulting services are included in the
insurance premium.

(h) Aviation:  unmanned aircraft (i.e. drones)



The Town’s insurance coverage includes, but is not limited to, general liability coverage 
in the amount of $5,000,000 with excess liability of $45,000,000.  There is a limitation of 
$5,000,000 per occurrence and a deductible of $10,000 per claim on most matters and 
$25,000 for property related claims.  The deductible is paid by the Town for each claim. 
The Town’s insurance coverage, including the deductible, should remain confidential and 
not be disclosed to anyone. 

Key players involved 

• The Town purchases insurance through an Insurance Brokerage whose function
is to negotiate with various insurance markets to obtain the best possible
insurance premium rates for the Town.

• The Town’s insurance policies are underwritten by various insurers. The insurer
underwrites the policies of insurance for which the Town has coverage against
claims.  Insurers provide administration of the insurance policy and is the
financial backer who determines the Town’s liability position, based upon the
Claims Adjuster’s recommendation, and determines how much should be paid for
litigation and claim settlements or if a matter should proceed to trial.

• The Claims Adjuster is a third party retained by the Town who works with both the
insurer and the Town to investigate insurance claims (for example, speaking with
the claimant, inspecting/documenting damage, reviewing relevant documentation)
in order to determine the validity of the claim and the extent of the Town’s liability.

• Town staff assist the Claims Adjuster in their investigation, where applicable, and
coordinates the processing of claims with the Claims Adjuster, the insurer, and
external legal staff (where required based on the nature and extent of the claim).
Where a claim is below the deductible amount, Town staff investigate and resolve
the claim in-house.

• External Legal Counsel are retained by the Town’s insurer to litigate significant
claims that were not able to be resolved. These lawyers work with both Town staff
and the insurer until the claim comes to a conclusion either through settlement or
trial.

Insurance Premium 

The Town’s insurance premium is determined by numerous factors, including: 



(a) Legislation Reform:  New or existing legislation, Ministry of Justice reforms,
health and safety Reforms, court decisions impacting Ontario municipalities
(i.e., joint and several liability)

(b) Claims Trends:  Changing behaviours, claims inflation, climate change
(c) Austerity and Recession: effects of austerity (i.e. increased social unrest,

fewer resources available for training, maintenance and repairs), recessionary
losses (theft, fraud, malicious damage, unemployment rates), quality and
management (reduced funding and inattention to risk management and the
development of policies and procedures); market conditions (hard or soft
market).

(d) Financial:  investment returns, solvency
(e) Motor:  Frequency of injury claims, fraudulent claims, changing landscapes

(i.e. more cyclists), future care costs, repair costs
(f) Casualty: fraudulent liability claims, lack of organizational risk management

practices, increased care costs, emerging claims/risks, population.
(g) Property:  Frequency of claims, fraud, lack of risk improvement (i.e. postponing

capital-funded projects), climate change, large catastrophic losses, flooding,
social habits, health and safety, building regulations, modern methods of
construction.

Claims Management 

Most claims that occur in the Town are related to personal injury (slips/falls), sewer back-
ups, construction activities, property damage and vehicle damage.  As the Town can be 
viewed as an easy target with big pockets, it is frequently named in proceedings before 
the courts even when the Town may not be liable for a claim.   

Internal Process for Handling Claims 

• Claims under $10,000
o Processed by Legal Services Division in-house
o Adjuster involved only where liability is questionable
o Not reported to insurer

• Claims over $10,000
o Processed by Legal Services Division in-house
o Adjuster involved in resolving claim
o Reported to insurer and insurer assigns a Claims Examiner.

• Litigation Claims (Insured & Non-Insured)
o A claim becomes a litigation matter once a Statement of Claim is served
o Adjuster involved, where appropriate
o Handled by external legal counsel

 For insured matters, legal counsel is appointed by the Insurer
 For non-insured matters, the Town Solicitor recommends the retainer of

legal counsel
o All litigation is overseen by the Legal Services Division

 Ensuring timelines are met



 Gathering records and data, providing information, providing, and
coordinating professional advice and technical guidance (with assistance
of affected department(s))

 Preparing Town staff to be witnesses at Examinations for Discovery.

• Contractor claims
o Contractors may be responsible for some claims as well.  In those instances, the

Town generally works with the Contractor to resolve the claim; however, in some
instances, the Town resolves the claim and pursues cost recovery from the
contractor by enforcing the indemnity set out in the contract or by subtracting the
claim paid from monies owed to contractors for works performed.

• Subrogation Claims
o Legal Services pursues cost recovery from other parties and their insurers in

relation to damage to Town infrastructure (i.e. drivers that damage streetlight
poles, fire hydrants, etc).

Denial of Claims 

The Town and the insurer deny claims where investigation determines that the Town is 
not liable.  In regard to insured claims, the insurer solely determines whether the claim is 
denied. 

DOS and DON’TS When Communicating With Residents 

The do’s and don’ts suggested below are intended to offer some guidelines to limit the 
Town's potential liability in the event of a future claim.  These guidelines should be used 
by Council Members when communicating with residents who allege that they have been 
injured on Town property or may have some other claim against the Town: 

 DO feel free to respond to residents - Members of Council should not feel unduly
restricted in addressing resident concerns, provided that you remain aware of the
issues mentioned in this overview. However, resident concerns should be directed
to the relevant staff and Members of Council should be mindful in their responses
back to residents to ensure statements are not made that could attribute liability
on the Town.

 DO make the Town Solicitor aware of any potential claim against the Town in order
to allow the Town's staff or Claims Adjuster to conduct an investigation in a timely
manner in the event that a claim arising out of an incident or accident is made at
some point in the future.



 DO direct residents to the relevant staff person or department that can deal with
their concerns.  A comment such as, "I understand your concerns - I'll have
someone at the Town look into the matter as soon as possible and follow-up with
you," is usually fine.

 DO provide direction and general assistance to residents but avoid becoming a
part of the incident or immersed in the investigation.

 DO be aware that the Town cannot always address a resident's concern, despite
the resident's initial reaction - sometimes incidents happen on Regional or private
property and the Town is in fact not responsible.

DON’T make any promises, commitments, or comments to any person with 
respect to compensation for loss, damages or reimbursement which may result 
from the incident. 

DON’T admit to any fault or liability on behalf of the Town. 

DON’T offer specific apologies or cast blame on the Town when responding to an 
alleged incident. 

While it is okay to see what the cause of the problem is, DON’T go out in person by 
yourself - always have someone you know with you.  Ensure there is a witness 
present in case someone alleges you said certain statements that you didn't 
make.  Verbal statements are always more difficult to corroborate than written 
statements. 

Once a claim is made against the Town, it is in the best interests of the Town that 
you DON’T become involved in the claim or comment on the claim or litigation.  It’s 
always best to acknowledge their correspondence and direct it to the Town 
Solicitor for follow up by the applicable claims staff.  

 DO ask for help of needed.  If you aren’t sure how to respond or are worried about
what to say, that’s ok.  Reach out to the Town Solicitor for guidance.



PROSECUTIONS 

The Region of York entered into an agreement with the local municipalities to provide 
court administration, court support and the prosecution of offences under the Provincial 
Offences Act on behalf of the municipalities, including Aurora.  While the Region collects 
the fines relating to prosecution matters, Aurora receives the fine revenue from 
prosecution matters relating to Aurora. 

The agreement provides that the municipalities, including elected officials, are to 
comply with the attached Conflict of Interest guidelines in all matters relating to the 
administration of the Provincial Offences Court.  Please familiarize yourself with these 
guidelines. 









STATEMENTS MADE DURING COUNCIL MEETINGS 

Section 5 of the Municipal Act, 2001 provides that Council must act by by-law 
unless the municipality is specifically authorized to do otherwise.  This 
requirement is in part to ensure that the intended actions of the municipality are 
clearly communicated. 

However, the courts have determined that there is a difference between 
legislative and quasi-judicial acts of a municipality, and operational acts of a 
municipality for which a municipality may be held liable for negligent 
misrepresentation.  This applies to statements made during Council meetings 
which others may rely upon as the position of the municipality.  The Ontario 
Court of Appeal in the case of Moin v. Blue Mountains (Town)1 found that a 
developer can rely upon statements made during a Council meeting even if a by-
law or resolution is not passed.  In that case, a developer requested of Council 
the date when a certain road would be reconstructed to allow access to his lands.  
In an open council meeting, the Reeve, who is the equivalent of the Mayor, 
advised that the road would be open at a certain time.  The other Council 
Members did not contradict the Reeve but, unbeknown to the developer, not all 
were in agreement with the assertion.  The developer relied on the Reeve’s 
assurance and when the road was not reconstructed, the developer sued the 
municipality. 

The court allowed the claim as the statement was made in an open Council 
Meeting, made by the head of Council, was not contradicted by the other 
Councillors present, and it was determined that the developer had a legitimate 
expectation that the municipality would reconstruct the road.  The municipality 
was ordered by the court to reimburse the developer for his losses. 

Although the facts are unique, the Moin case has raised the possibility that 
individual Members of Council can bind the municipality based on promises 
made, particularly during open meetings of Council.  When Council is discussing 
a particular matter, and in the absence of a Council resolution or by-law providing 
proper direction, Council Members must be in agreement with the course of 
action determined to be taken surrounding the matter, or their disagreement 
should be noted such that a member of the public in attendance will realize that 
the Council has not endorsed a certain course of action. 

Where individuals approach Council requesting certain actions, where one 
Council Member indicates that an action will occur, and where other Council 
Members are not in agreement, it is advisable that Council Members do not 
remain silent on the matter but express any reservations they may have. 
Unilateral commitments on the part of the Town should be avoided by a Member 
of Council. 

1 (2000), 13 M.P.L.R. (3d) 1 (Ont. C.A.) 
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Town of Aurora 

Compensation and Support for Members 
of Council  

Contact: Manager, Human Resources, Human Resources Division 

Approval Authority: Council 

Effective: April 9, 2013 

______________________________________________________________________________________ 

1. Policy
The Corporation of the Town of Aurora provides appropriate and clear support for
members of Council their activities to carry out the duties of their election position.

2. Purpose
The Town of Aurora is committed to providing clear expectations and guidance for
existing and potential members of council with respect to compensation of members of
Council, as well as the support and services provided to them as members of Council as
they carry out the duties of their election position. This policy document is meant to set
clear expectations to avoid conflicts between members of council and the
administrative staff.

3. General

Direct Compensation and Benefits 

Council sets its own compensation and benefits remuneration from time to time, and 
changes are enacted by by-law. Any Council may revisit the enacted by-law at any time, 
subject to the Procedural By-law. Such direct compensation and benefits remuneration 
will include salary, but may also include auto allowances, benefits, home office 
expenses, and other financial equivalent arrangements. 

Provision of Office Space and Support 

The Mayor is provided with the following: 

• access to a private furnished office space at Town Hall, including a hard-line
telephone;

• a Town owned laptop computer station which shall be connected to the Town’s
secure network, and have access to the Internet;
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• the assistance of an Executive Assistant, who is an employee of the Town and 
who also supports where possible the administrative needs of other members of 
Council;  

• a Town owned and subscribed PDA type device (currently Blackberry);  
• necessary and appropriate office supplies, access to a fax ad copier/printer;  
• meeting room space to meet with constituents or other Town guests;  
• a reserved parking space at Town Hall; 
• passes for fitness, pools, and ice for the duration of the term of office, and 
• Town logo merchandise or clothing to a value of $250 per year for personal use. 

Members of Council are provided with the following: 

• access to a furnished shared office space, including hard-line telephones; 
• shared resource computers in the shared office space, which shall be connected 

to the Town’s secure network, and have access to the Internet; 
• Internet connection rights to the Town’s secured network for Councillor access; 
• The assistance of the Executive Assistant to the Mayor, who is an employee of 

the Town, and who supports where possible the administrative needs of other 
members of Council; 

• at the request of members of Council, a Town owned and subscribed PDA type 
device (currently Blackberry); 

• necessary and appropriate office supplies, access to a fax ad copier/printer;  
• meeting room space to meet with constituents or other Town guests;  
• passes for fitness, pools, and ice for the duration of the term of office, and 
• Town logo merchandise or clothing to a value of $150 per year for personal use. 

All staff and members of council are subject to the Town’s ITS policies when using 
Town computer or telecommunications equipment or facilities.  

Reimbursement of Appropriate Expenses 

The annual approved budget sets out the provisions of funding for the following groups 
of expenses. 

• Conferences/seminars/training & development expenses;  
• Constituency business and related expenses; and  
• Other expenses of Members of Council, including those related to holding of 

committee or public meetings which they chair or host. 

Where paid directly by a Member of Council, reimbursement of these expenses is 
subject to Policy No.28 and approval of the Mayor and the Treasure. Policy No.28 
“Employment Expenses” sets out guidelines and restrictions applicable to staff, and 
should serve as guidance for members of Council. The Executive Assistant to the Mayor 
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may arrange direct Town payment of certain conference or training type of registration 
costs. 

Authorized conferences, seminars, training, and development sessions are restricted to 
destinations within North America and include, but are not limited to the following:  

 

 
Conferences/Seminars 

 
Training & Development 

 
 

• FCM Sponsored events 
• AMO Sponsored events 
• Ontario Traffic Conference 
• Cdn. Public Works Assoc. 

events 
• Ontario Good Roads 
• Cdn. Parks & Rec. Association 
• Parks & Recreation Ontario 
• Cdn. Institute of Planners 

events 
• OMHRA Sponsored events 

 

 
• Communication/Public Speaking Training 
• Health & Safety / W.H.I.M.I.S. (First Aid / 

C.P.R.) 
• Executive Management Workshops 
• Management / Supervisory Skills Workshops 
• Change Management / Business Process 

Improvements 
• Stress in the Workplace 
• Harassment & Discrimination  
• Information Technology Training & 

Development (i.e., Word, Excel, PowerPoint) 
•  

 

The frequency and/or number of sessions attended will be determined based on 
availability of financial resources relative to the above referenced spending limits. The 
Mayor shall pre-approve Council members’ attendance to a conference or training event 
following confirmation of remaining available funding. Travel, accommodation, and 
ancillary expenses associated with attendance at such events are funded from the 
same budget account.  

Eligibility criteria for spending annually approved constituency expenses associated 
with attendance at such events are funded from the same budget account.  

Other Expenses 
• Attendance at Community event  

• York Regional Police Gala  
• United Way Charity events 
• Conservation Authority General Meeting 

• Lunch meetings, other business related hospitality 
• Meals provided to Council between/prior to scheduled 

meetings 
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4. Disclosure of Compensation and Expenses

Prior to each March 31, the Treasurer must provide to Council a statement of all 
remuneration and expenses paid in the prior year to members of Council and members 
of appointed boards and committees. Such report is a statutory report required of the 
Municipal Act, 2001, S.O. 2001. c. 25 as amended (the “Act”) and is a public record. 
Further. This policy document, any By-law of the Corporation, compensation of 
members of Council, and expense supporting documentation (subject to MFIPPA), is a 
public record.  

In April 2013, Council directed that expenses of members of Council be reported 
publicly semi-annually by way of publication in a logical and readily located section of 
Town’s website. The form of such report shall be that as used in reporting the 2012 
expenses. The interim reports are not to be placed on the public agenda, rather 
produced, and published by staff on the website. The website published reports are to 
“be retained on the Town’s website for the duration of the Council term”. The annual 
statutory report will continue to appear in the public agenda as required by legislation, 
and will also be available at he new “Expenditures of Council” section of the website.  

5. Updates

Minor administrative updates to this policy by the CAO are authorized, provided no 
material changes affecting members of Council or changes which may have a material 
financial impact on the corporation are made without Council approval.  

6. Reference

Employment Expenses for Staff – Policy No. 28 

Annual Budget 



TOWN OF AURORA - EXPENSE REPORT
Date: ____________________________

Complete each line in full, with account code for each line.

DATE VENDOR REASON AMOUNT GL ACCOUNT

TOTAL $0.00

Approved by: ____________________________

For the period from: _______________to________________

Attach all receipts and documents, attain approval signature and send to A/P by Tuesday at 4:30 for same week's payment.

Name: ____________________________
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Town of Aurora 

Employee Code of Conduct 
Corporate Services 

 

Contact: Manager, Human Resources 

Approval Authority: Chief Administrative Officer  

Effective: September 26, 2006 

Last Review Date: October 20, 2022 

______________________________________________________________________________________ 

1. Policy Statement 
 

The Town of Aurora’s mission of “Deliver exceptional services that make people proud to 
call Aurora home” requires employees to demonstrate the highest standards of ethical, 
business, and personal behaviour. Town employees are accountable to the Town, Council 
and citizens of Aurora and are responsible for the assets entrusted to them.  

Therefore, every Town employee is expected to comply with the Code of Conduct and 
other policies and procedures that govern employee behaviour. 

2. Purpose 
 
Employees of The Town of Aurora must be independent, impartial, and responsible to the 
public in carrying out their duties. The public must have confidence in the integrity of 
employees and in their dedication to the Town's best interests. 

The Code of Conduct sets out broad principles and establishes expected standards of 
behaviour for Town employees. The purpose of this policy is to promote a high level of 
ethical conduct by employees and to ensure confidence in the public service. 

The items included in this Code of Conduct do not address all possible standards of 
behaviour. Employees should consult with their Supervisor if uncertain about the 
application or breadth of this policy. 

Employees are expected to use sound judgement and apply the Code in a proactive 
fashion in order to maintain the public's trust in the Town's objectivity and integrity. 
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The observance of the Code of Conduct constitutes a condition of employment for all 
employees and breaches of the Code may be grounds for disciplinary action up to and 
including termination of employment. 

 
3. Definitions  
 

Breach of Trust: an act or omission by a Town employee (in connection with the 
execution of his or her duties) which benefits him or her personally either directly or 
indirectly. This includes breach of trust as defined in the Criminal Code. 
 
Confidential Information: information that is of a personal nature to Town employees or 
clients, or information that is not available to the public and that, if disclosed, could result 
in loss or damage to the Corporation or could give the person to whom it is disclosed an 
advantage. 
 
Employee: For the purposes of this policy, shall mean a person who performs work or 
provides services for monetary compensation from the Town.  Town Councillors and 
independent contractors are not considered employees. 
 
Fraud: any intentional or deliberate act to deprive another of property or money by guile, 
deception, or other unfair means. This includes fraud as defined in the Criminal Code. 
 
