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THE CORPORATION OF THE TOWN OF GREATER NAPANEE 
BY-LAW NO. 2024-0076 

 

 
A By-law to Define the Mandate and Meeting Procedures for Committees 

Established by the Council of the Corporation of the Town of Greater Napanee 

 

 
WHEREAS By-law 2023-0060 – Procedural By-law establishes the rule and procedures 
under which Council and Committees of Council are to operate; and, 

 
AND WHEREAS Council has established Committees that are comprised of both 
members of the public and members of Council; 

 
NOW THEREFORE The Council of the Corporation of the Town of Greater Napanee 
hereby enacts as follows: 

 
 

1. Short Title 
This by-law may be referred to as the “Advisory Committee By-law” 

 
2. Definitions 
“Advisory Committee” or “Committee” means a Committee established to provide advice 
to Council and staff in accordance with the Committee’s Mandate. 

“Advocacy Organization” means an organization that works on behalf of or strongly 
supports a particular issue. 

 
“Chair” means the presiding officer at the Meeting. 

 
"Clerk" means the Municipal Clerk of the Town or their designate. 

 
“Closed Meeting” means a Meeting, or part of a Meeting which is closed to the public 

as permitted by the Municipal Act, 2001, as amended. 
 

"Council" means the Council of the Town of Greater Napanee. 
 

"Meeting" means any Meeting of an Advisory Committee where a Quorum is present, 
and at which Members discuss or otherwise deal with any matter in a way that 
materially advances the business or decision-making of the Committee. 

 
“Motion” means a proposal by a Committee member to adopt, amend or otherwise deal 

with a matter at a meeting 
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“Other Business” means the time at the Meeting to make announcements and to 
request direction from staff. Motions passed under Other Business for all other matters 
shall be made as a result of time sensitivity. To comply with requirements for public 
notice and transparency, new items of business will not be introduced under Other 
Business. 

 
“Procedural By-law” means the By-law passed by the Council of the Town of Greater 

Napanee to establish rules of Procedure for Meetings of Council and applicable 
Committees. 

 
“Quorum” means the number of members required to be present at a Meeting in order 

for business to be conducted and is 50% plus one (1) of the approved membership of 
the Committee. 

 
"Staff Liaison" means the staff member designated as the primary point of contact for 
the Committee. 

 
“Sub-Committee” means a small group of members tasked with a specific objective, 

usually of an immediate and temporary nature, which makes recommendations to the 
larger Committee. Sub-committees can be comprised of Committee members, as long 
as the number of assigned Committee members does not create quorum. 

 
“Town” means the Corporation of the Town of Greater Napanee. 

 
3. Creation, Amendment, and Dissolution of Advisory Committees 
Council may create a new Committee, dissolve a Committee, or amend the mandate or 
terms of reference of a Committee in accordance with the following processes. 

 
3.1 Creating a New Committee 
Council may create a new Committee in response to any of the following: 

a) Requirements of legislation or regulation; 
b) Changing priorities; 
c) To address significant public issues or trends; 
d) Where public input is deemed desirable; 
e) In response to a recommendation and report by staff; or 
f) For any other reason deemed appropriate by Council. 

 
To establish a new Advisory Committee, Council shall by resolution direct staff to assist 
in establishing the Terms of Reference. The Terms of Reference, once refined by 
Council, are to be passed by By-law as an amendment to the schedules of this By-law 
or as a separate By-law in the case of a legislated Committee. 

 
3.2 Amending a Committee and/or its Mandate 
Amendments to the Mandate or to the Terms of Reference of a Committee may be 
initiated by Council by way of motion, or by the Committee itself through a resolution 
and report. 
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The following factors may be considered by Council when amending an Advisory 
Committee’s Mandate or Terms of Reference: 

a) Results of the Committee’s annual report; 
b) Continued relevance of the Committee’s purpose and/or function; 
c) The degree of public interest; 
d) Changes to applicable legislation or regulations; 
e) Changing Council priorities or new priorities from Council; 
f) Cost-benefit analysis and required resources; or 
g) Any other factors deemed appropriate by Council. 

 
Amendments to a Mandate may be passed by resolution of Council. Amendments to the 
Terms of Reference shall be finalized through an amendment to the schedules of this 
By-law. 