Relative: includes a parent, spouse, same-sex partner, brother/sister, or child. 
 
Town: Shall mean the Corporation of the Town of Aurora. 
 

4. Employee Expectations 
 

Abiding by The Law:  

In acting on behalf of The Town of Aurora, no employee shall at any time take any action 
which he or she knows, or reasonably should know, violates any applicable law or 
regulation. The Town of Aurora requires that employees be honest in their dealings with 
Members of Council, Officers of the Corporation, other Town employees, clients, and the 
public. It is every employee's responsibility to ensure that all information they 
communicate is as accurate as possible. No employee shall withhold information or 
wilfully mislead Members of Council, officers, employees, clients, or the public about any 
issue of corporate concern. 
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The operations of Town are subject to many complex and changing provincial and federal 
laws. Employees are responsible for maintaining an up-to-date knowledge of the 
legislation within their area of responsibility.  
 
The Town's standard operating procedures do not take precedence over legal obligations. 
Appropriate recommendations for change should be brought forward where a practice is 
in clear conflict with an overriding legal obligation. 
 
If uncertain about the application or interpretation of a law or regulation, employees 
should consult with their supervisor, who in case of doubt will consult with their Director, 
Town Solicitor, or the Chief Administrative Officer. 
 
Fraud and Breach of Trust: 

All employees of the Town are responsible for immediately reporting suspected fraud, 
breach of trust or other wrongdoings to their Supervisor, Director, Town Solicitor, or the 
Chief Administrative Officer. 
 
In addition to contravening the policy, acts of fraud and breach of trust may constitute a 
criminal offence as referenced in the Criminal Code. Examples of fraud and breach of 
trust include, but are not limited to the following: 
 
Inappropriately obtaining a benefit or avoiding an obligation by actions such as, but not 
limited to:   

• Illegally obtaining money, including acceptance of bribes; 
   

• Using equipment or property for illegal purposes; 
   

• Avoiding penalties, fees, or taxes; 
   

• Obtaining approvals under false pretences; 
 

• Avoiding contractual obligations; or 
 

• The use of a public position for private gain, either directly or indirectly. 
 

Using deceit to gain a benefit or advantage by actions such as, but not limited to:  
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• Providing false or incomplete information; 
   

• Falsifying records; 
   

• Avoiding proper procedures; or 
   

• Non-compliance with statutory requirements. 

All suspected fraud or breach of trust will be investigated fully and the rights of all persons 
accused or suspected will be respected. All employees are required to co-operate fully 
with the investigator(s) or the police. 

Employees should not discuss cases of suspected fraud outside of the investigation. If 
evidence is given which is based on opinions formed as a result of gossip rather than on 
fact, then an investigation could be misdirected and employees could be treated 
inappropriately. 

Employees suspected of fraud or breach of trust should only be informed when this 
action is authorized by the investigator. 

Retaliation against informants or witnesses involved in investigations of wrongdoing is 
forbidden. Retaliation will be grounds for disciplinary action up to and including dismissal. 

Confirmed act(s) of fraud or breach of trust will result in disciplinary action up to and 
including termination of employment and may result in criminal charges. 

Conflict of Interest 

An employee will be considered to have a conflict of interest when the decisions made 
and/or the actions taken by an employee in the course of exercising his or her corporate 
duties are affected by, may be affected by, or could be seen by another party to be 
affected by: 

• The employee's personal, financial, or business interests; or 
   

• The personal, financial, or business interests of relatives or business associates 
of the employee. 

The employee is ultimately responsible and accountable for using good judgement in the 
course of exercising corporate duties and must: 

• Disclose conflicts of interest to his or her Director or Chief Administrative Officer 
in writing; and 
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• Avoid situations which may present conflicts of interest while dealing with 
persons or organizations doing business or seeking to do business with the 
Town. 

The following are the Town’s expectations of its employees in situations that could result 
in a conflict of interest: 

Outside Employment/Activities  
 
An employee must not engage in any outside employment or paid business undertaking 
that interferes with the performance of his or her duties as a Town employee, or from 
which an economic advantage may be derived solely as a result of confidential 
information gained from employment with the Town. Where this conflict exists, 
employees may be required to cease participation in the activity, transfer to other duties, 
or choose between continued employment at the Town and the outside activity. 

Special Treatment 
 
An employee shall not use their position to give any person or organization special 
treatment that would advance the employee’s own interests or that of any of the 
employee's relatives or business associates. 

Financial Interests  
 
An employee must not participate in any decision, promotion or make any 
recommendation to their Supervisor or Council in which they, their relatives or business 
associates have any financial interest, direct or indirect. 

Appointments  
 
An employee may not seek or accept appointment, except in the capacity of an employee, 
to an Advisory Committee, Task Force, Board or Ad Hoc Committee of the Town. Staff 
who hold positions as board members on community agencies that deal with issues 
related to their work at the Town should inform their Director or Chief Administrative 
Officer of their appointment. When agency issues arise that place them in actual, 
potential, or perceived conflict with Town policies or procedures, they shall declare an 
interest and may be required to remove themselves from the issue. 

Representing Others 
  
An employee may not appear before Council or an Advisory Committee of the Town on 
behalf of a private citizen, or a relative. 
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Entertainment and Gifts 

The frequency and scale of the hospitality accepted should not be greater than the 
employee’s Director or Chief Administrative Officer would allow to be claimed on an 
expense account if it were charged to the Town.  

An employee shall not seek or accept for personal benefit or gain, any gifts, donations, 
benefits or favours from any person or organization whose business or financial interests 
may be impacted in any fashion by the employee in the course of exercising the 
employee's corporate duties, in accordance with the following: 

Acceptance of Invitations 

Generally, employees of the Town shall not attend cultural, social, charitable, political, 
recreational, or sporting events at the expense of a person or corporation that conducts 
business with the Town. Exceptions to this policy may be made if, in the opinion of the 
Director and/or the Chief Administrative Officer determines that it would be beneficial for 
corporate purposes and provided that the employee is accompanied by the person 
extending the invitation.  All such attendance shall be approved by the Director and the 
Chief Administrative Officer in advance.  

Travel and/or Accommodation 

Employees shall not accept travel costs and/or accommodation, or payment related to 
travel or accommodation, from any person or business organization involved with the 
Town. Notwithstanding this, an employee may accept travel costs and/or 
accommodation or payment if he or she is attending in the capacity as an authorized 
member of a Town approved association, board, or committee, subject to the approval of 
the Director and Chief Administrative Officer. 

Meals 

Generally, employees shall not accept complimentary meals from any person or business 
organization that is representing a business interest or potential business interest 
associated with the Town. Town business should normally be carried out in a business 
environment, such as the Town offices. 

In certain circumstances, it may be appropriate for an employee, in the course of carrying 
out normal business activities, to attend a meeting that overlaps with a meal time, such 
as a working breakfast or lunch.  In such circumstances the employee shall pay for their 
own meal and submit a receipt to the Town for reimbursement.  
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A meal may be offered at the expense of the Town if approved by the Director or the Chief 
Administrative Officer based on a determination that it would be beneficial for corporate 
purposes and/or would further the interests of the Town.  

 
Receipt of Gifts by an Individual 
 
Employees shall not seek or accept any gift, service, commission, reward, advantage, 
favour, benefit, or privilege that could be viewed as given in anticipation of or in 
recognition of special consideration or that may influence or be perceived to influence 
the employee in the course of their employment. 

In compliance with this, occasional gifts of a nominal or promotional value may be 
accepted. Examples of gifts of a nominal or promotional value that may occasionally be 
accepted are: a  cap, shirt, mug, pen, or calendar. 

Gifts of more than a nominal or promotional value shall be returned to the sender with an 
acknowledgement of the return and reference to this policy. Alternatively, the gift shall be 
donated to a local charity with acknowledgement sent to the sender.   

Gifts of real property, cash, the equivalent of cash such as negotiable securities, the use 
of vacation property, boats or vehicles, and airline tickets shall not be accepted. 

If any employee has a question as to whether a gift may be accepted in compliance with 
this Code, the employee should consult with his/her Director. Directors may consult with 
the Chief Administrative Officer for clarification on this policy.  

 
 
5. Corporate Information and Confidentiality 
 

Confidential information about The Town of Aurora, its customers, clients, suppliers, or 
employees should not be released to anyone other than persons who are authorized to 
receive such information. (See Municipal Freedom of Information and Protection of 
Privacy Act.) 

Employees cannot disclose confidential or privileged information about the property, or 
affairs of the organization, or use confidential information to advance personal or others' 
interests. Employees cannot divulge confidential or privileged information about Town 
employees without those employees' written authorization and the authorization of the 
Manager of Human Resources. 
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Employees who allege wrongdoing on the part of Council, officers, employees, agents, or 
contractors should disclose this information to their Director, Chief Administrative 
Officer, or to the appropriate policing authority. Such disclosure is permitted as long as 
the disclosure is not frivolous, vexatious, or slanderous and making the disclosure serves 
the public interest. 

Employees are responsible for proper storage, safeguarding and disposal of confidential 
information. This includes both hard copy and electronic documents. 

This rule against disclosing confidential information does not apply to information 
requested under the Municipal Freedom of Information and Protection of Privacy Act. An 
employee who is subpoenaed to give evidence under oath in court or before a tribunal 
should consult with their Director and Town Solicitor prior to disclosing any confidential 
information. 

The Town depends on the maturity and integrity of each employee to keep personal and 
confidential information private.  If an employee is in doubt as to whether certain 
information is confidential, no disclosure should be made without consultation with their 
Supervisor. This basic policy of caution and discretion in handling confidential 
information extends to both disclosing information within the corporation and externally. 
Employees should also refer to and are bound by any confidentiality requirements 
established by their department. 

Protection of Proprietary Information 

Employees frequently have access to proprietary information of the Town, or of others 
which is confidential and must be protected from unauthorized or inadvertent disclosure. 

This includes information contained in business strategies and plans; pending proposals 
or contracts; unannounced services; research results; financial projections; client and 
prospect lists; proposed acquisitions and divestitures; computer programs and software; 
engineering expertise and inventions. 

Such information may be released only to employees who have a need for such 
information, or in accordance with the Municipal Freedom of Information and Protection 
of Privacy Act. All rights and title to any tangible or intellectual property produced by an 
employee during the course of employment shall remain with the Town. 

Post-Employment/Service Restrictions 

Former Town employees will not disclose or use any proprietary information or data of 
the Town or of any other person where such information was acquired during 
employment with the Town, unless the release or disclosure is properly authorized by the 
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Town, the individual, or firm owning the information. In addition, confidential information 
must not be used for personal gain or commercial advantage. This rule does not restrict 
former Town employees from using their knowledge and expertise gained through 
employment with the Town. 

6. Standards of Conduct  
 
Employees in exercising their authority in performing their duties shall at all times: 

• Promote public safety including safety of buildings and municipal infrastructure 
with reference to public health, fire protection, structural efficiency, barrier free 
accessibility, energy conservation and environmental integrity. 
 

• Apply all Codes, By-laws, and all applicable legislation uniformly and impartially 
without influence from anyone. 

• Act only within the qualifications that they have achieved through technical 
accreditations, applicable legislation, and job authority. 
 

• Commit to a continuous education program to maintain technical qualifications 
where required by legislation. 

7.  Media and Public Relations 

The Corporate Communications Division of the Chief Administrator’s Office is responsible 
for the co-ordination of communications with the media on behalf of the Town. 
Notwithstanding this, the Chief Administrative Officer, Town Solicitor and Directors are 
authorized to discuss and provide information to the media in accordance with the Town’s 
media policy (Administration Procedure No. 54). 
 
All opinions or information sought by outside groups or organizations including telephone 
interviews and site visits should be conducted in accordance with the Town’s Media and 
Public Relations Administration Procedure. 
 

8. Use of Town Property 

Employees shall not use any Town property, facilities, equipment, supplies or other 
resources for activities not associated with their work, including the use of information 
technology. Any exceptions must be expressly approved in writing by either the Chief 
Administrative Officer, the appropriate Director or as permitted in other corporate policies.  
 
Each department shall maintain a registry of all equipment that may be borrowed. 
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Upon termination of employment, employees shall deliver to the Corporation all real 
property, as well as correspondence, drawings, digital storage devices, documents and all 
other property belonging to the Corporation which may be in the employee's possession.  
 

9. Disclosure 

An employee shall, as soon as the employee is aware of a conflict of interest that they may 
have in any matter under consideration by the Town, shall notify their Director, or Chief 
Administrative Officer in writing of the interest, and the record of the disclosure shall be 
placed in the employee’s human resources file and maintained for the duration of his or her 
employment with the Corporation. An employee’s conflict of interest shall include business, 
financial or other material interest and those of their relative. 
 
In addition, an employee shall immediately notify their Director or Chief Administrative 
Officer if they have been convicted of any criminal offence or have had their driver’s license 
suspended or revoked if their duties require this in the job description. 
 

10. Solicitation of the Town’s Employees by Outside Parties 

In the interest of the orderly and efficient operation of the Corporation's business, it is 
necessary to restrict soliciting and the distribution of material to Town employees. 
 
Any broad solicitation of employees, or distribution of non-work-related materials, such as 
brochures, pamphlets etc. to employees on Town premises, or during working hours, will 
require prior approval by management. Such material will only be made available in the staff 
lunchroom. 

11. Respecting Individual Employee Rights 
 
Political Activities 

Political involvement in Municipal, Provincial or Federal levels of government is permitted 
on the clear understanding that employees are acting personally and not as representatives 
of The Town. 
 
Town employees are entitled to run for office for Council in the Town of Aurora, only if they 
take an unpaid leave of absence. See The Municipal Elections Act and other applicable 
statutes for further information. 
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Any political involvement must not interfere with the employee's ability to perform his or her 
corporate duties objectively. Employees should not engage in any political activity during 
working hours, or utilize Town’s assets, resources, or property for political purposes. 
 
An employee's decision to support a candidate or political party financially will remain a 
personal decision. 

 
Freedom of Speech 
 
Employees have the freedom to express an opinion on general interest matters, where the 
employee makes it clear that he or she is commenting as a private citizen and does not 
link their opinion in any way with their role as a Town employee. In such instances caution 
should be exercised so that the Town is not compromised in any way. 
 
12. Other Responsibilities 
 

The Office of the Chief Administrative: 
 

• Overall administration of the Code to ensure implementation and compliance. 
   

• Provide guidance in interpreting the Code. 
   

• Investigation of suspected wrongdoing of any Senior Town employee. 
   

• Provide guidance to Directors in dealing with confirmed violations of the Code. 

Human Resources 
 

• Distribute a copy of the Code of Conduct to all employees. 
   

• Request a signature of employees, verifying that they have seen, read and 
understand their responsibility under the Code. 
   

• Assist Managers with interpretation and application of the Code. 

Finance 
 

• Assist Management in the discharge of their responsibilities through 
investigations of reported frauds and breaches of trusts or non-compliance with 
the Code of Conduct. 
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Directors 

• Administer the Code and ensure compliance.

• Issue instructions necessary for implementation of the Code.

• Provide guidance in interpreting the Code.

• Investigate fully any incident of suspected wrongdoing.

• Deal firmly and fairly with any confirmed violations of the Code.

• Inform the Chief Administrative Officer, Legal Services, and Human Resources if
any violations of the Code occur that they should be aware.

Managers / Supervisors 

• Ensure that employees are informed of and comply with the requirements of the
Code.

• Highlight any areas that have particular relevance, given the nature of the
employee's work.

• Determine whether a contravention of the Code has occurred and what actions, if
any, are to be taken.

• Review content of the Code with employees on a regular basis (minimum
requirement is annually).

• Consult with their Director or Chief Administrative Officer if interpretation of this
Code is required.

• Establish procedures for employees to report a violation of the Code.

• Report any violations of the Code to their Director.
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Employees 
 

• Subscribe in writing, prior to their first day of employment, that he or she has read 
and agrees to abide by the Code of Conduct. 
   

• Adhere to the standards of behaviour outlined in this policy. 
   

• Seek clarification if unsure about any information included in the policy. 
   

• Disclose breaches of the Code of Conduct to his or her immediate Supervisor, 
Director or designate, in writing. 
   

• Avoid situations which may present conflicts of interest while dealing with 
persons or organizations doing business or seeking to do business with the 
Town. 
   

• Report verbally or in writing any violation of this Code of which they are aware. 

 

Relevant References/Codes 

• Criminal Code (R.S.C., 1985, c. C-46) 

• Human Rights Code, R.S.O. 1990, c. H.19 

• Municipal Freedom of Information and Protection of Privacy Act, R.S.O. 1990, c. 
M.56 

• Harassment Free Workplace Policy  

• Violence Free Workplace Policy 

• Violence and Harassment Workplace Free Program  

• Health and Safety Policy 

 
Review Timeline 
This policy will be reviewed every year after the initial approval date.  

Policy Last Reviewed on: October 15, 2022 

Policy Modified on: October 15, 2022 

https://laws-lois.justice.gc.ca/eng/acts/c-46/
https://www.ontario.ca/laws/statute/90h19
https://www.ontario.ca/laws/statute/90m56
https://www.ontario.ca/laws/statute/90m56
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Harassment Free Workplace 
Corporate Services 

 

Contact: Manager, Human Resources 

Approval Authority: Chief Administrative Officer  

Effective: March 30, 2011 

Last Review Date: September 2022 

______________________________________________________________________________________ 

1. Policy Statement 
The Corporation of the Town of Aurora is committed to providing a work environment 
for its employees which is free from harassment and discrimination. All members of the 
Corporation are responsible for respecting the dignity and rights of their colleagues and 
the public they serve. 

Harassment and discrimination are both prohibited under the Ontario Human Rights 
Code and the Occupational Health and Safety Act. 

Workplace harassment and discrimination will not be tolerated from any person in the 
workplace. Everyone in the workplace must be dedicated to preventing workplace 
harassment and discrimination. Elected officials, directors, managers, supervisor and 
employees are expected to uphold this policy and accompanying program, and will be 
held accountable by the Corporation.  

2. Purpose 
 

The Town of Aurora is committed to providing an maintaining a safe and harassment 
free working environment for our employees. In pursuit of this goal, the Town maittains 
a “zero tolerance” policy towards harassment and discrimination and will not tolerate, 
ignore, or condone such against or made by any Town employee or elected official. This 
Policy and the supporting Violence and Harassment Free Workplace Program reflects 
the commitment of the Town of Aurora as an Employer to meeting its obligations under 
the Ontario Occupational Health and Safety Act as well as the Ontario Human Rights 
Code. 

Workplace harassment and discrimination are considered to be serious offenses which 
may results in disciplinary action up and including dismissal.  
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The Corporation of the Town of Aurora will ensure that this policy and supporting 
program are implemented and maintained and that all employees, supervisors, 
managers and directors have the appropriate information and instruction to protect 
employees from workplace harassment. 

All employees at all levels must work in compliance with this policy and supporting 
program. Everyone is expected to raise any concerns about workplace harassment and 
to report any incidents of harassment with the assurance there will be no negative 
consequences for reports made in good faith. 

3. Scope / Application 
 

This Policy applies to all Town employees, as defined by the Ontario Employment 
Standards Act, 2000 (“ESA”). For clarity, “employee” under this Policy means only those 
employees of the Town which are considered employees under the ESA.   

It also applies to all Town Elected Officials as defined by the Municipal Act.  

4. Definitions 
 
Workplace: For the purpose of this policy, the workplace includes any place 
the business f the Town is conducted or where social or other functions 
occur. Workplace includes off-site business related functions (e.g. 
conferences, trade shows), at social events related to work, in residents 
homes or away from work but results from work (e.g. harassment 
telephone call to your home from a client, resident etc.) 
 

Workplace Harassment: is defined under the Occupational Health and 
Safety Act and the Ontario Human Rights Code as: 
 

“Engaging in a course of vexatious comment or conduct against a worker in 
a workplace that is known or ought reasonable to be known to be 
unwelcome”. 

The definition of workplace harassment is broad enough to include harassment 
prohibited under the Ontario Human Rights Code, as well as what is often called 
“psychological harassment” or “personal harassment”. Workplace harassment can 
involve unwelcome words or actions that are known or should be known  to be 
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offensive, embarrassing, humiliating or demeaning to an employee or a group of 
employees. It may be one serious incident or a series of incidents and may also exist 
systemically as part of the work environment and can include behaviour that intimidates 
isolates or even discriminates against the targeted employee(s). 

Examples of workplace harassment include, but are not limited  to: 

• Verbally abusive behaviour such as yelling, insults and name calling
• Making remarks, jokes or innuendos  that demean, ridicule, intimidate, humiliate

or offend
• Workplace pranks, vandalism and hazing;
• Gossiping or spreading malicious rumours;
• Excluding or ignoring someone, including persistent exclusion of a particular

persona from workplace related social gatherings;
• Sabotaging someone’s work;
• Displaying or circulating offensive pictures or materials in print, electronic or any

other form;
• Patronizing behaviour, language or terminology which undermines self respect or

adversely affects work performance or work conditions;
• Bullying; and
• Offensive or intimidating phone calls or e-emails;

Harassment may be a single incident or a series of incidents that continues over a 
period of time. 

Workplace harassment should not be confused with legitimate, reasonable 
management actions that are part of the normal work function and does not include: 

• Measures to correct performance deficiencies:
• Imposing discipline for workplace infractions; or
• Requesting medical documents in support of an absence from work.

Workplace harassment also does not include normal workplace conflict that may occur 
between individuals or differences of opinion between co-workers. 

Sexual Harassment: Includes conduct or comments of a sexual nature that the recipient 
does not welcome or that offend him or her. It also includes negative or inappropriate 
conduct or comments that are not necessarily sexual in nature, but which are directed 
at an induvial because of his or her gender. Both men and women can be victims of 
sexual harassment, and the harasser can be of the same or opposite sex. 

Examples of sexual harassment include, but are not limited to: 

• Sexual advances or demands that are unwelcome;
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• Threats, punishment, or denial of a benefit for refusing a sexual advance;
• Offering a benefit in exchange for a sexual favour;
• Leering, suggestive staring or other gesture;
• Displaying sexually offensive material such as posters, pictures, calendars,

cartoons, screen savers, pornographic or erotic websites or other material;
• Distributing sexually explicit email messages or attachments such as pictures or

video files;
• Sexually suggestive or obscene comments or gestures;
• Unwelcome remarks, jokes, innuendo, propositions or taunting about a persons

body, clothing or sex;
• Persistent, unwanted attention after a consensual relationship ends;
• Physical contacts of a sexual nature, such as touching or caressing.

Discrimination: Harassment may relate to a form of discrimination as set out in the 
Ontario Human Rights Code. It includes any distinction, exclusion or preference based 
on the protected grounds under the Human Rights Code, which nullifies or impairs 
equality of opportunity in employment or equality in the terms and conditions of 
employment. 

The Corporation of the Town of Aurora recognizes the protected grounds listed under 
section 5(2) of the Human Rights Code and all Town of Aurora employees have a right 
to equal treatment with respect to employment without discrimination because of race, 
colour, creed, marital status, ancestry, ethnic origin, age, family status, place of origin, 
citizenship, handicap, record of offenses, sex, and sexual orientation. 

5. General

This policy is to be followed in conjunction with the Violence and Harassment Free 
Workplace Program and will be reviewed on an annual basis. 

Relevant References/Codes 
• Ontario Human Rights Code R.S.O. 1990, c.H.19
• Occupational Health and Safety Act, R.S.O. 1990, c. O.1
• Health and Safety Policy
• Code of Conduct
• Progressive Disciplinary Action Policy
• Violence and Harassment Free Workplace Program

https://www.ontario.ca/laws/statute/s21035
https://www.ontario.ca/laws/statute/s21035
https://www.ontario.ca/laws/statute/90o01?search=Occupational+health+and+safety+act
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Review Timeline 
This policy will be reviewed every year after the initial approval date.  

Policy Last Reviewed on: September 15, 2022 

Policy Modified on: N/A 
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Contact: Manager, Human Resources 

Approval Authority: Chief Administrative Officer  

Effective: March 30, 2011 

Last Review Date: October 20, 2022 

______________________________________________________________________________________ 

1. Policy 

The Management of the Corporation of the Town of Aurora is committed to the prevention 
of workplace violence and is ultimately responsible for the Health and Safety of its 
employees ensuring that all employees and elected officials feel safe and secure at all times 
within the workplace. The corporation will treat any form of violence that occurs in the 
workplace seriously irrespective of the alleged perpetrator’s position and will take whatever 
steps are reasonable to protect its employees and elected officials from workplace violence 
from all sources. 
 

Violence in the workplace can have devastating effects on the quality of life for employees 
and on the productivity of the organization. Violent behaviour in the workplace is 
unacceptable from anyone. Maintaining a workplace that is free from violence is a 
responsibility of all elected officials, management, and employees. The corporation will 
not tolerate, ignore or condone workplace violence.  

 

2. Scope 
 

This policy applies to all Town of Aurora employees and Elected Officials. 

 

3. Purpose 
 
The Town of Aurora is committed to providing and maintaining a safe working 
environment for its employees. In pursuit of this goal, the Town maintains a “zero 
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tolerance” policy towards violence and will not tolerate, ignore, or condone such acts 
against or made by any Town employee or elected official. 

There is a workplace violence and harassment free program that implements this policy. 
It includes measures and procedures to protect employees and elected officials from 
workplace violence, a means for summoning immediate assistance and a procedure for 
impacted individuals to report incidents or raise concerns.  

The Corporation of the Town of Aurora will ensure that this policy and supporting program 
are implemented and maintained and that all employees, supervisors, managers, 
directors and elected officials have the appropriate information and instruction to protect 
them from workplace violence. 

All employees at all levels must work in compliance with this policy and supporting 
program. Everyone is expected to raise any concerns about workplace violence and to 
report any violent incidents or threats of violence with the assurance there will be no 
negative consequences for reports made in good faith.  

 
The Corporation o the Town of Aurora pledges to investigate and deal with all incidents 
and complaints of workplace violence in a timely and fair manner according to the 
Workplace Violence and Harassment Free Program, respecting the privacy of all 
concerned to the extent possible.  

With respect to workplace violence exercised by members of the public against a Town 
employee or elected official, the Town will take appropriate action, considering all legal 
resources available.  

4. Definitions  
 

Workplace: For the purpose of this policy, workplace includes any place where the 
business of the  Town is conducted or where social or other functions occur. Workplace 
includes off-site business related functions (conferences, trade shows, etc.). Employees 
are expected to assist the Town of Aurora in its attempts to prevent any instances of 
violence in the workplace.  

Workplace Violence: The Occupational Health and Safety Act defines workplace violence 
as:  

a) the exercise of physical force by a person against a worker, in a workplace, that 
causes or could cause physical injury to the worker, 

b) an attempt to exercise physical force against a worker, in a workplace, that could 
cause physical injury to the worker, 
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c) a statement or behaviour that it is reasonable for a worker to interpret as a threat 
to exercise physical force against the worker, in a workplace, that could cause 
physical injury to the worker.  

Forms of workplace violence include: 

• Violence by Strangers – Usually enters the place of work on the pretense of being 
a customer. Normally commits robbery or other violent acts; 

• Violence by Customers/Clients – May be an expected or unexpected situation; 
• Violence by Co-workers – Could include current employee and manager, former 

employee, a prospective employee, and may occur inside or outside the workplace; 
• Violence by Personal Relations – This includes spouse, partner, relative, or friend 

and usually occurs when a personal dispute occurs with the worker and enter the 
workplace to harass, threaten, or injure the employee physically or psychologically.  

• Sexual Violence: Any sexual act or act targeting a person’s sex, sexuality, sexual 
orientation, gender identity or gender expression, whether the act is physical or 
psychological in nature, that is committed, threatened, or attempted against a 
person without the person’s consent and includes, but is not limited to, sexual 
assault, stalking, indecent exposure, voyeurism and sexual exploitation. 

5. General  
 

This policy is to be followed in conjunction with the Violence and Harassment Free 
Workplace Program. 
 

Relevant References/Codes 

• Occupational Health and Safety Act, R.S.O. 1990, c. O.1 

• Criminal Code (R.S.C., 1985, c. C-46) 

• Human Rights Code, R.S.O. 1990, c. H.19 

• Municipal Freedom of Information and Protection of Privacy Act, R.S.O. 1990, c. 
M.56 

• Health and Safety Policy 

• Violence and Harassment Workplace Free Program  

• Code of Conduct 

https://www.ontario.ca/laws/statute/90o01?search=Occupational+health+and+safety+act
https://laws-lois.justice.gc.ca/eng/acts/c-46/
https://www.ontario.ca/laws/statute/90h19
https://www.ontario.ca/laws/statute/90m56
https://www.ontario.ca/laws/statute/90m56
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Review Timeline 
This policy will be reviewed every year after the initial approval date. 

Policy Last Reviewed on: October 15, 2022 

Policy Modified on: October 15, 2022 
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100 John West Way 
Aurora, Ontario 
L4G 6J1 
(905) 727-3123
aurora.ca

Town of Aurora 

Violence and Harassment 
Free Workplace Program 
Corporate Services 

Contact: Manager, Human Resources 

Approval Authority: Chief Administrative Officer  

Effective: March 30, 2011 

Last Review Date: October 20, 2022 

______________________________________________________________________________________ 

objective of reducing risk of injury. 

1. Purpose

The Corporation of the Town of Aurora is committed to maintaining a work environment 
free of violence, harassment, and discrimination in the firm belief that such workplace 
guarantees the dignity of every employee. This program supports the Violence and 
Harassment Free Workplace Policy. This set of procedures will outline how an employee 
can report an incident of workplace violence, harassment and/or discrimination and how 
the Town will address the incident. The successful resolution of concerns and complaints 
is often determined by the way in which they are handled. The existence of a process with 
detailed procedures is critical to ensure that complaints are dealt with in a consistent and 
fair manner while allowing some flexibility to accommodate different types of 
circumstances and needs.  

2. Scope / Application

The Corporation of the Town of Aurora will investigate and address incidents, complaints 
or concerns of violence, harassment, and discrimination in the workplace.  

This program applies to all employees engaged in work-related activities that occur in the 
workplace. It should be noted that workplace violence, harassment and discrimination can 
occur at off-site business-related functions (e.g., conferences, trade shows, etc.), at social 
events related to work, in residents’ homes or away from work but resulting from work (e.g., 
a threatening telephone call to your home from a client, customer, resident, etc.).  
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Each department has the responsibility to implement measures and procedures specific to 
that workplace to mitigate workplace violence. It is important to recognize that each 
workplace is different, taking into consideration the workplace circumstances and type of 
work done. 

3. Roles and Responsibilities of Workplace Parties:

Elected Officials 

• Support the implementation and management of the Violence Free Workplace and
Harassment Free Workplace policies and this program in support of those policies.

• Assist the corporation in meeting its legal obligations by refraining from any
behavior or statements which may be seen or interpreted as infringing directly or
indirectly on employees’ rights to a workplace free from violence and harassment.

• Assist the corporation in meeting its legal obligations by monitoring activities
occurring within council, committee or other public meetings and calling to order
any participant who breaches the employee rights to a workplace free from
violence and harassment, regardless of source.

Employer (Executive Leadership) 

• Ensure the measures and procedures in the Workplace Violence and Harassment
Free Workplace Program are carried out and that management is held accountable
for responding to and resolving complaints of workplace violence and harassment;

• Ensure that in consultation with the Joint Health and Safety Committee, regular
risk assessments are conducted; ·

• Ensure that in consultation with the Joint Health and Safety Committee,
appropriate control measures are established;

• Ensure that in consultation with the Joint Health and Safety Committee, establish
and deliver training and education for all employees;

• Review all reports of violence, threats of violence and/or harassment in a prompt,
objective, and sensitive manner. This includes a review of all investigations
associated with violence and/or harassment;

• Ensure appropriate corrective action is taken;
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Managers and Supervisors 

• Provide employees with a safe work environment free from violence and/or 
harassment and take appropriate action to prevent violence and harassment in the 
workplace; 
 

• Ensure that violence and/or harassment is not tolerated, ignored, or condoned; 
 

• Take action in accordance with appropriate policies and programs if violence 
and/or harassment occurs or if management becomes aware of violence and/or 
harassment in the workplace; 
 

• Ensure employees are aware of their rights and responsibilities under the Violence 
Free Workplace and Harassment Free Workplace policies and protect the 
confidentiality of all parties and witnesses of the complaint; 
 

• Participate in and ensure employee attendance at Town education and training 
sessions on violence and harassment prevention in the workplace;  
 

• Provide employees who have been subjected to workplace harassment and/or 
violence and their co-workers who witnessed the incident, with appropriate support 
(or resources as appropriate) in consultation with the Human Resources Division; 
 

• Post this policy and related programs in a conspicuous place for all employees to 
view. 
 

• Provide department specific instructions to employees relating to workplace 
violence and harassment prevention as applicable; 
 

• Immediately report a workplace violence incident to Human Resources, who will 
ensure appropriate procedures contained in this program are executed; 
 

• Take action in accordance with appropriate policies and this program, including 
initiating progressive discipline if violence and/or harassment occurs or if you 
become aware of violence, threat of violence or harassment occurs in the 
workplace; 
 

• Consult with Human Resources for advice and guidance with respect to workplace 
violence and/or harassment prior to initiating any action with respect to this 
program or associated policies; 
 

Employees 
 

• Be familiar with workplace violence and harassment prevention policies and the 
related workplace violence and harassment program by participating in education 
and training programs regarding workplace Violence and Harassment 
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• Act in accordance with the Town of Aurora program and policies with respect to 

Workplace Violence and Harassment;  
 

• Act in accordance with the Town’s value of respecting other staff and the 
environment in which they work; 

 
• Report any incidents of violence, threatened violence or harassment in the 

workplace to Supervisors, Managers or directly to Human Resources; 
 

• Cooperate fully in investigations as required; 
 

• Be aware of the consequences of unacceptable behaviour as it pertains to 
workplace violence and harassment; 
 

Joint Health and Safety Committee 
 

• Promote the principles of this policy to all staff; 
 

• Recommend improvements to these policies and program as required; 
 

4. Reporting and Investigation 

Reporting – Violence or threats of Violence 

An employee must report a situation that he/she believes is a threat of workplace violence 
exists or workplace violence has occurred to his/her Supervisor, Manager, Director, and 
Human Resources Manager or designate. The Human Resources Manager or designate will 
investigate without delay. (See Violence/Harassment Reporting Form – APPENDIX A). 
 
A report may be made by any party including but not limited to the actual victim of alleged 
workplace violence, a co-worker who witnessed the incident(s) and/or a third-party reporting 
on behalf of the victim(s). 
 
Employees involved with incidents of workplace violence should immediately summon 
assistance. Whenever a situation in the workplace becomes volatile or escalates into a 
situation where workplace violence is likely to occur, employees should contact police or 
emergency assistance.  
 
Employees who are in a situation where workplace violence is likely to occur because of 
threats made by someone in person, over the phone, by e-mail or mail should contact police 
or emergency assistance. 
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An employee has a number of options including, but not limited to: 

• Using a panic button depending on location, as appropriate; 
 

• Using code words with co-workers to seek immediate assistance (identified 
within the department); 
 

• Yelling for assistance from co-workers; 
 

• Phoning someone within the Town for immediate assistance; or 
 

• Phone police or emergency assistance (Dial 911). 

Right to Refuse Unsafe Work 

An employee has the right to refuse work, subject to applicable legislation, if he/she has 
reason to believe that workplace violence is likely to endanger him/her. In that instance the 
employee should immediately contact his/her Supervisor/Manager, at which point 
appropriate measures will be taken to protect the employee and investigate the situation 
(Right to Refuse Unsafe Work Form- APPENDIX B) 
 

Domestic Violence 

If an employee is experiencing domestic violence or an employee has reason to believe that 
a co-worker is experiencing domestic violence that could expose that employee or another 
employee to physical injury in the workplace, the employee should seek immediate 
assistance by contacting their Supervisor, Manager or Director and/or the Human 
Resources Manager. The Human Resources Manager, in consultation with the Director and 
Chief Administrative Officer will develop a safety plan on a case-by-case basis in 
consultation with the targeted employee to assist in preventing and responding to the 
situation. In developing the plan, the employer and employee may be able to work with the 
police, courts, or other organizations who may already be involved. Information about a 
Person with a History of Violent Behaviour: 
 
The employer will provide information, including personal information, where known, to 
employees related to a risk of workplace violence from a person with a history of violent 
behaviour and all such information will be provided to the Chief Administrative Officer and 
the Human Resources Manager. This information will be provided when the employee can 
be expected to encounter the violent person in the course of employment with the Town and 
the risk of workplace violence is likely to expose the employee to physical injury. The 
employer must also not disclose more information than is reasonably necessary for the 
protection of an employee from physical injury. 
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Reporting – Workplace Harassment and Discrimination 

An employee who is experiencing workplace harassment as defined in the Workplace 
Harassment Policy is encouraged to make it known that the behaviour is offensive and 
contrary to the Ontario Human Rights Code and Town of Aurora Policy.  
 