 
3.3 Dissolving a Committee 
The dissolving of an Advisory Committee may be initiated due to any one of the 
following: 

a) Expiration of the prescribed term; 
b) Completion of the Committee’s task or mandate; 
c) Effectiveness of the Committee’s operation; 
d) Resolution of issues that led to the creation of the Committee; 
e) Legislative requirements for the Committee no longer exist; 
f) The Committee has merged or is recommended to merge with another 

Committee; 
g) Changing Council priorities; or 
h) Any other reason deemed appropriate by Council. 

 
The dissolution of a Committee may be initiated by way of a Council resolution, by a 
staff report brought forward for Council consideration, or by a resolution and report from 
the Committee. The dissolution of a Committee shall be finalized by way of an 
amending By-law to amend the schedules of this By-law. 

 
4. General Provisions 
4.1 Meeting Procedures 
Except as otherwise provided for in this by-law, all Committees must conform to the 
rules governing the procedures of a Meeting of Council as outlined in the Procedural 
Bylaw in general, and Section 22 of the Procedural By-law – Application to Committees 
– in particular. 

 
All meetings of a Committee must be open to the public, unless the subject matter fits 
within one of the exceptions of s. 239 of the Municipal Act, 2001. 

 
4.2 Records 
The records of Advisory Committees shall be retained and preserved in accordance with 
the provisions of the Town’s Records Retention By-law. Committee records include, but 
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are not limited to, meeting agendas, minutes, correspondence, reports, and financial 
records. 

 
5. Purpose of Committees 
The purpose of an Advisory Committee is to provide advice to Greater Napanee Town 
Council to aid in Council decision making process. 

 
Advisory Committees support Council by providing current knowledge, critical thinking, 
and feedback to help decision-makers understand community issues and make 
informed decisions. Recommendations from Advisory Committees are to be presented 
to Council by way of a report to Council, which is presented by the staff liaison to the 
committee with context to be provided during Council discussions by the member of 
Council who sits on the Committee. Decisions of the Advisory Committee are 
considered recommendations, and are not final until approved by Council, unless 
specific authority has been delegated by Council. 

 
Advisory Committees are advisory in nature and shall not be involved in financial 
matters, the delegation or direction of work to staff, or engaging in tasks on behalf of the 
Town unless specifically delegated to them by Town Council through a resolution. 

 
6. Committee Terms of Reference 
Terms of Reference for Advisory Committees that operate under this by-law are 
attached hereto as Schedule “A”, and form part of this by-law. The Terms of Reference 
further define the structure, composition, purpose, scope, and role for each Advisory 
Committee. Changes to the Terms of Reference are to be finalized by By-law. 

 
7. Mandate Letters 
Mandate Letters are established in the first year of a Council’s term and are to be 
reviewed annually. Mandate letters provide the scope of an Advisory Committee’s work 
and outline the specifics of the advice that Council is seeking. Mandate letters may be 
amended by resolution of Council, and do not require a By-law amendment in order to 
be updated. 

 
Advisory Committees are required to stay within the boundaries of the mandates set by 
Council, unless further requests for advice are made by a resolution of Council. Staff 
liaisons hold the responsibility to ensure that information on mandates and resolutions 
remains available and to advise Committee members if and when their work falls 
outside the parameters of the mandate set by Council. 

 
8. Sub-Committees 
Advisory Committees may establish Sub-Committees, to enhance the efficiency of 
Meetings or to work on a specific project or event. Sub-committees must be approved 
by the Advisory Committee and shall have a clear mandate. 

 
Sub-committee meetings are held separately as needed. Staff liaisons are not required 
to attend sub-committee meetings. Sub-committee minutes should be tabled at the 
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regular meeting of Advisory Committees and decisions and recommendations coming 
from sub-committee work should be duly documented by the staff liaison at the Advisory 
Committee’s regular meeting. 

 
9. Duration of Appointments 

a) Appointments will be four-year terms, concurrent with the term of Council. 
b) Committee members will continue to serve on a Committee past the expiration of 

their term until they are replaced. 
c) Members of the public will be eligible to serve for a maximum of eight 

consecutive years (two terms) on the same Advisory Committee. 
d) Members of the public are encouraged to take at least one term absence after 

serving on the same Advisory Committee for eight years. After the absence, the 
member of the public is eligible to re-apply to serve on the Advisory Committee. 

e) During the one-term absence from an Advisory Committee, a member of the 
public may apply to serve on a different Advisory Committee. 

f) A member of the public who has been appointed to fill a vacancy partway through 
the Advisory Committee term will be appointed for the balance of the existing 
term. 

g) There is no automatic renewal of membership on an Advisory Committee after 
one term is complete. Members who wish to serve for an additional term must 
reapply and may be confirmed by Council for re-appointment 

 
10. Council Representation on Advisory Committees 

a) Council members are appointed by resolution at the inaugural meeting of 
Council. Committee appointments may be revisited on request of any member of 
Council, with changes to appointments to be made by way of motion. 

b) Council members should not serve as Chair on an Advisory Committee. 
c) Council members have voting privileges on the Advisory Committee. 
d) Council members count toward the Advisory Committee’s total membership and 

count towards quorum in Advisory Committee meetings. 
 