Silence can and is often interpreted as acceptance. In many circumstances the alleged 
harasser does not even know that their actions are unwelcome. 
 
Should an employee feel, they cannot confront the harasser, or if the harassment continues 
after having done so, an employee can and is encouraged to follow the 
procedure as outlined in this program 

Reporting an Incident - Procedure 

The Human Resources Manager and/or designate will coordinate the investigation of 
incidents or complaints of workplace violence and harassment for internal purposes. The 
investigation will commence immediately. 
(Violence/Harassment Reporting Form – APPENDIX A). 
 
Generally, there are three levels of incident reporting that can facilitate internal resolution. 
They are discussed in more detail below. Whether an employee chooses the informal or 
formal complaint procedure, the complaint should be in writing using the appropriate 
incident reporting form attached to this program. For Violence or threats of Violence, the 
complaint should be submitted according to the formal complaint process below. 
 
Informal Complaint 
 
An employee who is experiencing harassment, or may not be sure if it is indeed 
harassment and requires clarification can contact any of the following people for 
assistance and/or advice: 

 

• Supervisor  
 

• Any other member of management 
 

• Human Resources staff 
 
Upon receipt of the informal complaint the person receiving the complaint is obligated to 
treat the conversation and written complaint as serious and attempt to resolve the matter 
in a confidential manner. This will involve clarifying the concern that is being raised and 
ensuring proper records are kept regarding the pertinent details surrounding the concern. A 
supervisor or other member of management may request the assistance of his/her 
Manager and/or the Human Resources Manager (or designate). 
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Proceeding informally may produce a quick and simple solution at an early stage without 
having to engage in a full investigation.  
 
The respondent shall be informed of the complaint. 
 
The supervisor will attempt to facilitate a mutually agreeable resolution. 
 
The complainant and the respondent will acknowledge in writing the mutually acceptable 
resolution. 
 
The supervisor will document the situation and ensure that the Department Head and the 
Human Resources Manager are notified. All documentation will be placed into a separate 
and confidential file in the Human Resources Office. 
 
Formal Complaint 
 
Where attempts to achieve a resolution at the informal stage prove unsuccessful or 
unsuitable, a formal written complaint may be filed.  
 
Formal complaints will be investigated by the Human Resources Manager or designate or a 
third party depending on the circumstances.  
 
Formal complaints shall be filed in writing to the Human Resources Manager (use the 
Violence/Harassment Reporting Form attached to this program). The written report must 
include the following:  
 
 

• A detailed description of the incident; 
 

• Date(s), times, etc.; 
 

• Witnesses, if any; 
 

• Steps, if any, already taken to date. 
 

Where an employee is unable, or under the circumstances it is unreasonable to request a 
written complaint, assistance will be made available to ensure that the complaint is 
documented on their behalf. The complaint may be documented by the Human Resources 
Manager and verified in writing, by the complainant.  
 
The respondent will be notified of the complaint where it is determined reasonable cause 
exists. 
 
The Human Resources Manager will schedule a confidential meeting with the complainant 
to discuss and clarify the incident and identify steps taken to date. The complainant may 
request the support of another employee. 
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If an employee has specific concerns about filing a formal complaint, he/she is strongly 
encouraged to contact the Human Resources Manager or designate for advice and 
guidance. 
 
Investigation of Complaint 
 
Where a formal and informal complaint is received a file will be opened by the Human 
Resources Manager or designate.  
 
Where it is determined that reasonable cause exists, the Human Resources Manager or 
designate will investigate the complaint or will arrange to have the investigation carried out 
by a neutral third party. The Human Resources Manager may request additional resources 
to assist with an investigation.  
 
The investigative process involves three primary steps; fact finding, preliminary findings and 
further investigations as outlined below.  
 
The Human Resources Manager or designate will conduct confidential interviews with 
relevant parties to obtain information and clarify the details of the reported incident. 
 
The complainant and the respondent will have an opportunity to identify witnesses or others 
to be interviewed.  
 
All interviews will be conducted confidentially and in a manner that respects the nature of 
the work environment.  
 
Employees covered by a collective agreement may wish to request the presence of a union 
representative. Non-union employees may also request the presence of a support person. 
 
Where the information revealed early in the investigation suggests a reasonable possibility 
of resolution, the Human Resources Manager may make resolution recommendations to 
the affected parties.  
 
Where mutual agreement is reached to the satisfaction of all parties, the Human Resources 
Manager will prepare a summary report for the appropriate Director and Chief 
Administrative Officer.  
 
Where, as a result of preliminary findings a more detailed investigation is warranted, a 
resolution cannot be reasonably proposed or achieved, or where the Human Resources 
Manager determines that file closure at this point would not be appropriate, further 
investigation will be conducted. 
 
Upon completion of further investigation and where mutual agreement for resolution of the 
incident is reached to the satisfaction of all parties, the Human Resources Manager will 
prepare a summary of the complaint and results of the investigation and provide a copy to 
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the Director and/or union representative where appropriate, the parties affected by the 
outcome, and the Chief Administrative Officer. 

Resolution 

Upon completion of the investigation, one of the following should occur: 

a) Complaint is proven.

b) Complaint is unfounded.

c) Complaint has mitigating circumstances and a systemic investigation is required.

If the complaint is proven or mitigating circumstances are present, the recommended 
action may include but may not be limited to: 

• Education and training.
· 

• Review and modification of policies, procedures, programs, and practices.

• Disciplinary action up to and including dismissal.

• Documentation on employee’s personnel file, as appropriate; and/or

• Continuous monitoring.

Where deemed reasonable and appropriate, the Human Resources Manager in consultation 
with the parties involved in the complaint, may propose, and develop a more comprehensive 
strategy for the elimination and/or prevention of workplace violence, harassment and/or 
discrimination to improve the culture of the overall workplace. Both the complainant and the 
respondent will be informed of the results of the investigation. 

Monitoring 

Where complaints have been supported, follow-up is a critical component of effective 
complaint resolution. The Human Resources Manager in conjunction with the relevant 
supervisor will ensure that an effective monitoring plan is developed, as appropriate. 

Implementation and Execution of Resolutions 

Where, as a result of the monitoring process, or through other means, it is determined that 
there are difficulties in implementing or executing the solutions recommended from the 
investigation, or where actions have been taken but are deemed ineffective, inappropriate 
or untimely; the Human Resources Manager or designate, in consultation with the Director, 
shall determine what further actions and/or support can be provided to ensure that the 
terms of resolution can be met more effectively and efficiently. 
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Malicious Complaints 

Where it is determined that the complaint was made maliciously or in bad faith with 
reasonable knowledge of and intent to harm, disciplinary action may be taken against the 
complainant. Documentation regarding this disciplinary action will be placed in the 
complainant’s personnel file.  

File Retention and Disposal 

Upon determination and notification of the results of a complaint investigation to both 
parties, the file will be closed and retained in Human Resources.  

Anonymous Complaints 

Complaints that have been made anonymously may not be investigated. An anonymous 
complaint is difficult if not impossible for the Town to adequately investigate and take 
appropriate action.  

Complaints involving Elected Officials and Members of Boards and Committees 

Where the complaint involves an elected official or members of boards and committees, the 
complaint will be referred by the Human Resources Manager, in consultation with the Chief 
Administrative Officer, to an outside third party to investigate the matter. The results of the 
investigation and recommendations of the investigator will be submitted to the Human 
Resources Manager who will review same with the Chief Administrative Officer and/or 
Mayor as appropriate. A copy of the report will be maintained in the file opened for that 
purpose.  

Reporting a complaint using any of the options identified in this program does not preclude 
an employee from filing a complaint with the Ontario Human Rights Commission or pursuing 
any other available avenues.  

Confidentiality of Complaints and Investigations 

The Corporation recognizes the sensitive nature of violence, harassment and discrimination 
complaints and will keep all complaints confidential, to the extent that it can do so.  

The Corporation will only release as much information as is necessary to investigate and 
respond to the complaint or incident or if required to do so by law.  

Out of respect for the employees involved in a complaint, it is essential that the complainant, 
respondent, witnesses, and anyone else involved in the investigation of a complaint 
maintain confidentiality throughout the investigation and afterwards. 
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5. Risk Assessment

On an annual basis Human Resources, in collaboration with Department  
Managers/Supervisors and the Joint Health and Safety Committee will conduct a risk 
assessment specific to workplace violence that is likely to arise from the nature of the 
workplace, type of work or conditions of work. The results of the risk assessment will be 
used to identify the measures and procedures to control risks of violence in the workplace. 
The Joint Health and Safety Committee will make appropriate recommendations to senior 
management.  

The risk of workplace violence should/will also be re-assessed as often as is necessary to 
protect employees from workplace violence. For example, a reassessment will be 
completed if: 

• The workplace moves or the existing workplace is renovated or reconfigured.

• There are significant changes in the type of work.

• There are significant changes in the conditions of work.

• There is new information on the risks of workplace violence.

• A violent incident indicates a risk related to the nature of the workplace, type of
work or conditions of work that was not identified during an earlier assessment.

6. Education and Training

All employees and management will receive appropriate training and education regarding 
the Workplace Violence and Harassment Policies and Program. This will include an annual 
review of the program components.  

General and workplace specific Violence and Harassment Policy and Program training and 
education will be a part of all new employee’s orientation. 

All training and education with respect to the Violence and Harassment Free workplace 
program and associated policies will be done in consideration of input and recommendation 
for the JHSC. 

Relevant References/Codes 

• Occupational Health and Safety Act, R.S.O. 1990, c. O.1

https://www.ontario.ca/laws/statute/90o01?search=Occupational+health+and+safety+act


 

12 

• Criminal Code (R.S.C., 1985, c. C-46) 

• Human Rights Code, R.S.O. 1990, c. H.19 

• Municipal Freedom of Information and Protection of Privacy Act, R.S.O. 1990, c. 
M.56 

• Health and Safety Policy 

• Harassment Free Workplace Policy 

• Violence Free Workplace Policy 

• Code of Conduct 

 
Appendices 

 
• Violence/Harassment Reporting Form – APPENDIX A 

 
• Right to Refuse Unsafe Work Form – APPENDIX B 

 

Review Timeline 
This policy will be reviewed every year after the initial approval date.  

Policy Last Reviewed on: October 15, 2022 

Policy Modified on: N/A 

 

 

 

 

 

https://laws-lois.justice.gc.ca/eng/acts/c-46/
https://www.ontario.ca/laws/statute/90h19
https://www.ontario.ca/laws/statute/90m56
https://www.ontario.ca/laws/statute/90m56
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Health and Safety Policy Statement 
 

The senior management team at The Corporation of the Town of Aurora ("The Town of Aurora") are vitally 
interested in the health and safety of its workers. Protection of workers from injury or occupational disease 
is a major continuing priority for the Town. 

 
The Town of Aurora will make every effort to provide a safe, healthy work environment for all our employees. 
In addition, Supervisors and employees must also be dedicated to the continuing objective of reducing risk 
of injury in the workplace. 

 
The Town of Aurora, as an employer, is ultimately responsible for our employee’s health and safety. As Chief 
Administrative Officer, I give you my personal commitment that I will comply with my duties under the 
Occupational Health and Safety Act (“The Act”), such as taking every reasonable precaution for the protection 
of workers in the workplace. 

 
Under the Occupational Health and Safety Act a supervisor is defined as "a person who instructs, directs and 
controls workers in the performance of their duties."  Any person regardless of title who meets this definition 
even temporarily has the responsibilities of a supervisor for the workers under their control. 
 
Management and supervisors are responsible for knowing and complying with the applicable occupational 
health and safety requirements and will demonstrate their commitment to health and safety  by  leading by 
example, and will ensure that  the  personnel  that  they  are responsible  for  have the necessary  knowledge 
to perform their work safely. Supervisors will be held accountable for the health and safety of employees 
under their supervision and will give health and safety the same priority as productivity.   

 
Every employee is also responsible for protecting his or her own health and safety by working in 
compliance with the law and with the safe work practices and procedures established by the Town. 
Employees will receive the required information, training, and competent supervision in their specific work 
tasks to protect their health and safety.  

 
Employees from every area of the corporation, regardless of position, will be encouraged to contribute to the 
Town's health and safety program. The Town encourages the involvement of all workers in the development 
of the program. We will provide support and promote the program to ensure that safety has the overriding 
priority. 

 
It is in the best interest of all parties to consider health and safety in every activity.  Commitment to health 
and safety must form an integral part of this organization, from the Chief Administrative Officer to the 
employees. 

 
  January 3, 2022 

Doug Nadorozny 
Chief Administrative Officer 

 Date 
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100 John West Way 
Aurora, Ontario 
L4G 6J1 
(905) 727-3123 
aurora.ca 

Town of Aurora 

Health and Safety Policy 
Corporate Services 

 

Contact: Manager, Human Resources 

Approval Authority: Chief Administrative Officer  

Effective: March 30, 2011 

Last Review Date: September 2022 

______________________________________________________________________________________ 

1. Policy Statement 
 

The health and safety of Town staff is a top priority. As such, the Town of Aurora will 
make every effort to provide a safe and healthy working environment. All staff must 
work together and be dedicated to the continuing objective of reducing risk of injury. 

2. Purpose 
 

This policy supports the organization’s commitment to health and safety and outlines 
the responsibilities within the organization to ensure employees are working safely. No 
job is so important and no service so urgent that time cannot be taken to perform the 
work safely. While working, it is important to keep in mind at all times that safety comes 
first. A safe working environment is a top priority for everyone involved in a work activity 
and employees' own personal commitment to safety will ensure that injury to persons 
and damage to property are minimized.  

3. Scope / Application 
 

This policy applies to all employees regardless of status.  

Outside contractors also have a responsibility for the health and safety of their 
employees. Town employees who have the responsibility of supervising outside 
contractors shall ensure that contractors follow the requirements of the Occupational 
Health and Safety Act and applicable Town safety regulations. 
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4. Definitions 
 

Accident: An undesired event that results in injury, and includes a critical injury, to people, 
damage to property or loss. 

Critical Injury: an injury of a serious nature that puts life in jeopardy, produces 
unconsciousness, results in substantial loss of blood, involves the fracture of an arm or leg 
(but not a finger or a toe), involves the amputation of an arm, leg, hand or foot (but not a 
finger or a toe), consists of burns to a major part of the body or causes the loss of sight in 
an eye. 

Employee: Any Town of Aurora staff member, management and non-management. 

Incident: An undesired event, which, under slightly different circumstances, could have 
resulted in harm (injury or illness, regardless of severity) to people, damage to property or 
loss. Also referred to as a ‘near miss’. 

Multi-Site Joint Health and Safety Committee (MJHSC): a multi-workplace committee 
comprised of worker and management representatives that are mutually committed to 
improving health and safety conditions in the corporation.  

Occupational Health and Safety Act, R.S.O. 1990, c. O.1: provincial legislation that sets out 
the rights and duties of all parties in the workplace as well as the procedures for dealing 
with workplace hazards and for enforcement as needed. 

Personal Protective Equipment (PPE): clothing or device(s) utilized by an employee that are 
designed to protect against safety and/or health hazards. PPE generally reduces the risk of 
injury but does not eliminate the hazard. 

Worker:  is an employee who does not have managerial or supervisory responsibilities. 

Workplace Hazardous Materials Information System (WHMIS): Canada’s national standard 
for communicating information about hazardous workplace products. 

5. Responsibilities 
 
Employees are responsible for: 

• Be aware of, understand, follow, and work in compliance with related legislation, 
Occupational Health and Safety procedures and Town policies. 
 

• Be aware of the health hazards in their workplace(s) and of the preventative 
measures to be taken to protect themselves, fellow employees, and Town 
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property. 
 
• Be aware of the Workplace Hazardous Materials Information System (WHMIS). 

 
• Report any hazardous conditions or any unsafe work procedures to their 

supervisor and, when necessary, to a member of the MJHSC. 
 

• Report all accidents or injuries to their supervisor immediately 
 

• Complete the Injury/Incident Reporting Form and submit it to their supervisor 
within 24 hours 
 

• Work safe and do not work or operate any equipment in a manner that may 
endanger themselves or fellow employees. 
 

• Properly use and care for protective clothing and safety equipment. 
 

• Have the obligation to use safety provisions correctly, including PPE and safety 
devises 

 

Supervisors/Managers are responsible for: 

• Ensure understanding and compliance of the Occupational Health and Safety 
Act, the Town Health and Safety Policy/Program and all applicable 
legislation/regulations pertaining to the health and safety of their employees. 
   

• Foster and encourage a culture of health and safety with their staff.  
   

• Give prompt and serious consideration to all recommendations for a safer and 
healthier work environment.        
   

• Ensure employees are provided with the appropriate personal protective 
equipment and provided with training on how to use it.    
   

• Ensure that all accidents are investigated promptly, that Injury/Incident reports 
are completed, signed and submitted to Human Resources within 24 hours and 
that corrective action is taken when required to prevent further incidents. 
    

• In the event of an accident or incident that may have had immediate potential 
to result in a critical injury or involved a vehicle or machinery, the Human 
Resources Manager and Communications Manager should be notified 
immediately.           
  

• In the event of an accident or incident that resulted in emergency services 
(Police, Fire, Ambulance) or the Ministry of Labour, the Human Resources 
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Manager and Communications Manager should be notified immediately.  
   

• Ensure appropriate training is provided to all staff depending on their role 
including the mandatory introductory training provided within a new employee’s 
first week as outlined below in section 6.0. 

 

Multi-Site Joint Health and Safety Committee is responsible for: 

• Ensure that periodic inspections of the workplace(s) and equipment are 
completed.           
   

• Identify conditions that may be a source of danger or hazard to employees. 
    

• To review accident statistics and health and safety training records to make 
recommendations for the establishment, maintenance and monitoring of 
programs, standards and procedures for the health and safety of employees. 
   

• Assist in developing communications, enhancing the awareness of safety 
issues and promoting health and safety in the workplace.    
   

• Advise and assist in the development, implementation and operation of the 
Health and Safety policies and procedures for the Town.    
  

• Make recommendations to the Corporation through Human Resources 
members on the MJHSC on health and safety initiatives and programs of benefit 
to its employees.          
  

• Encourage an atmosphere of co-operation between management and staff to 
achieve a safe work environment and safe work practices.    
   

• Depending on the nature and severity of the incident, a certified member of the 
MJHSC may participate in the accident investigation. 

 

Management is responsible for: 

• Provide the administration and direction of the Health and Safety policies and 
procedures within their own departments/divisions.     
   

• Provide leadership in all safety activities including the development of safe 
working attitudes and encouraging a culture of health and safety.   
   

• Ensure that departmental standards and procedures are developed and 
maintained to administer health and safety policies and regulations.  
   

• Ensure that their employees are trained in the procedures and requirements of 
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the Occupational Health and Safety Act, Highway Traffic Act and other 
applicable legislation/regulations and Corporate and/or Departmental policies 
pertaining to their safety in their workplace(s).     
  

• Ensure that a comprehensive departmental health and safety training program 
is developed and implemented, specific to departmental roles and 
responsibilities.          
  

• Review accident reports, safety audit reports, accident statistics and other 
related material to evaluate the effectiveness of the Health and Safety 
procedures in their respective departments.      
   

• Review and ensure follow-up on recommendations from the MJHSC.  
   

• Ensure all staff receive, and take health and safety training within their first week 
as described in Section 6.0. 

 

Human Resources is responsible for: 

• Coordinate the overall Health & Safety function for the Corporation including 
corporate policy and procedure development and communication.  
   

• Act as a Health & Safety resource to Departments and Committees.   
   

• Ensure, in part, the Corporation is meeting its obligations as an employer under 
the Occupational Health and Safety Act through monitoring Committee work, 
ensuring appropriate/required Committee composition, maintaining required 
records, ensuring the required workplace circulation and/or posting of 
legislation/regulations, and facilitating employer response to formal 
complaints/recommendations made by the MJHSC and/or employees.  
   

• Administer the Workplace Safety and Insurance portfolio.    
  

• Provide legislated health and safety training to all staff within their first week as 
outlined below in section 6.0.        
  

•  If an employee is required to be off work as a result of their injury, the Supervisor 
and Human Resources will work together to ensure medical authorization and 
clearance is obtained prior to commencing work.      
   

• Will respond immediately to an accident or incident that may have had 
immediate potential to result in a critical injury or involved a vehicle or 
machinery.  
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• Will respond immediately to an accident or incident that resulted in emergency
services (Police, Fire, Ambulance) or the Ministry of Labour.

• Will notify the Ministry of Labour in the event of a critical injury.

• Will notify the MJHSC Chair and Co-Chair (and the Union Health and Safety
representative in the event of a unionized employee injury) in the event that an
employee is injured critically, or had the immediate potential to be injured
critically.

• Document and track health and safety information, including training and health
and safety metrics.

6. Procedures

6.1 Personal Protective Equipment (PPE) 

• PPE is to be used in conjunction with other hazard protection strategies such
as administrative controls, engineering controls etc. to ensure employee
protection.

• Supervisors are responsible for ensuring the applicable PPE is available as
prescribed according to the work being performed. The PPE must be properly
fitted and in good repair to ensure its effectiveness.

• Employees must be provided with instruction on how to use PPE properly as
required.

6.2 Training 

• Employees of the Town of Aurora will receive adequate and regular
Occupational Health and Safety training including refresher courses as required
according to relevant legislation.

• All employees will receive instruction on the following subjects during their first
week of employment from Human Resources. This training may be
administered face to face through their orientation, online or a combination.

o Occupational Health and Safety Act and/or any other applicable safety
legislation

o Town of Aurora Occupational Health and Safety Policy and Program

o Generic training on Workplace Hazardous Materials Information System
(WHMIS)

• All employees will receive instruction on the following subjects during their first
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week of employment from their Supervisor.       
  
o Departmental Health and Safety standards and procedures   

   
o Applicable Occupational Health and Safety (or other) Regulations for their 

position           
  

o Specific training related to WHMIS for materials they may interact with in 
their roles          
   

o Emergency evacuation procedures      
   

o Accident reporting procedures 
 
 

6.3 Composition of MJHSC        
   

• In accordance with current applicable legislation, the MJHSC shall be created 
and be comprised of: 

 
o a minimum of four (4) employees, at least half of whom are workers 

employed at the workplace who do not exercise managerial functions 
   

o "worker" representatives who shall be selected by the employees they 
represent; or, if unionized, such employees who shall be selected by their 
Union and the Union shall notify Human Resources in writing   
   

o "management" representatives who shall be selected by the employer 
   

o One worker representative and one management representative  shall Co-
Chair their Committee, one of whom shall be selected by the members who 
represent workers and the other of whom shall be selected by the members 
who exercise managerial functions 

 

• A list of current members may be obtained from Human Resources. 
 

6.4 Injury/Accident/Incident Reporting 

• Any injury or illness that occurs, that is the result of the workplace, no matter 
how minor, must be reported by employee(s) to their Supervisor and recorded 
by the Corporation via the Injury/Incident Reporting Form (HS-07)   
   

• Refer to Procedure No. HS-01-04 – Accident/Incident Response, Investigation 
& Reporting for detailed reporting instructions.     
  

• In the case of an injury, Employees must seek medical aid immediately if 
required.           
   

• Accidents which cause personal injury will be investigated and a report 
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completed within 24 hours.        
  

• In the event of an accident or incident that may have had immediate potential 
to result in a critical injury or involved a vehicle or machinery, the Human 
Resources Manager and Communications Manager should be notified 
immediately.           
  

• In the event of an accident or incident that resulted in emergency services 
(Police, Fire, Ambulance) or the Ministry of Labour, the Human Resources 
Manager and Communications Manager should be notified immediately.  

 
Relevant References/Codes 

• Occupational Health and Safety Act, R.S.O. 1990, c. O.1 

• Highway Traffic Act, R.S.O. 1990, c. H.8 

• HS-07 Injury/Incident Reporting Form 

• HS-01-04 – Accident/Incident Response, Investigation & Reporting 

 

Review Timeline 
This policy will be reviewed every (2) two years after the initial approval date.  

Policy Last Reviewed on: September 15, 2022 

Policy Modified on: N/A 

 

https://www.ontario.ca/laws/statute/90o01?search=Occupational+health+and+safety+act
https://www.ontario.ca/laws/statute/90h08
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(905) 727-3123 
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Town of Aurora 

Community Code of Conduct 
Community Services 

 

Contact: Recreation Supervisor, Aquatics and Fitness, Community Services 

Approval Authority: Council 

Effective: November 3, 2022 

______________________________________________________________________________________ 

Purpose 
The purpose of this policy is to clearly define a Community Code of Conduct that 
promotes safety and respect through quality customer service; and outlines options 
available to Town staff to curtail or prevent inappropriate conduct from occurring in all 
Town facilities and properties, and the possible action and consequences that will 
result. As a corporation, the Town strives to provide quality service to all of the Aurora 
residents and visitors to Aurora, supporting inclusivity, diversity, and respect in all of its 
Town facilities and properties. 

Scope 
This policy applies to all Town facilities and properties owned by the Town of Aurora, 
including but not limited to Town Hall, recreation centres, sports fields and parks; 
and/or any person participating in an activity or event at those facilities. This policy also 
applies to all Town staff in a working capacity outside of Town facilities (e.g. Bylaw 
staff, Parks staff, Operations staff). 

Definitions 
Ban: means the prohibition of an individual (or group of individuals) from entering 
specific Town properties or facilities for a specific duration. 

Inappropriate behaviour: may be demonstrated in person, while the individual is in or 
around Town facilities, but may also occur over the telephone, through email or other 
messaging directed towards staff or patrons. The following behaviour is considered to 
be inappropriate: violent behaviour (or threats of violent behaviour) that may affect an 
individual or group; harassment, abusive or disrespectful language; disrespect for public 
property and the damage of property of others; bullying (including cyber-bullying); 
deliberate misuse of cellular phones, personal digital assistants or recording devices in 
the change rooms, washrooms and dressing rooms; smoking in non-designated areas; 
display non-inclusionary behaviour towards others; display of “hate behaviour”; 
contravention of any Town policies, bylaws, and/or regulations. 



 

2 

Incident: means any occurrence involving inappropriate conduct on behalf of an 
individual, which includes, but is not limited to any of the following: damage to property; 
harm to individual(s) (workplace violence, workplace harassment, inappropriate 
behaviour); disturbance to peace; contravention of Town by-laws related to property, 
facility and/or posted rules; any illegal activity that warrants a formal report to or 
request for assistance from York Regional Police, by a Town staff, patron or visitor. 

Staff: means all full time and part time employees with the Town of Aurora; and 
volunteers, students, and co-op placement staff with the Town. 

Town property: means all Town-owned assets, including real property, buildings, 
structures, facilities and equipment. 

Trespass Notice: as authorized under the Trespass to Property Act, R.S.O. 1990, c.T.21, 
is a written notice prohibiting an individual from entering specific Town properties or 
facilities for a specific duration and is issued to an individual by the Town with a copy to 
York Regional Police for the purpose of imposing a Ban. 

Workplace Violence: as defined under the Occupational Health and Safety Act, R.S.O. 
1990, c.O.1; the exercise of physical force by a person against a worker, in a workplace, 
that causes or could cause physical injury to the worker (e.g. physical attacks – hitting, 
shoving, pushing, or kicking). An attempt to exercise physical force against a worker, in 
a workplace, that could cause physical injury to the worker (e.g. threatening behavior – 
such as shaking fists, destroying property or throwing objects). A statement or behavior 
that is reasonable for worker to interpret as a threat to exercise physical force against 
the worker, in a workplace, that could cause physical injury to the worker (e.g. verbal or 
written threats – any expression of intent to inflict harm). 

Workplace Harassment: as defined under the Occupational Health and Safety Act, 
R.S.O. 1990, c.O.1; engaging in a course of vexatious comment or conduct against a 
worker in a workplace that is known or ought reasonably to be known to be unwelcome. 

Policy 
The Town of Aurora (“The Town”) strives to engage members of the community to 
work, live, and play together in a positive manner. The Town recognizes that the majority 
of patrons use Town programs, facilities and properties in a responsible manner and 
conduct themselves appropriately when visiting Town facilities and properties, and that 
all deserve an environment free of harassment and violence. Occasionally, however, 
there may be instances where individuals engage in activities while using Town facilities 
and properties or interacting with staff in person, online or on the phone that the Town 
may deem to be inappropriate. In cases of inappropriate behaviour that jeopardize the 
peaceful enjoyment of Town programs, facilities and properties, and in such instances 
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where intervention strategies and de-escalating tactics are not effective, the Town will 
take steps to maintain/restore order, and to ensure the safety of the public and staff. 

Responsibilities 
All Staff 

• Uphold the purpose and intent of the policy 
• Ensure that the safety of the public and staff is of paramount priority, including 

calling the police (e.g. dial 911) where appropriate 
• Report and document all incidents to their immediate Supervisor 
• Report any inappropriate behaviours on social media to the Manager of 

Corporate Communications 
• Notify the police depending on the severity of the situation (e.g. involving a 

weapon) 

Management and Department Heads 
• Uphold the purpose and intent of the policy 
• Work with members of the public in identifying inappropriate behaviour in Town 

programs, facilities, or properties 
• Work with the Communications Department to communicate key information to 

Town staff (where applicable) 
• Enforce the policy with public education and awareness 
• Provide training, guidance, and mentorship to staff regarding the policy 
• Follow-up on complaints and issues raised in accordance to the policy 

Members of the Public 
• Conduct themselves in a manner consistent with the policy 
• Contact and/or report inappropriate behaviour to Town staff 

Monitoring and Compliance 
In accordance with the Town of Aurora policies, collective agreement and applicable 
legislation and policies any non-compliance with this policy will result in an 
investigation. Any employee found to be disrespecting the terms of this policy other 
than under exceptional circumstances, emergencies or operational requirement is 
subject to possible discipline up to and including termination. CAO / Director / 
Managers / supervisors and employees should work collaboratively to resolve issues 
related to this policy. Employees can escalate issues to Human Resources where 
difficulties continue. 

References 
• Harassment Free Workplace 
• Violence Free Workplace 
• Accident Incident Reporting Form 
• Detailed Statement 
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• Quick Reference Sheet 

Review Timeline 
This policy will be reviewed 2 years after the initial approval date. 
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Procedure for Community Code of Conduct 
Updated November 3, 2022 

Steps 
1. When staff will act:

• Upon observation or being informed of any behaviours that contravene the
Community Code of Conduct

• Upon observation of verbal abuse or threat
• At the request of a Town staff member, who acting reasonably, is unable to

get cooperation from program participants, parents, or spectators
• At the request of a patron and/or participant who formally complains about

experiencing behaviours listed above
2. Response to inappropriate behaviour:

• Upon witnessing the inappropriate behaviour, staff will attempt to use
intervention strategies (e.g. ask the individual to leave the facility) and de-
escalating tactics to resolve the situation. For staff who work outside of a
facility, they are asked to disengage with the individual and leave the scene.

• Upon the individual’s persistence to not comply with the Community Code of
Conduct or upon staff observing physical violence or threat of violence;
contact York Regional Police (dial 9-1-1 or push the panic button where
available) immediately, respond accordingly to ensure the safety of the
patrons and/or participants, advise your supervisor immediately, and utilize or
mobilize your peers and other staff to provide support.

• Where a  staff  has  received  inappropriate  email,  phone  calls, or voicemail
messages; they are to notify their Supervisor immediately. The messages will
be documented, and there will be a discussion about an appropriate response.
In some circumstances, it may be appropriate for the Town to have said
messages blocked from the sender.

3. Consequences to inappropriate behaviour:
• For Level 1 offences (e.g. minor acts or first offences), contravention may result

in but is not limited to the following: verbal warning by staff; written warning
for social media offences; staff may ask the individual to leave where the
incident is taking place on Town property; a letter of reprimand may be issued
at the discretion of the Manager, and ban from facilities and/or denial of non-
essential services for a period of time through a Trespass Notice.

• For Level 2 offences (e.g. serious offences and/or repeated offences),
contravention is at the discretion of the Manager and may result in but is not
limited to the following: a letter of reprimand will be issued; invoice for full cost
of repairs will be issued where property damage has incurred; ban from
facilities and/or denial of non- essential services for a period of time through a
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Trespass Notice, and/or other actions as may be deemed appropriate (e.g. 
notify the authorities). 

• For Level 3 offences (e.g. serious offences and/or repeated offences),
contravention is at the discretion of the Manager and may result in but is not
limited to the following: invoice for full cost of repairs will be issued where
property damage has incurred; ban from facilities and/or denial of non-
essential services for an extended period of time through a Trespass Notice,
and/or other actions as may be deemed appropriate (e.g. notify the
authorities).

4. Incident report and decision making:
• An Accident/Incident Report will be filled out when there is an incident of

inappropriate behaviour. The Accident/Incident Report is to be completed
immediately following the incident and provided to the staff person’s
immediate full time supervisor, who will provide the report to Human
Resources promptly and Legal when necessary.

• The Incident is to be reported through to the respective Supervisor who will
consult with the respective Manager regarding the level  of offence and the
degree of discipline.

• In situations when a Manager is considering a comprehensive ban (i.e. ban
for an extended period of time, or ban from multiple services), they are asked
to consult with their respective Director for further direction.

• Incidents related to social media will be reported to the Manager, Corporate
Communications.

5. Communication between Departments:
• When an individual or a group is banned from facilities, a memorandum must

be sent to community centre staff and Bylaw staff.
• When an individual or a group is banned from Town Hall, the Communications

department will send a memorandum to all Town of Aurora full time staff
(including Access Aurora staff, Bylaw staff, and Department Managers).

• When an individual or a group is denied of non-essential services from
community centres, a memorandum must be sent to community centre staff
and Access Aurora staff.

• When an individual or a group is denied interaction with Town staff, the
Communications department will send a memorandum to all Town of Aurora
full time staff (including Access Aurora staff, Bylaw staff, and Department
Managers) and community centre staff.

• When an individual or a group is denied communication (e.g. email) with
Town staff, the Communications department will send a memorandum to all
Town of Aurora full time staff (including Access Aurora staff, Bylaw staff, and
Department Managers) and community centre staff.
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6. Appeal process:
• For facility ban/ denial of non-essential services, a banned individual may

request reconsideration when new factual information is available. Such
requests must be addressed to the respective Manager responsible, who will
consider the new information and make his or her decision. Bans will remain
in effect pending the outcome of the appeal.

• For social media and other mode of communication ban, a banned individual
may request reconsideration when new factual information is available. Such
request must be address to the respective Manager responsible, who will
consider the new information and make his or her decision. Bans will remain
in effect pending the outcome of the appeal.

• In the event where the individual is not satisfied with the response from the
appeal process, they may escalate and appeal to the Director level.



100 John West Way 
Aurora, Ontario 
L4G 6J1 
(905) 727-3123
aurora.ca

Town of Aurora 
Frivolous and Vexatious Complaints 
Legislative Services 

Contact: Legislative Services 

Approval Authority: CAO 

Effective: November 2, 2022 

___________________________________________________________________________________ 

Purpose 
The purpose of this policy is to address frivolous, vexatious or unreasonably persistent 
requests or complaints that consume a disproportionate amount of Town time and 
resources and impede staff from attending to other essential issues. This policy 
establishes the process to be used by all staff when handling such requests or 
complaints. Actions taken pursuant to this policy will ensure that municipal resources 
are used effectively and efficiently, while maintaining a high level of service excellence 
and responsiveness. 

This policy will guide staff to identity situations that meet the criteria of frivolous, 
vexatious or unreasonably persistent, and the associated actions that may be taken in 
such circumstances. The aim of this policy is to contribute to the Town's commitment 
to service excellence and good governance by addressing all requests and complaints 
equitably and efficiently, while acknowledging that there may be a need to protect staff 
from unreasonable behavior. 

For immediate threats to persons or property, 911 should be contacted. 