11. Attendance 
The staff liaison will record the attendance of members in the minutes of the Meeting. 
Members may participate electronically or in person, in accordance with the Procedural 
By-law. Members are required to provide the staff liaison a minimum of one full business 
day advance notice of an intent to participate through electronic means, in order to 
ensure technology supports are available for the meeting. 

 
If a member of a Committee is absent for two consecutive meetings without an 
acceptable reason, or without sending regrets, they will be contacted by the Staff 
Liaison or Chair. 

 
The reasons for the absenteeism will be discussed and a determination will be made if 
the member wishes to remain on the Committee. If the member will no longer serve on 
the Committee, the vacancy will be filled. If the member desires to continue to serve on 
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the Committee, the member will be advised that attendance is required, or the member 
will be removed from the Committee. 

 
If a member misses three consecutive meetings without an acceptable reason they are 
automatically removed from the Committee after which the Town may make a public 
recruitment posting to fill the vacancy. 

 
12. Criteria to Serve on a Committee 
Citizen appointees must be at least 18 years or older, and a resident, business, or 
property owner in the Town of Greater Napanee. Appointees cannot be an employee of 
the Town, a partner or spouse of a Council member, or an employee of an Advocacy 
Organization that receives funding from the Town. 

 
Appointments shall be made at Council’s sole discretion. Council may elect to adopt 
additional procedures to guide the committee recruitment and selection process. 

 
13. Expectations of Conduct of Committee Members 
In addition to the expectations detailed in this By-law, Committee members are required 
to adhere to the Town’s Code of Conduct for Members of Council and Local Boards, as 
may be amended from time to time. 

 
Committee members shall demonstrate respect for all fellow members, Council, and 
staff; refrain from using offensive or unparliamentary language; give fair consideration to 
diverse and opposing viewpoints; and contribute in a meaningful manner, offering 
constructive comments. Members must be aware that unprofessional behaviour may 
have a negative effect on others. 

 
A failure to adhere to the expectations of conduct listed in this Bylaw may result in an 
official complaint being lodged with the Town Clerk, who will advise the committee 
member of the complaint in writing to remediate the issue. As per the Town’s Code of 
Conduct, any person may also file a complaint regarding a member’s alleged breach of 
the Code of Conduct with the Town’s Integrity Commissioner. 

 
Where there are consistent or severe breaches of the expectations laid out in this By- 
law by a citizen appointee to an Advisory Committee, Council may, by way of motion, 
elect to terminate an individual’s appointment to a Committee. 

 
13.1 Conflict of Interest as it Applies to Committee Members 
Members of Advisory Committees must declare a conflict of interest when they or a 
member of their family have a direct or indirect financial (pecuniary) interest in a 
contract or proposed contract with the Town and the Committee member could influence 
the decision being made with respect to the matter. The member must refrain from 
participating in any discussion and/or decision on the matter and avoid influencing the 
decision of other Committee members. 
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13.2 Gifts and Benefits 
Committee members must not accept or provide any gift, benefit, or favour in exchange 
for special consideration or influence, or where it may be perceived to be in exchange 
for special treatment. This includes offers of food, space or other amenities for the 
purposes of holding Advisory Committee meetings or other duties of the advisory 
committee. 

 
13.3 Use of Town Resources 
No member shall use Town property, assets, equipment, and/or staff resources for their 
own private purposes. The Advisory Committee itself will not use Town resources or 
staff time other than that assigned to the Committee unless otherwise directed by 
Council through resolution. 

 
13.4 Relationship to Staff Liaison Serving Advisory Committee 
Members of advisory committees should be mindful that staff resources, including staff 
time and expertise, are provided to support advisory committee meetings and reports to 
Council. 

 
Staff liaisons should not be asked or tasked with work from the Committee outside of 
assisting with agendas, drafting minutes, supporting the development of 
recommendation reports to Council, and advising committee members on Town policies, 
procedures, bylaws, budgets, Committee mandates, and resolutions of Town Council. 

 
The running of Advisory Committee events, research related to Advisory Committee 
recommendations and/or any work related to the work of the Committee outside of the 
meeting process is the sole responsibility of the Advisory Committee and its members. 

 
13.5 Confidential Information 
Committee members shall not disclose or release any confidential information acquired 
by virtue of their position. 

 
13.6 Public Communications 
While Advisory Committee members are free to speak about their work, at no time 
should members of an Advisory Committee speak on behalf of the Town or present 
themselves as a Town representative to media, stakeholders or members of the general 
public. Wherever possible, duties to speak on behalf of the Committee should be 
performed by the Committee Chair or Vice-Chair. 

 
13.7 Authority to Act 
No Advisory Committee or Committee member shall incur any debt, liability, or 
obligation for which the Town shall become liable without having the prior approval of 
Council. The actions of Advisory Committees and Committee members are only insured 
by the Town to the extent that they are undertaken in the course of their duties as 
assigned by the Town. 
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14. Remuneration 
Members of the Advisory Committees shall serve without remuneration. Members may 
be reimbursed for direct and appropriate expenses incurred in the fulfillment of their 
Advisory Committee responsibilities if they fall within the mandate of the Committee, 
have been voted on by the Committee, have been provided with preapproval by the 
staff liaison, and are accompanied by all relevant receipts. 

 
15. Committee Agendas 
Committee Agendas are to be sent to committee members no later than three business 
days in advance of a meeting. Agendas are to be drafted by the staff liaison in 
consultation with the Chair, with all content in agendas to derive from ideas, proposals 
or discussions by Advisory Committee members themselves, from correspondence 
addressed to the Committee, or from matters directed to the Committee by Council, with 
the staff liaison role limited to the logistics of information collection and distribution as it 
relates to agendas. 

 
Where a proposed agenda item does not fall within the Council direction or mandate to 
the Committee, the Staff Liaison, in consultation with the Chair, shall decline to include 
the item on the agenda. 

 
Similar to Council, Advisory Committee agendas should follow the following format: 

 
a) Call to Order 
b) Disclosure of Pecuniary Interest 
c) Confirmation of Minutes of Previous Meeting 
d) Presentations 
e) Reports 
f) Other Business 
g) Next Meeting 
h) Adjournment 

 
16. Election of Officers 
At the first Meeting of the year, each Committee shall elect from its members, a Chair 
and Vice-Chair who will hold office for a one-year term and will be eligible for reelection. 

 
The first Meeting each year of a Committee, or the first Meeting of a new Committee, 
will be called and chaired by the Council member of the Committee until a Chair and 
Vice Chair are appointed. 

 
17. Information From and Attendance by Non-Staff Liaison Members of Town 
Administration 
Advisory Committee members may request briefings, presentations or non-confidential 
background documents from members of the Town Administration. Requests for 
information and staff resources are to be recommended to Council through a report to 
Council and must be approved by Town Council by resolution. 
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Recommendations for additional staff support should be made on a case-by-case basis, 
be specific as to the information being requested, or the type of information being 
requested, and the amount of staff time dedicated to the effort needs to be provided by 
program managers via the staff liaison and included in the recommendation report to 
Council. 

 
18. Roles and Responsibilities 

 
18.1 Role of Committee Members 
The role of Committee members includes but is not limited to the following 
responsibilities: 

 
a) attend all Meetings 
b) prepare for Meetings by reading agendas, reports, and background information 
c) notify staff of their availability to attend Meetings 
d) understand the Committee’s advisory relationship to Council, including respecting 

the decisions made by Council 
e) stay focused on the items of business listed on the agenda 
f) represent the public interest 
g) understand and work within the Advisory Committee’s Terms of Reference 
h) elect a Chair and Vice-Chair 
i) disclose any conflicts of interest with respect to items before the Committee prior 

to discussion of the items 
j) participate as an active and voting Member, asking questions, and seeking 

clarification through the Chair 
k) conduct themselves in accordance with the Expectations of Conduct 

 
18.2 Role of the Committee Chair 
The role of the Committee Chair includes but is not limited to the following 
responsibilities: 

 
a) preside over all Committee Meetings in accordance with the City’s Procedural 

By-law 
b) undertake any necessary work, including special projects and research between 

Meetings 
c) participate as an active and voting Member, encouraging active participation by 

all Committee Members 
d) serve as the spokesperson for the Committee to liaise with Council and /or the 

public at large 
e) as required, be a signing officer for the Committee concerning business such as, 

but not limited to, minutes, agendas, and correspondence 
f) when speaking publicly as Chair of the Advisory Committee, represent the views 

of the Committee, not personal views 
g) ensure Members do not speak on any subject other than the subject in debate 
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18.3 Chair – Participation 
If the Chair desires to move a Motion, the Chair shall designate the Vice Chair or an 
Acting Chair to chair the Meeting until such time as the Motion is disposed of. The Chair 
may summarize the Chair’s position on a matter prior to the vote, only after all Members 
have had an opportunity to speak. 