Scope 
This policy is not intended to deal with generally difficult requests or complaints. This 
policy applies to frivolous, vexatious or unreasonably persistent requests or complaints. 
Deciding whether a request or complaint is frivolous, vexatious or unreasonably 
persistent, is a flexible balancing exercise, taking into account all the circumstances of 
the situation. There is no rigid test or criteria in deciding whether a request or complaint 
is frivolous, vexatious or unreasonably persistent. The key question is whether there is a 
pattern of conduct likely to cause distress, disruption or irritation, without proper or 
justified cause. 

The decision to classify a subject person's behaviour as unreasonable, or to classify a 
request or complaint as frivolous or vexatious, could have serious consequences for the 
subject person, including restricting their access to municipal services. 
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The decision may be made as a result of a repeated pattern of conduct when, on 
multiple occasions, the subject person engages in one or more behaviours or actions 
identified as unreasonable, frivolous or vexatious. This does not preclude a single 
significant incident from being considered under this policy. 

Definitions 
Frivolous: means a Complaint that is reasonably perceived by Town staff to be (a) 
without reasonable or probable cause, (b) without merit or substance, or (c) trivial; 

Vexatious: means a complaint that is frivolous and which is pursued in a manner that is 
reasonably perceived by Town staff to be (a) malicious, (b) intended to embarrass or 
harass the recipient, or (c) intended to be a nuisance 

Policy 
The Corporation of the Town of Aurora (the "Town") is committed to providing 
exemplary service to all members of the public. The Town aims to address service 
requests and complaints equitably, comprehensively, and in a timely manner. 

Examples of Frivolous, Vexatious or Unreasonably Persistent Requests or Complaints 
Examples of what might be considered frivolous, vexatious or unreasonably persistent 
requests or complaints are provided below. The list is not exhaustive, nor does a 
singular action set out below necessitate the application of this policy. 

• Complaints concerning an issue which staff have already investigated and
determined to be groundless.

• Complaints concerning an issue which is substantially similar to an issue which
staff have already investigated and determined to be groundless (e.g. with
respect to the same neighbour or same property).

• Unreasonable conduct which is abusive of the complaints process, including, but
not limited to:

o harassing, verbally abusing or otherwise seeking to intimidate staff
dealing with a complaint;

o excessive or multiple lines of enquiry regarding the same issue (e.g.
pursuing a complaint with staff in multiple Town departments and/or an
elected official simultaneously) while a complaint is in the process of
being investigated;

o repeatedly challenging the findings of a complaint investigation,
complaining about the outcome and/or denying that an adequate
response has been given;

o refusing to accept that an issue falls outside the scope of the Town's
jurisdiction;
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o making unreasonable demands on staff by, for example, insisting on
responses to complaints and enquiries within an unreasonable time- 
frame;

o making statements or providing representations that the subject person
knows or ought to know are incorrect, or persuading others to do so;

o demanding special treatment from staff by, for example, not following the
normal chain of command and immediately demanding to speak to a
manager or supervisor;

o using new complaints to resurrect issues which were investigated and
completed in previous complaints;

o changing the basis of the complaint as the investigation progresses
and/or denying statements made at an earlier stage;

o refusing to co-operate with the investigation process while still wanting
the complaint to be resolved;

o failing to clearly identify the precise issues of the complaint, despite
reasonable efforts of staff to obtain clarification of the concerns; or

o providing false or misleading information.

Application of Restrictions 
Actions available under this policy may include, but are not limited to: 

• limiting the subject person's correspondence with staff to a particular format
(e.g. email only with a particular email address), time (e.g. telephone calls only at
specific times and days of the week) or duration (e.g. conversations may last no
longer than ten minutes);

• limiting the subject person to a particular point of contact at the Town (where
possible, other staff members should be advised not to respond to the subject
person, but to refer them to the point of contact);

• limiting their interactions through social media with the Town;
• requiring any face-to-face interactions between the subject person and staff to

take place in the presence of an appropriate witness;
• requiring that the subject person produce full disclosure of documentation or

information before staff will further investigate a complaint;
• instructing staff not to respond to further correspondence from the subject

person regarding the complaint or a substantially similar issue;
• instructing staff not to investigate any complaints regarding an issue that has

already been investigated, or which is substantially similar to an issue which has
already been investigated;

• instructing staff to severely reduce or completely cease responding to further
complaints and correspondence from the subject person;

• instructing staff to close the matter;
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• limiting or regulating the subject person's use of municipal services e.g.
community centres, access to technology systems, etc.;

• refusing the subject person access to any municipal buildings except by
appointment;

• informing the subject person that further contact on the matter of the
complaint/request will not be acknowledged or replied to;

• pursuing legal action; and/or
• blocking emails being received by Town staff;
• other actions as deemed appropriate.

Review of Restrictions 

When any restrictions are put in place, a review date will be set. This will be based on 
the circumstances of the case and could be for a period of 3 months or longer 
depending on the severity of the situation. The status of the subject person will be 
reviewed by the relevant Manager (or designate) on or before the review date. The 
subject person (where possible) will be informed of the outcome of the review. 

The Director may extend the restrictions beyond the review date where appropriate. The 
subject person shall be notified of the extension and be given another date for review. 

Responsibilities 
Staff must establish, through documented words and/or actions of the subject person 
(e.g. emails, letters, posts on social media, photographs, voicemails, and staff notes 
reporting a conversation or incident), that the complaint or request is frivolous, 
vexatious or unreasonably persistent, before applying the processes and restrictions 
outlined in this policy. 

Each case will be considered on an individual basis. The decision to classify the subject 
person's behavior as unreasonable or to classify the request as frivolous or vexatious 
will be made by the Manager or designate of the relevant service area in consultation 
with the relevant Director. 

Employees 
If an employee believes that a request or complaint is unreasonable, frivolous or 
vexatious, the employee should consult with their Manager (or designate), provide any 
supporting materials and advise the Manager (or designate) of the steps that have been 
taken to resolve the issue, including as appropriate: 

• the length of time that staff have been in contact with the subject person, the
history of the interactions (where appropriate), and the amount of
correspondence that has been exchanged with the subject person;
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• the number of requests and complaints made by the subject person and the
status of each; and

• the nature of the subject person's behaviour.

Maintaining Records 

Staff are responsible for maintaining detailed records of their interactions in order to 
justify any action being taken to restrict the subject person's access to Town staff. 
Records must be retained in accordance with the Records Retention By-law, as 
amended. 

Management 
The Manager (or designate) is responsible for reviewing the information provided by 
staff in a timely manner. The Manager (or designate) may want to contact other 
municipal departments to determine if the subject person is contacting multiple 
municipal staff/departments. 

The Manager (or designate) will; 

• meet with their Director and outline the situation, including proposed restrictions,
how to inform the subject person of the restrictions and determine a review date
for removing, modifying or continuing restrictions.

Executive Leadership Team (ELT) 
Before making a determination to classify the subject person's request or complaint as 
frivolous, vexatious or unreasonably persistent, the Executive Leadership Team (ELT) 
must be satisfied that; 

• the request has been properly investigated;
• communication with the subject person has been adequate; and
• the subject person is not attempting to provide any significant new information

when contacting staff.

Monitoring and Compliance 
In accordance with the Town of Aurora policies, collective agreement and applicable 
legislation and policies any non-compliance with this policy will result in an 
investigation. Any employee found to be disrespecting the terms of this policy other 
than under exceptional circumstances, emergencies or operational requirement is 
subject to possible discipline up to and including termination. CAO / Director / 
Managers / supervisors and employees should work collaboratively to resolve issues 
related to this policy. Employees can escalate issues to Human Resources where 
difficulties continue. 
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References 
Not applicable 

Review Timeline 
This policy will be reviewed 2 years after the initial approval date. 
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Procedure for Frivolous and Vexatious Complaints 
Updated November 2, 2022 

Notification to the Subject Person 
When the decision, in consultation with the relevant Director, has been made to classify 
the subject person's request or complaint as frivolous, vexatious or unreasonably 
persistent, the subject person (where possible and appropriate) will receive written 
notification that: 

• detail what action staff have taken and why;
• explain what it means for the subject person's contact with the Town; and,
• advise how long the restrictions will last and when the decision will be reviewed.



100 John West Way 
Aurora, Ontario 
L4G 6J1 
(905) 727-3123
aurora.ca

Town of Aurora 
Complaints and Compliments Policy 
Legislative Services 

Contact: Town Clerk 

Approval Authority: CAO 

Effective: November 2, 2022 

______________________________________________________________________________________ 

Purpose 
The purpose of this policy is to outline the underlying principles and processes for the 
disposition of complaints related to services delivered by the Town of Aurora, ensuring 
and supporting transparency and accountability. This policy provides for a local dispute 
resolution process before complaints are escalated to the Ontario Ombudsman. This 
policy attempts to ensure that any response and review of complaints is fair, impartial 
and respectful to all parties involved. 

This policy also provides a mechanism for the public to express their approval for the 
efforts of a staff member while completing the duties associated with their position.  
This policy should be used when residents of the Town of Aurora are not satisfied with 
the results of informal discussions that have been had with Town of Aurora staff. 

Scope 
This policy does not apply to complaints made by employees, contractors, or volunteers 
working on behalf of the Town, complaints about Members of Council or issues already 
addressed by legislation or an existing municipal by-law or policy. Examples of 
complaints that could be made under this policy are as follows; 

• A failure to do something agreed to do;
• A failure to observe policy or procedures;
• An error made by an employee, contractor, or volunteer of the Town;
• Unfair or discourteous actions or statements made by an employee, contractor,

or volunteer of the Town;
• Access, or lack thereof, to services;
• Timeliness of service; and,
• Quality of service.
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Definitions 
Complainant: means a member of the public making a complaint under this policy. 

Complaint: means a written expression of dissatisfaction about services, actions, or 
lack of actions by an employee, contractor or volunteer of the Town of Aurora by a 
member of the public. Examples include but are not limited to perceptions of: 

• A failure to do something agreed to do;
• A failure to observe policy or procedures;
• An error made by an employee, contractor, or volunteer of the Town;
• Unfair or discourteous actions or statements made by an employee, contractor,

or volunteer of the Town;
• Access, or lack thereof, to services;
• Timeliness of service; and,
• Quality of service.

Compliment: an expression of approval for a Town of Aurora program, service, facility 
or staff member; 

Frivolous: means a Complaint that is reasonably perceived by Town staff to be (a) 
without reasonable or probable cause, (b) without merit or substance, or (c) trivial; 

Harassment or Harass: involves engaging in a course of behaviour, comment or 
conduct, whether it occurs inside or outside the work environment, that is or ought 
reasonably to be known to be unwelcome. It includes but is not limited to any behaviour, 
conduct or comment by a member of the public that is directed at or is offensive to 
another person: 

a) on the grounds of race, ancestry, place of origin, colour, ethnic origin, citizenship,
creed, sex, age, disability, sexual orientation, marital status, or family status, as
well as any other grounds under the provisions of the Human Rights Code; or

b) which is reasonably perceived by the recipient as an intention to bully, embarrass,
intimidate or ridicule the recipient.

Ombudsman: means the Ombudsman of Ontario or the Ombudsman appointed by 
Council in accordance with Section 223.13 (1) of the Municipal Act, 2001, as amended 
where applicable; 

Town:  means The Corporation of The Town of Aurora; 

Vexatious: means a complaint that is frivolous and which is pursued in a manner that is 
reasonably perceived by Town staff to be (a) malicious, (b) intended to embarrass or 
harass the recipient, or (c) intended to be a nuisance. 
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Policy 
The Town is committed to promptly and effectively addressing systematic program and 
service delivery concerns raised by members of the public. This policy will assist the 
municipality in providing excellent service to the public and contribute to the continuous 
improvement of the Town’s operations. 

Anonymous, frivolous or vexatious complaints, or if the complaint is initiated with the 
intent to embarrass or harass an employee, will not be considered. This determination 
can be made by the Town Clerk and/or the CAO. 

Responsibilities 
Not applicable.  

Monitoring and Compliance 
In accordance with the Town of Aurora policies, collective agreement and applicable 
legislation and policies any non-compliance with this policy will result in an 
investigation. Any employee found to be disrespecting the terms of this policy other 
than under exceptional circumstances, emergencies or operational requirement is 
subject to possible discipline up to and including termination. CAO / Director / 
Managers / supervisors and employees should work collaboratively to resolve issues 
related to this policy. Employees can escalate issues to Human Resources where 
difficulties continue. 

References 
• Complaint or Compliment Submission Form

Review Timeline 
This policy will be reviewed 2 years after the initial approval date. 

https://webforms.aurora.ca/Complaint-or-Compliment-Submission-Form
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Procedure for Compliments and Complaints 
Updated November 2 ,2022 

Steps 
Wherever possible, The Town will attempt to address concerns from members of the 
public through discussions in an informal manner.  If the member of the public is not 
satisfied, the following process allows the member to file a formal complaint that will be 
addressed by the Director of the relevant service delivery area. 

1. When informal discussions do not lead to a satisfactory resolution, a member of
the public may file a formal complaint on the form linked in the “References”
section of this policy.

2. A member of the public may use the same form attached to this policy to
compliment the Town of Aurora. In this case, the Town Clerk will forward the
compliment to the appropriate Director who will pass it along to the employee(s)
associated with compliment.

3. When a complaint is received by the Town Clerk, the Clerk’s Office will log the
complaint for record keeping purposes and immediately forward the complaint to
the Director responsible for the service area in which the complaint is being
made, with a copy to the Chief Administrative Officer (CAO). Complaints being
made about a Director will be forwarded to the CAO. Complaints about the CAO
will be forwarded to the Manager of Human Resources.

4. Upon receiving a complaint from the Town Clerk, the CAO, Director or Manager
has three (3) business days to contact the complainant to advise of receipt of the
complaint and to set up a meeting, if the complainant has selected that option.

5. Within ten (10) days of receiving the complaint, the CAO, Director or Manager
must notify the complainant of the expected duration of the investigation, if
deemed necessary, including an approximate timeline for when the complaint
will be formally responded to. The timeline may not be longer than thirty (30)
days, except for extraordinary circumstances.

6. When the CAO, Director, or Manager has completed their investigation, they must
provide a written response to the complainant, copying both the Town Clerk and
the CAO. The written response must include, but not be limited to, a summary of
the actions taken to correct the issue in the complaint or reasons why no action
is being taken. All responses must be on Town letterhead and emailed to the
complainant whenever possible.

7. After the complaint has been responded to by the CAO, Director or Manager and
logged by the Town Clerk, it will then be considered closed. The Town Clerk will
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provide Council with an annual information report regarding the number of 
complaints and compliments received and their outcomes. 

8. Should the complainant not be satisfied with the outcome of his/her complaint,
he/she may choose to file a complaint with the Ombudsman.



100 John West Way 
Aurora, Ontario 
L4G 6J1 
(905) 727-3123
aurora.ca

Town of Aurora 

Right to Disconnect Policy & 
Procedure 
Corporate Services 

Contact: Manager, Human Resources 

Approval Authority: Chief Administrative Officer 

Effective: June 2, 2022 

Last Review Date: New Issue 

______________________________________________________________________________________ 

Background 
The Town of Aurora understands that due to work-related pressures, the current 
landscape of work, or the working environment, employees may feel obligated to perform 
their job duties outside their normal working hours. Work-related pressure and feeling an 
inability to disconnect from the job can lead to stress and deterioration of mental and 
physical health. This policy has been established to support employee wellness, minimize 
excessive sources of stress, and ensure that employees feel they can disconnect from 
their work outside their regular working hours and to comply with all relevant legislative 
requirements. 

Objective 
The intent of this policy and its procedures is to ensure the Town has clear definitions, 
roles, and responsibilities as well as meeting obligations under Ontario’s Working for 
Workers Act, 2021 (Bill 27). 

Scope 
This Policy applies to all Town of Aurora employees, although it is primarily intended for 
employees who can remain connected to the workplace outside their hours of work 
because of their use and/or access to their personal and/or Town-issued technology, 
including through remote work/hybrid work arrangements. 
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Definitions 
 

Disconnecting from work 

Not engaging in work-related communications, including emails, telephone calls, video 
calls or the sending or reviewing of other messages, to be free from the performance of 
work. 

Includes scheduled on-call and standby hours, as outlined in collective agreements. 

And includes alternative hours of work as agreed to by an employee and their 
manager/supervisor due to accommodation. 

Emergency 

A situation or impending situation that requires timely or immediate attention and/or 
action, failing which the situation may reasonably result in an adverse impact on human 
health, animal health, property, or the environment. 

Hours of Work 

Includes core hours of work for a department/division as set based on operational 
requirements. For example, core hours for Town hall are generally 8:30 am – 4:30 pm 
while core hours for operational sites often begin and end earlier and may include evening 
and night shifts as well as weekends and holidays. 

 

Unforeseen Circumstance(s) 

An unforeseeable incident or occurrence that unless addressed can reasonably lead to 
an adverse impact on: (a) the delivery (including, for greater certainty, the failure to 
deliver) of the Town’s services and/or programs, and/or (b) the Town’s reputation, legal 
position or strategy or financial interests; and/or (c) impacts the health and safety of 
employees or the community. 

Work 

Executing employment duties and/or responsibilities including but not limited to 
engaging in work-related communications, including telephone calls, text messages, e-
mails, and video calls. 
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Policy 
The Town of Aurora prioritizes the health and wellbeing of its employees and recognizes 
that disconnecting from work is an important part of a healthy work-life balance. An 
increased connection and work activity can lead to overwork and/or other unintended 
adverse health consequences such as increased anxiety, stress and/or burnout. 

In keeping with The Town’s Diversity, Equity and Inclusion vision of “Our workforce is 
talented, diverse, and committed to fostering a safe, fair, and inclusive workplace and 
community” this policy aims to outline key definitions and responsibilities related to 
disconnecting from work outside of regular hours of work. 

Responsibilities 
To foster a culture where employees feel supported to disconnect from work, it is 
important to recognize that everyone has responsibilities and accountabilities, and we 
must work together to achieve the desired work culture. 

Directors 
The CAO and Directors are responsible for: 

• Oversight of core hours of work within the department
• Role modelling appropriate disconnect behaviours after their own regular work

hours finish for the workday and ensure managers and supervisors model
appropriate behaviours.

Manager / Supervisor 
Managers and Supervisors are responsible for: 

• Ensuring team members take meal breaks and rest periods from work in
accordance with the Employment Standards Act, 2000 and applicable collective
agreements.