 
18.4 Role of the Vice-Chair 
In the absence of the Chair, the Vice Chair shall have all the powers and duties of the 
Chair. 

 
18.5 Role of the Staff Liaison 
The role of the Staff Liaison includes but is not limited to the following responsibilities: 

a) work with the Chair to ensure they understand the actions required for reports 
(eg. Information only, decision required, etc.) 

b) prepare and submit the annual schedule of Meetings for review and approval by 
the Committee 

c) publish agendas and attend Meetings to record the official minutes 
d) where required, staff will bring forward to Council, matters from Advisory 

Committees, through a staff report to Town Council 
e) coordinate attendance and participation of Town staff from other divisions, as 

required 
f) communicate Advisory Committee recommendations to the appropriate Town 

staff, if and when the recommendations have been adopted by Town Council. 
g) Advise committee members on their role as it relates to the Committee’s 

mandate or related Council resolutions. 
 

18.6 Role of the Council Liaison 
The role of the Council Liaison includes but is not limited to the following 
responsibilities: 

 
a) attend meetings and provide guidance from the perspective of a Town Council 

member 
b) incorporate input from the Advisory Committee at Council meetings where 

appropriate 
c) provide updates from Council on committee-related matters 
d) the Council representative is to provide insights and input to Committee 

members with respect to Council’s overall priorities and to provide context with 
respect to the Committee’s work 

e) during discussions of Town Council on Advisory Committee recommendations, it 
is the role of the Council Advisory Committee member to represent the 
perspectives of the Advisory Committee in Town Council discussions. Council 
Advisory Committee members can speak to Advisory Committee work, 
sentiments, recommendations and concerns. Council members should defer to 
operational staff on how work related to recommendations is to be performed by 
administration. 
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18.8 Role of the Clerk’s Office 
The role of the Clerks Office includes but is not limited to the following responsibilities: 

 
a) coordinate, develop and deliver the Orientation Session for the Advisory 

Committee during the first Meeting of the new term, or as otherwise deemed 
necessary by Town Council. 

b) serve as the subject matter expert for staff liaisons as it relates to meeting 
processes and procedures and questions related to the Town’s Procedural Bylaw. 

c) provide the Committee with procedural advice 
d) facilitate and support the recruitment and appointment process 
e) provide advice and support to the Staff Liaisons 
f) retain the official copy of all records associated with the Committee and provide 

advice to the Committee regarding records retention requirements 

19. Scheduling of Meetings 
 

19.1 Regular Schedule 
Committees shall establish regular meetings dates, times and location at the beginning 
of each term or appointment, and the scheduled time and date shall be reviewed 
annually. Generally, meetings will be scheduled monthly, with only one meeting in either 
July or August. 

 
All Committee meetings shall be held in a facility owned by the Town which can be 
made accessible to the public during the meeting time. 

 
19.2 Notice of Meetings 
Public notice of all regular and Special Meetings of Advisory Committees will be 
provided in accordance with the provisions of the Procedural By-law, by posting the 
agenda to the Town Website a minimum of twenty four (24) hours prior to the meeting. 

 
19.3 Meeting Cancellation / Postponement 
A Meeting may be cancelled or postponed by the Chair in consultation with the Staff 
Liaison where Quorum cannot be achieved, when a Meeting is no longer required as 
there are no items of business, or in the event of an emergency. 

 
Notice of a Meeting cancellation or postponement will be given by the staff liaison as 
soon as possible by providing notice to Members and the Town Clerk’s office 
electronically, by posting a notice on the Town Website and by posting a notice on the 
entrance to the Meeting location, if applicable. In the event of an emergency such as 
extreme weather, a cancellation notice will be provided as soon as possible in a manner 
deemed appropriate by the Town Clerk. 

 
20. Meeting Minutes 
The staff liaison or their designate shall record in the minutes: the date, time and place 
of the Meeting; the attendance of Members; correction and adoption of the minutes of 
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prior Meetings; Declarations of Pecuniary Interest, and all other proceedings of the 
Meeting without note or comment, in accordance with the Municipal Act, 2001. 