• Respecting team members’ ability to disconnect from work outside of Hours of
Work by not routinely emailing, messaging or calling outside Hours of Work, except
in the event of an emergency, unforeseen circumstances and/or when operational
requirements require contact through communication methods established with
the employee directly or through the appropriate collective agreement.

• Following on-call and standby processes, where applicable, for emergencies and
unforeseen circumstances. Where on-call and/or standby employees are not
available, establishing appropriate communication methods with employees for
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emergencies and unforeseen circumstances (examples – emails with the subject 
line “Please respond ASAP” or a direct telephone call). 

• Reminding team members of their ability to disconnect outside of Hours of Work
and discussing with team members best practices to uphold this ability.

• Not penalizing an employee for acting in compliance with this policy.

• Role modelling appropriate disconnect behaviours after their own regular hours of
work finish for the workday.

Employees 
Employees are responsible for: 

• Performing the required daily and weekly hours of work as specified for their job
to complete work and requesting additional time to complete work, when
necessary, through the appropriate process. This includes any on-call or standby
requirements of their role.

• Taking meal breaks and rest periods from work in accordance with the
Employment Standards Act, 2000 or their collective agreement.

• Fully cooperating with any time recording methods used to record working time
including when working remotely.

• Respecting other employees’ ability to disconnect by not routinely expecting work-
related contact outside of Hours of Work.

• Discussing with their manager/supervisor when being excessively contacted while
exercising their ability to disconnect from work to review options plans, and
balance the requirement to implement Council’s  policies/decisions with the ability
to disconnect from work.

Human Resources  
Human Resources is responsible for: 

• Ensuring that managers/supervisors and employees are aware of, and comply
with, related legislation in all jurisdictions such as the Employment Standards Act,
2000 and applicable collective agreements.

• Supporting problem solving where challenges are experienced in disconnecting
from work and, when required, investigating claims of retaliation under this policy.

• Reviewing, updating, and communicating any changes to the policy as outlined in
the legislation.
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• Role modelling appropriate disconnect behaviours after their own Hours of Work
hours finish for the workday.

Procedure 
1. Disconnecting from Work

Employees have an ability to disconnect from work outside of their Hours of Work. This 
ability applies to employees working core hours or alternative hours. Should an 
employee have concerns surrounding their working time or an inability to disconnect 
from work, it is important to bring this to the attention of their manager/supervisor to 
resolve any concerns. 

CAO/Directors will monitor and support Managers to ensure that their right to 
disconnect is not impacted by work demands and that that responsibilities for outside 
core business hours are equitably distributed. In addition, CAO/Directors will ensure that 
Managers are compensated in accordance with the Town’s lieu time / overtime policies. 

Managers/supervisors will first contact employees who are on-call and/or on standby 
for emergencies, unforeseen circumstances and/or operational requirements, wherever 
possible, as outlined in the applicable collective agreement. 

Employees may need to be occasionally contacted outside of their Hours of Work if an 
emergency or an unforeseeable circumstance arises, and/or when operational 
requirements require contact. This contact will be made through communication 
methods established between the CAO/Director/manager/supervisor and the employee. 

Where a CAO/Director/manager/supervisor sends communications outside an 
employee’s Hours of Work and no immediate response is required, employees should not 
feel they need to respond until their next scheduled Hours of Work. However, 
CAO/Director/managers/supervisors are encouraged to role model disconnection from 
work outside of their own Hours of Work, recognizing that their behaviour sends an 
important message to employees. 

All employees should be mindful of times emails and work-related texts or messages are 
sent and work-related telephone calls are made. Should a Director/CAO/manager/ 
supervisor notice that a member of their team is sending/responding to work 
communications at odd hours or are logging in excessively, they should speak to the 
employee as soon as possible, as this may indicate they are finding it difficult to manage 
their workload during their Hours of Work. 

Employees should use communication methods such as out-of-office alerts, voice 
messages and calendar settings to indicate their Hours of Work. Employees are 
encouraged to use other technologies, such as ‘delayed send’ emails, where their Hours 
of Work may not coincide with a colleague’s Hours of Work. 
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Employees who are excessively contacted while exercising their ability to disconnect 
from work are encouraged to discuss the difficulty with their manager/supervisor. The 
employee is permitted to file a complaint with Human Resources. Human Resources will 
conduct the investigation, following up with parties as necessary, supporting problem 
solving. 

Compliance 
In accordance with the Town of Aurora policies, collective agreement and applicable 
legislation and policies any non-compliance with this policy will result in an investigation. 

Any employee found to be disrespecting another employee’s ability to disconnect from 
work outside of Hours of Work other than under exceptional circumstances, emergencies 
or operational requirement is subject to possible discipline up to and including 
termination. 

CAO/Director/Managers/supervisors and employees should work collaboratively to 
resolve issues related to disconnection. Employees can escalate disconnection issues to 
Human 
Resources where difficulties continue. 

Reprisals 
It is a violation of this Policy for anyone to take any reprisal against any person for the 
reason that they invoked this policy or participated in an investigation of a complaint. 

Relevant References/Codes 
• Bill 27, Working for Workers Act, 2021, S.O. 2021, c. 35

• Employment Standards Act, 2000, S.O. 2000, c. 41

• Human Rights Code, R.S.O. 1990, c. H.19

• CUPE 905.01 Collective Agreement (Intranet)

Review Timeline 
This policy will be reviewed 2 years after the initial approval date. 

https://www.ontario.ca/laws/statute/s21035
https://www.ontario.ca/laws/statute/00e41
https://www.ontario.ca/laws/statute/90h19
http://athvb-shpa41/Administration/HumanResources/CUPE/Aurora%20Town%20CUPE%20905%20Collective%20Bargaining%20Agreement%202020%20-%202023.pdf
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Introduction 
The Finance department provides governance and leadership in finance, budgets, 
technology, and procurement for the Town of Aurora. The department works with both 
internal and external clients to support the Town’s financial and technological goals. 
Internally, Finance provides strategic financial advice to help the achieve both short and 
long-term goals and implements new technology to support modernization. Finance 
also has a governance role to ensure regulatory requirements are met under the 
Municipal Act, Public Sector Accounting Board standards and the Procurement Bylaw. 

Finance divisions 
The department has four main divisions, each headed by a manager which report to the 
Director/Treasurer. These divisions are: 

Financial Management 
Financial Management leads the strategic long-term planning, multi-year operating and 
capital budget and in-year forecast reporting. The team performs analysis and makes 
recommendations that support the Fiscal Strategy. They also manage Aurora’s cash 
flow and investments to align with reserve and investment strategies. Other 
responsibilities include grant management and playing a key role in capital asset 
management. 

Financial Reporting and Revenue 
Financial Reporting and Revenue is responsible for financial accounting and external 
reporting, expenditure management, protecting the Town's assets through development 
of financial policies, procedures and controls and billing and collections relating to 
water, taxes, development charges etc. 

Information Technology Services 
Information Technology Services (IT) provides services and support to all departments 
including project services for all technology initiatives and information technology 
infrastructure management. The IT division leads the Town’s effective and innovative 
use of technology to become a progressive municipality that delivers exceptional and 
modern digital services.  

Procurement Services 
Procurement Services manages the process for effective procurement of goods and 
services, promotes the principle of fair and open competition in the acquisition process, 
and adherence to Procurement Bylaw and Trade Treaties. The division develops 
Procurement strategies and analyzes business requirements and spending patterns to 
identify opportunities for more strategic sourcing. 



3 

Budget 
The budget includes an operating and a capital budget. Operating includes ongoing 
programs and services and sets the tax levy and user rates for water, wastewater and 
stormwater, while capital includes asset management, growth investments and studies 
and is funded from reserve.  

Operating Budget 
The Town of Aurora develops the budget on a modified-accrual basis of accounting, 
where the audited financial statements are prepared under a full-accrual basis of 
accounting following the Public Sector Accounting Standards. The modified-accrual 
basis balances the budget based on the timing of when the expense or revenue occurs, 
but expenses such as amortization are not included. This method is used for municipal 
budgeting as it enables the municipality to track all inflows and outflows of cash and 
reserves making it easier to calculate the annual tax levy to support current operations 
and reserve contributions. 

Aurora follows a multi-year operating budget approval process 
Multi-year budgets are more strategic and provide 
the following benefits to the Town: 

• Better coordination of budgeting and
strategic priorities

• Greater certainty for departments in
managing expenditures and service levels

• Improved fiscal discipline of the
organization

• Streamlined budget reviews that focus on
key changes in assumptions and the 
reasons driving such changes 

• Allowing staff to develop budgets with
fixed targets in place, allowing early
response to circumstances and budget
constraints of such targets

• Reduced uncertainty about future year tax
levies.

Aurora’s multi-year budget process aligns with the four-year term of Council. In the first 
year Council is provided with a proposed operating budget for one year and an outlook 
for the next three addressing upcoming pressures and risks. In the second year, Council 
is presented with a three-year proposed operating budget for consideration and 

•Approve single year budget for 2023

Council Term Year 1 - 2023

•Approve three-year budget for 2024-6

Council Term Year 2 - 2024

•Reaffirm/approve budget changes for
2025 and 2026

Council Term Year 3 - 2025

•Reaffirm/approve budget changes for
2026

Council Term Year 4 - 2026

Multi-year budget process 
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approval. In the last two years of the Council term, the budget focuses on the changes 
to the approved budget from the previous year, for the remaining years in the term. 
Council then has the option to re-affirm the previously approved budget or approve 
changes to the budget. This meets the requirement in the Municipal Act for Council to 
approve or re-affirm the budget on an annual basis. 

Capital Budget  
The capital budget is a project budget that includes capital asset management, 
developing new assets and other projects including studies. 

The capital budget includes a complex set of approvals that ensure the total 
commitment for a project is accounted for while at the same time the planned cash 
outflows are managed.  

Capital Budget Authority (CBA) is used to manage commitments to capital projects. 
CBA reflects the total spent on a project to date, plus the forecast for the current year, 
the budget commitment needed for future years. The amount of future commitment is 
needed to award multi-year procurement contracts.  

Budget engagement and approval 
In June, Aurora holds a public session to gather input from the public on the budget. In 
addition, engagement is sought out online through surveys. Each year staff strive to 
increase engagement over the previous year.  

Finance supports the implementation of the Strategic Plan and 
other key plans 
The Finance department has a governance role that supports the Strategic Plan and 
other plans that support fiscal and technology objectives.  

Strategic Plan 
The Finance department supports many of the guiding principles of the strategic plan. 

Finance supports an exceptional quality of life for all objectives: 

• Invest in sustainable infrastructure by investing in technology infrastructure and
developed the Fiscal Strategy which ensures growth and capital planning are
aligned.

• Strengthening the fabric of our community through the implementation of
online tools that support residents access to town services.

• Promoting service accountability, excellence and innovation by expanding e-
services, following multi-year budgeting practices, developing longer-term plans
and the Fiscal Strategy
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Finance is also committed to leadership in corporate and financial management and 
progressive corporate excellence, innovation and continuous improvement. 

Fiscal Strategy 
The fiscal strategy provides a long-term view to financial stewardship and financial 
management of Town’s resources. It ensures that the Town maintains a desired service 
levels and adapts to the growth while managing the fiscal impacts year-over-year. It will 
enable the town to adapt to changing economic circumstances and ensure the ability to 
effectively maintain and replace assets. 

The fiscal strategy is built upon the four strategic pillars of capital planning, reserve 
management debt management and revenue management. The four pillars of fiscal 
strategy must work together to achieve financial sustainability.  

Fiscal Strategy: https://www.aurora.ca/en/your-government/resources/budget-and-
finances/Fiscal-Strategy---Approved-June-22-2021.pdf  

Capital Planning  
A long-term capital plan ensures the town’s current and future capital asset goals and 
objectives are met. The capital planning pillar ensures that: 

• The Town’s 10-Year capital plan is aligned with:
o the second-generation Asset Management Plan for all the rehabilitation

and replacement needs of Town’s assets and;
o the Official plan and Development charge study for the growth projects

A detailed capital budget policy and a second-generation asset management plan has 
been developed for the Town to ensure that the fiscal strategy principles are applied in 
the capital budget development annually. 

Asset Management Plan 

The asset management plan (AMP) presents the outcomes of the municipality’s asset 
management program and identifies the resource requirements needed to achieve a 
defined level of service. The Town’s AMP includes state of infrastructure of core assets 
and the recommended asset management strategies to mitigate poor infrastructure 
health. The AMP is a living document that is updated regularly as additional asset and 
financial data becomes available. This will allow the Town to re-evaluate the state of 
infrastructure and identify how the Town’s asset management and financial strategies 
are progressing.  

Currently, Town is working on developing the desired level of service for core assets. 
Once complete this analysis will be presented to this Council, so they can make a 
financially informed decision on selecting the service levels for asset.  

https://www.aurora.ca/en/your-government/resources/budget-and-finances/Fiscal-Strategy---Approved-June-22-2021.pdf
https://www.aurora.ca/en/your-government/resources/budget-and-finances/Fiscal-Strategy---Approved-June-22-2021.pdf
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Asset Management Plan: https://www.aurora.ca/en/your-
government/resources/budget-and-finances/Town-of-Aurora-2nd-Generation-AMP---
Final.pdf   

Reserve Management  
The Reserve management pillar of the fiscal strategy ensures that the Town’s reserves 
are maintained to meet the needs of the long-term capital plan (capital budget) and 
manage the risk for unexpected economic impacts (operating budget). Currently, staff 
is working on developing a reserve management policy for the Town which should 
capture the following: 

• The types of reserve and their intended purpose
• The adequate level of balance for reserves
• The rules of engagement for each reserve
• The rules regarding the funding of each reserve
• The policy will ensure the integration of reserve management with the

requirements of asset management plan and debt management strategies

Presently, the Town maintains a set of Obligatory and Discretionary reserves to meet 
their short-term and long-term financial requirements.  

Capital projects in the 10-year plan are funded from reserves. There are a number of 
reserves that are used to fund capital projects and the funds are applied to the project 
based on the purpose for which each reserve can be used. The table below shows the 
balance of these reserves over the next 10 years. 

https://www.aurora.ca/en/your-government/resources/budget-and-finances/Town-of-Aurora-2nd-Generation-AMP---Final.pdf
https://www.aurora.ca/en/your-government/resources/budget-and-finances/Town-of-Aurora-2nd-Generation-AMP---Final.pdf
https://www.aurora.ca/en/your-government/resources/budget-and-finances/Town-of-Aurora-2nd-Generation-AMP---Final.pdf
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10 Year Reserve forecast 
($M) 2022 2023 2024 2025 2026 2027 2028 2029 2030 2031 2032
Tax Levy Funded
Rehab & Replacement

Roads 7.6 3.0 (4.2) (2.2) (1.1) (3.4) (0.2) (2.9) (5.9) (4.6) 3.2
Facilities 4.6 2.8 3.4 3.4 1.8 2.8 3.0 3.5 4.3 4.9 6.2
Information Technology 0.6 (1.1) (1.0) (0.7) (0.4) 0.4 1.2 2.1 3.0 4.1 5.3
Fleet 3.0 2.9 3.0 3.1 1.9 1.2 2.2 2.9 3.0 3.6 3.9
Parks & Recreation 2.4 1.8 1.4 1.4 0.4 0.9 1.6 1.7 2.2 2.5 4.0

18.2 9.4 2.6 5.1 2.6 1.8 7.7 7.2 6.6 10.5 22.6
Growth & New 2.7 1.2 0.5 1.0 0.1 0.1 2.6 1.7 4.7 4.1 4.0
Studies & Other 0.8 (0.2) (0.3) (0.1) (0.1) 0.0 (0.1) 0.2 0.2 0.1 0.5

21.6 10.4 2.9 5.9 2.6 1.9 10.1 9.1 11.5 14.8 27.1
Rate Funded
Water 11.6 7.7 7.1 8.8 11.0 13.5 16.2 19.1 22.5 26.0 29.8
Wastewater 4.4 3.4 4.2 5.3 6.5 7.9 9.4 11.1 12.9 14.8 16.8
Stormwater 8.7 (2.3) (6.7) (5.4) (8.4) (6.3) (11.5) (16.2) (15.3) (13.3) (7.7)

24.7 8.8 4.5 8.6 9.2 15.1 14.1 14.0 20.0 27.5 38.9
Development Charges
Fire Services (2.4) (2.2) (3.0) (4.7) (5.1) (5.0) (4.8) (4.7) (5.4) (5.2) (5.1)
Roads & Related 13.6 13.3 13.8 14.0 12.9 12.7 10.4 11.2 9.2 7.9 (4.3)
Parks & Recreation 6.2 2.4 1.9 (0.7) (3.1) (4.4) (5.8) (7.5) (10.3) (11.0) (11.8)
Library Services 1.7 2.0 1.7 1.4 1.1 0.8 0.5 0.6 0.8 1.0 1.2
Water Supply & Distribution 1.2 1.3 1.4 1.5 1.6 1.7 1.8 1.9 2.0 2.1 2.2
Sewer 1.4 1.6 1.8 1.8 2.0 0.7 0.8 1.0 1.2 1.3 1.5
General Government 0.3 (0.0) 0.1 0.2 0.4 0.6 0.7 0.5 0.6 0.8 0.9
Municipal Parking Spots 0.4 0.4 0.3 0.3 0.3 0.4 0.4 0.4 0.4 0.4 0.4

22.3 18.8 18.0 13.9 10.1 7.4 3.9 3.4 (1.6) (2.8) (15.0)
Cash-In-Lieu Park Land
Cash-In-Lieu Park Land 19.8 15.2 14.5 14.3 13.8 14.1 14.3 14.3 14.1 14.1 14.1
Hydro Reserve
Hydro Reserve 32.9 32.9 32.9 32.9 32.9 32.9 10.1 10.1 10.1 10.1 10.1

Total 121.3 86.0 72.9 75.7 68.6 71.5 52.6 50.9 54.2 63.6 75.2

Debt Management  
The debt management pillar of fiscal strategy ensures debt financing is used to manage 
the long-term financial flexibility of the town. Debt is a financing tool which has enables 
Aurora to manage the timing difference between when a growth capital project is 
constructed and when the funds are collected through development charges. Debt 
financing has been used to fund capital projects at the Town historically. In order to use 
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debt wisely, the Town had established best practices that have guided historical debt 
management. These best practices include: 

• Debt will only be considered as an interim financing source for capital projects
when a funding source can be confidently assured for the repayment of the debt
being considered.

• Debt could be considered when the asset is built in advance of growth.
• Debt can only be considered when the annual carrying costs remain under the

provincially prescribed Annual Repayment Limit.

The Town has responsibly used both external and internal debt financing for several 
years as an interim financing source for necessary Town capital asset creation which 
has included indoor and outdoor recreation spaces, as well as library and cultural 
infrastructure. In all instances, all debt obligations were repaid on time. The 
development of the debt management policy is a recommended strategic action in the 
fiscal strategy to ensure longer term prudent financial and debt management. The Town 
staff has developed Debt management policy which will be presented Council approval 
in Q1 2023. 

Revenue Management  
Revenue management optimizes revenues from all sources to ensure reserves are 
adequately funded. Currently, most of the funding for capital reserves comes from tax 
levy or the user rates for water, wastewater and storm water services as contributions in 
the operating budget. Over the next 10 years strategic steps will be undertaken to 
reduce reliance on tax and rate payers such as 

• Improve the ability to seek our grant opportunities
• Improve investment income on reserves by becoming a prudent investor –

report due for Council approval
• Alignment of upcoming 2024 DC study with projected growth and funding

strategies
• Update Town’s existing investment policy to become more prudent investor

centric

Through the enforcement of fiscal strategy pillars Town ensures that the sustainable 
capital and operating budget is developed and delivered for the Town.  

2021 Updated Development Charge Study: https://www.aurora.ca/en/business-and-
development/resources/Development-charges/Town-of-Aurora-Updated-DC-Study-
Bylaw-2021.pdf  

https://www.aurora.ca/en/business-and-development/resources/Development-charges/Town-of-Aurora-Updated-DC-Study-Bylaw-2021.pdf
https://www.aurora.ca/en/business-and-development/resources/Development-charges/Town-of-Aurora-Updated-DC-Study-Bylaw-2021.pdf
https://www.aurora.ca/en/business-and-development/resources/Development-charges/Town-of-Aurora-Updated-DC-Study-Bylaw-2021.pdf
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Corporate Technology Plan (IT Strategic Plan) 
The Technology Strategic Plan was published in the fall of 2019. The Plan provides a 
five-year recommended direction for the Town. To align well with the Technology 
Strategic Plan five strategic action areas have been identified as follows: 

Resident Digital Services  

The goal is to digitize current manual processes and make them available to residents 
through the Town’s website. This would allow them to access these services 24 hours a 
day using their own computers or mobile devices. To ensure ease of use, we will be 
building a single landing page on the aurora.ca website that will provide access to all 
digital services.  

In 2022, Electronic Plans Review (EPR) was introduced which enabled the CityView 
Plans Drop portal to make submission of drawings available electronically. In 2023, 
occupancy permits and purchase of blue boxes and green bins will be developed. 

IT infrastructure Improvements 

The IT infrastructure improvements are essential to keep hardware current and good 
working condition. In 2022, Town’s end-of-life hardware-based phone system was 
replaced with a new cloud-based software phone switch. This system provides 
enhanced functionality and greater flexibility compared to old system. Hardware based 
telephones were replaced with a soft phone (Microsoft Teams) as part of the upgrade. 
In 2023, wide area network infrastructure (WAN) will be replaced with new higher 
performance switches to speed up communication between Town’s facilities while 
offering greater resiliency. 

Software 

A careful analysis is underway for all Town’s software’s to determine which ones should 
be updated and which can be retired. The Town is also implementing new software to 
improve processes and digital services. 

Cybersecurity 

Last year, the Town engaged a cybersecurity consultant to perform a full review of 
Town’s cybersecurity posture. This was a fulsome review and compared the Town’s 
current state to industry standard benchmarks such as National Institute of Standards 
and Technology (NIST) and the Centre for Internet Security Critical Security Controls. A 
roadmap was put in place to fill any gaps and stay current on cybersecurity. Several new 
capital projects for 2023 are proposed to further strengthen our cybersecurity footprint. 

Town of Aurora Initiatives 
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These are projects that the Town has embarked upon that have a large technology 
component to them but are not being driven by the IT division. The IT team always 
strives to help enable the Town with technology and work with any other team to 
achieve these goals. As a result, we are key participants in major projects like the new 
Oracle Fusion ERP implementation, Measure What Matters, and the Business Continuity 
Management System. 

Corporate Technology Plan: https://www.aurora.ca/en/your-
government/resources/Legislative-Services/Agendas-and-Minutes-Archives/2019-
Archive-Agendas-and-Minutes/General-Committee/Agendas/2019-11-19-General-
Committee-Agenda-bookmarks.pdf  

New Financial System 
Oracle Fusion has been selected as the new financial system for the Town which is able 
to meet both current and future needs. Oracle Fusion is a cloud-based subscription 
service and is accessed through a web browser with no other technology infrastructure 
required by the town. The service is scalable and can grow based on the future needs of 
the town. 

The system meets the requirements identified by the town including transactions, water 
billing, tax billing, budget, reporting and dashboards. Since the system exists within a 
single ecosystem, all data contained within it, is fully integrated by design. Oracle has a 
proactive approach to cybersecurity and meets the security standards required by the 
town’s IT division. 

The system includes the functionality required for tax and water billing. In addition, the 
system will enable property owners and water customers to access their billing 
information online and support the electronic delivery of water and tax bills reducing the 
need to issue paper bills for those that wish to receive them electronically.  

In addition to the billing, the system supports the issuance of tax and water certificates 
which are ordered by lawyers to support real estate transactions. The system will 
automate this process to accept payment and issue the certificate. The system will 
improve financial reporting and provide the ability to complete all reporting under the 
Public Sector Accounting Standards (PSAS) in one system. 

Internal reporting will significantly improve, each system user may have a personalized 
dashboard on their landing page. This dashboard will be tailored to their role and can 
easily be edited to fit their needs or clicked on to dig deeper into the details. 

The system provides comprehensive project management functionality including an 
ability to manage all aspects of a project from planning in the budget, managing the 

https://www.aurora.ca/en/your-government/resources/Legislative-Services/Agendas-and-Minutes-Archives/2019-Archive-Agendas-and-Minutes/General-Committee/Agendas/2019-11-19-General-Committee-Agenda-bookmarks.pdf
https://www.aurora.ca/en/your-government/resources/Legislative-Services/Agendas-and-Minutes-Archives/2019-Archive-Agendas-and-Minutes/General-Committee/Agendas/2019-11-19-General-Committee-Agenda-bookmarks.pdf
https://www.aurora.ca/en/your-government/resources/Legislative-Services/Agendas-and-Minutes-Archives/2019-Archive-Agendas-and-Minutes/General-Committee/Agendas/2019-11-19-General-Committee-Agenda-bookmarks.pdf
https://www.aurora.ca/en/your-government/resources/Legislative-Services/Agendas-and-Minutes-Archives/2019-Archive-Agendas-and-Minutes/General-Committee/Agendas/2019-11-19-General-Committee-Agenda-bookmarks.pdf
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active project and closing the project with tangible capital assets being recognized for 
addition/disposal at the appropriate time during the project plan.  

The new system includes workflow which will automate a number of paper-based 
processes while also improving reporting and internal controls at the same time. This 
system’s implementation also supports actions which are recommended as part of the 
water billing and procurement internal audits which would not be possible using the 
town’s existing financial systems. 

Implementation of the new financial system has been divided into five milestones as 
follows: 

• Phase 1 – Initiation (June 2022 – August 2022)
• Phase 2 – Validation (August 2022 – October 2022)
• Phase 3 – Configuration (September 2022 – February 2022)
• Phase 4 – Implementation (January 2022 – May 2022)
• Phase 5 – Stabilization (May 2022 – June 2022)

The implementation of the new software is underway and staff has successfully 
completed the initiation and validation milestones. 

Procurement Policy and Bylaw  
The Town’s new Procurement By-law enacted a Procurement Policy that was approved 
by Council on February 22, 2022.  

The Bylaw provides details to the role and responsibilities for various staff and Council. 
The role of Council is to establish policy and approve expenditures through the Town’s 
budget-approval process. Through this policy, Council delegates to the Town’s officers 
and employees the authority to incur expenditures in accordance with approved 
budgets through the Procurement of Deliverables in accordance with the rules and 
processes set out in the policy and applicable protocols and procedures. Council is not 
generally involved in the day-to-day Procurement operations or individual Procurement 
processes, except to the extent that the approval of Council is required under the policy 
or in the event that an exception to the policy is required. 

Procurement Bylaw: https://www.aurora.ca/en/your-government/resources/by-
laws/Consolidated-Procurement-Bylaw-6404-22.pdf  

https://www.aurora.ca/en/your-government/resources/by-laws/Consolidated-Procurement-Bylaw-6404-22.pdf
https://www.aurora.ca/en/your-government/resources/by-laws/Consolidated-Procurement-Bylaw-6404-22.pdf
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Provincial Policies
• The Planning Act together with other legislations sets

out the ground rules for land use planning in Ontario.
• How land uses may be controlled and who may

control them?
• Other Legislation Including:
o Provincial Policy Statement
o Places to Growth Act
o Oak Ridges Moraine Conservation Act
o Greenbelt Act
o Ontario Heritage Act



York Region

• Establishes Regional structure and Community Building Policies
• Allocates growth projections to local municipalities

• Environmental – Regional Greenlands System

• Infrastructure Planning

• Regional and local Official Plans must conform to Provincial plans

Upper-Tier Municipality 



Lower Tier Municipality 

Town of Aurora

• Makes local planning decisions that determine the future of communities

• Prepare planning documents, such as:
o an Official Plan, which sets out the municipality’s general planning goals and

policies that will guide future land use
o Zoning By-laws, which set the rules and regulations that control development as

it occurs

• Ensures planning decision and planning documents are consistent with the
Provincial Policy Statement and conform or do not conflict with provincial plans,
such as Oak Ridges Moraine Plan, Greenbelt Plan and Growth Plan and the York
Region Official Plan



What is an Official Plan?
• The Official Plan is approved by Council that describes policies and objectives on

how the future land uses in your community should be used.

• It contains policies to ensure future development will meet the specific needs while
conforming to the Regional and Provincial Plans such as:

o Where new housing, industry, parks, offices, retail areas, community
services and other land uses will be located?

o Policies for improvements to the municipal hard services like roads and sewers

o Protection of Natural Environment and Heritage features

o When, and in what order, parts of your community will grow

• With changes in provincial policy the Region has adopted a new Plan June 2022 and
updates to the Town’s Official Plan is anticipated to be completed by June 2023.



Aurora Official Plan

• Aurora has a parent Official Plan and a
number of Secondary Plans (Community
Plans)

• The new draft Official Plan (June 2022)
establishes the vision, principles and
supporting policies to guide the Town’s
evolution and development to the year
2051



• Zoning By-law implements the objectives and policies of the municipality’s Official
Plan and controls the use of land by setting rules/standards for development:

o how land may be used;

o where buildings and other structures can be located;

o the types of buildings that are permitted and how they may be used;

o lot sizes and dimensions, parking requirements, building heights and setbacks
from streets and other lots.

What is a Zoning By-law?



Holding By-laws

Other Land Use Controls
Interim Control By-laws

• Must be used in the context of a land
use study

• Temporarily freezes development of
land

• Can be in effect for a one-year period
with provisions for an extended
period

• Appealable

• Holding Provision may be applied to a
Zoning By-law to prevent development
until local municipal services such as
roads and sewers are in place or
schools/support facilities

• When development is ready to occur,
the holding symbol “H” can be
removed by an Amending By-law

• Not Appealable



What is an Official Plan Amendment (OPA)?

• OPA is authorized by the Planning Act and sets out a process to allow applicants to
make changes to the Town’s Official Plan policies

• Considerations must be given:

o General intent of the Official Plan must be maintained;

o Consultation with Town departments and other government and agencies; and

o Public input through Public Process



What is a Zoning Bylaw Amendment (ZBA)?
• If a proposed development/use does not comply with the current zoning of the

subject property, an application for a ZBA is required;

• The amendment must be consistent with the policies of the Official Plan;

• Public Process is required; and

• Zoning does not regulate who lives in the building or if the owner occupied or rented.



• Land is subdivided into lots or blocks for the purpose of sale;

• Completed by a licensed Ontario Land Surveyor and consist of:

o exact boundaries and dimensions of lots;

o location, width and names of streets; and

o sites of any schools and parks.

• Once approved, a developer may enter into sales agreement with
homeowners to sell the parcels of land; and

• Only after the developer enters into an agreement with the
Town and all conditions has been clear can the Subdivision
be registered and convey the lots to purchasers.

Draft Plan of Subdivision



• A condominium can be a high-rise or low-rise apartment,
townhouse, freehold or detached house, office complex or
commercial mall – any configuration of buildings.

• There are three primary types:

o Standard Condominium

o Vacant Land Condominium

o Common Elements Condominium

• Process similar to Draft Plan of Subdivisions

Draft Plan of Condominium



Draft Plan of Condominium
Standard Condominium 
The applicant proposes to convert an existing warehouse building into a commercial mall 
with three individually owned units and shared ownership and maintenance of parking, 
driveway and landscaping areas. 



Draft Plan of Condominium
Vacant Land Condominium 
Units in a vacant land condominium are effectively vacant lots upon which 
buildings will be located after the condominium is registered.



Draft Plan of Condominium
Common Elements Condominium 
Consists only of common elements (e.g., a laneway or amenity space), with no units. The 
owners of common interest are owners of freehold parcels of tied land (POTL) which are 
not part of the condominium property. 



Site Plan Approval
• Site plan Control Bylaw governs the site plan

process

• No Public Meeting but signage is required if is
not related to other applications

• No 3rd party appeal process

• Site Plan Agreement and registered on title

• Staff is the approval authority to all types of site
plan application



Site Plan Approval
General Site Plan details and considerations:

• consideration given to suitability of land for proposed use;
• location of buildings and structures;
• relationships between buildings;
• building design/elevations;
• landscaping (attractive/sustainable);
• grading information;
• access, parking and loading facilities;
• garbage handling facilities;
• walkways, lighting and fencing; and
• signage

For residential development less than 10 units – Bill 
23 eliminated the ability to regulate architectural 
details and landscape design



Committee of Adjustment
Minor Variance 
• The Committee of Adjustment is a Committee appointed by Council comprised of five

residents of the Town that meet on a monthly basis.

• The Committee has the power to grant changes to the Zoning By-law which does not
conform to the existing Zoning By-law.

• The Planning Act provides four tests that a minor variance must meet:

o Is the application minor?

o Is the application desirable for the appropriate development of the lands in
question?

o Does the application conform to the general intent of the zoning bylaw?

o Does the application conform to the general intent of the official plan?



Committee of Adjustment
Consent

• The Committee has the power to approve Consent Applications such as:

o Created a limited number of new lots (lot creation)

o Add land to a neighbouring lot (lot addition)

o Create one or more right of way (easements)

o Change over a part of property (mortgage)

o Enter into a lease over 21 years inclusive of renewal options



Heritage Planning in Aurora
Heritage Planning is the function of managing change to ensure the 
conservation of the Town’s cultural heritage resources. A variety of 
municipal and provincial policies are used to protect our heritage 
resources, including:

• The Town of Aurora’s Official Plan - Heritage Policies 

• The Ontario Heritage Act 

• The Planning Act and its associated Provincial Policy Statement 

• Strategic Plan
The Town can pass bylaws to designate properties of cultural heritage 
value or interest or larger groups of properties known 
as a heritage conservation districts



• The evaluation and preservation of heritage 
resources is guided by the Town’s HAC

• The HAC considers new properties to be added to 
the Heritage Register based on the architectural, 
historic or contextual value of a property and 
review development applications to ensure 
heritage assets are being preserved

• Aurora has a variety of individually designated 
heritage properties as well as the Northeast Old 
Aurora Heritage Conservation District 

Heritage Advisory Committee (HAC) 

Heritage Planning in Aurora



Ontario Land Tribunal (OLT)

• The OLT is an adjudicative tribunal that hears cases in 
relation to a range of municipal planning and land use 
matters. 

• The Tribunal has the power to allow or dismiss an 
appeal, repeal or amend a by-law and approve, modify or 
refuse to approve all or part of a plan or amendment.



Application Process
The proceeding slides highlights the basic process 
for the various development application types:

• Draft Plan of Subdivision 

• Zoning Bylaw Amendment 

• Official Plan Amendment 

• Site Plan Approval



Site Plan 
Approval 
Process 

Applicant Meets with Town Staff for Pre-
consultation

Applicant submits complete Application

Town circulate Application to staff and external 
agencies

Application approved by staff with conditions

Review Completed

Town prepares Site Plan Agreement

Final Site Plan Agreement executed 
and registered by Town



Applicant submits complete Application to Town

Town circulates Application to staff and external agencies

Applicant Meets with Town Staff for Pre-Consultation

Reviews Completed

Staff Submits report and recommendation to Council

Council review report and makes decision

Draft Plan of Subdivision Approval 
granted with conditions Town 

prepares 
subdivision 
agreement

Application 
may be 

appealed to 
OLT

Town 
prepares 

subdivision 
agreement

Plan Registered

Developer clears 
conditions and 

enters into  
Agreement

Applicant submits complete Application to Town

Town circulates Application to staff and external agencies

Applicant Meets with Town Staff for Pre-Consultation

Reviews Completed

Staff Submits report and recommendation to Council

Draft Plan of Subdivision Approval 
granted with conditions

Plan of 
Subdivision 
Approval 
Process 



Applicant submits complete Application to Town

Town circulates Application to staff and external agencies

Applicant Meets with Town Staff for Pre-Consultation

Reviews Completed

Public Meeting held

Public Meeting Notice is sent to residents within 120 metres of 
subject lands

(Public Notice sign posted on property) and  Notice in local paper

Staff Submits recommendation report to Council

Council Reviews report and makes decision

Zoning By-law passed by Council
Application 

may be 
appealed to 

the OLT

Zoning 
Bylaw 
Amendment 
Process 



Official Plan 
Amendment 
Process 

Applicant submits complete Application to Town

Applicant Meets with Town Staff for Pre-Consultation

Town circulates complete Application to staff and 
external agencies for review

Council decision to 
approve or refuse OPA

Town mails Public Meeting Notice to residents within 120 metres of 
subject lands

(Public Notice sign posted on property)

Public Meeting held

Staff Submits recommendation report to Council

Appeals to OLT



Thank You
• Marco Ramunno
• 905-726-4755
• MRamunno@aurora.ca
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