 
Minutes of Advisory Committee meetings are to be sent to advisory committee members 
for review within two business days of a meeting. It is the responsibility of the staff 
liaison to distribute and post meeting minutes. 

 
Copies of committee minutes shall be forwarded to the Clerk for inclusion on a Council 
agenda as an item for information and shall note whether they are approved or draft. 
The Clerk shall present all Committee meeting minutes and Committee 
recommendation reports to the first regularly scheduled Council meeting of each month. 

 
Approved meeting minutes shall be posted on the Town’s website within two business 
days of their approval by the Committee. 

 
21.1 Previous Meeting Minutes 
The minutes of the last regular Meeting and all special Meetings will be submitted to the 
Committee for confirmation or amendment at the next regular Meeting. 

 
21.2 Amendment 
Minutes and other Committee documentation may be amended for technical, 
typographical, or other administrative errors and omissions for the purpose of ensuring 
an accurate and complete record of the proceedings. 

 
22. Declarations of Pecuniary Interest 
Members must provide a verbal declaration of the Member’s pecuniary interest(s), if 
any, in accordance with the Municipal Conflict of Interest Act. The statement shall 
include a description of the general nature of the pecuniary interest(s) and a reference 
to the agenda item(s) to which the statement relates. 

 
Staff will record declarations of pecuniary interest made by a Member at the Meeting in 
the Meeting minutes, noting the general nature of the interest. 

 
23. Presentations 
Presentations will not exceed fifteen (15) minutes and will be limited to presentations by 
Town Staff, consultants retained by the Town or others as may be invited by the Staff 
Liaison. An Advisory Committee may, by resolution, invite specific persons, experts, 
organizations or groups to make a presentation on a matter within its mandate. 

 
Presentations made by Town staff and any expenditures made on outside experts or 
consultants require a resolution of Council. 

 
24. Procedural Matters at Meetings 
The Town’s Procedural By-law shall direct the Chair and Committee on Meeting 
procedural matters. In all unprovided cases in the proceedings of a Meeting, Robert's 
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Rules of Order (latest edition) shall provide guidance on the question, and in such 
cases, the decision of the Chair shall be final. 

 
25. Advisory Committee Budgets 
Budget proposals are submitted on an annual basis in early fall for the upcoming fiscal 
year and are based on the upcoming annual work plan and mandate. All advisory 
committee budget requests must be approved by Council prior to any expenses being 
incurred or committed to and fall within eligible expenses. Eligible expenses include: 

a) Advertising for the purposes of collecting feedback 
b) Fees for visiting experts or research materials 
c) Public consultations authorized or delegated by Town Council through resolution 
d) Public events or programs, if those events or programs are explicitly outlined in 

an Advisory Committees mandate 
e) Meeting materials, such as notebooks, writing materials, flip charts etc. 
f) Access to online services for the purposes of research, which must be approved 

in advance by the Town’s IT department and Staff Liaison. 
 

Funds from one year’s budget cannot be transferred to the next year’s budget without a 
specific Council resolution and all expenditures should be approved by and receipts 
submitted to the Staff Liaison. 

 
27. Annual Report and Annual Workplan 
Advisory Committees will report to Council annually on the following matters: 

a) A summary of the committee’s planned focus areas for the upcoming year, 
including an estimated monthly timeline to assist in resource allocation and to set 
Council expectations 

b) A concise summary of the activities and accomplishments of the committee for 
the past year. 

 
28. Enactment 
This by-law shall come into force and take effect on the date of final passing. 

Read a first and second time and finally passed this 10th day of December, 2024. 

 
 
 

 

Terry Richardson, Mayor Jessica Walters, Clerk 



Town of Greater Napanee By-law No. 2025-0017 
To Amend Advisory Committee By-law to Add Terms of Reference Page 2 of 17 

 

 
Town of Greater Napanee Advisory Committee By-law 

Schedule A – Terms of Reference 

A.1 – Arts & Culture Advisory Committee 
A.2 – Heritage Advisory Committee 
A.3 – Market Square Advisory Committee 
A.4 – Aquatics Advisory Committee 
A.5 – Recreation Advisory Committee 
A.6 – Waste Diversion Advisory Committee 
A.7 – Community Initiatives Fund Advisory Committee 
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A.1 – Arts & Culture Advisory Committee Terms of Reference 

Composition 
Committee Members 
The Arts & Culture Advisory Committee shall consist of not more than nine (9) members 
appointed by Council as follows: 

• One (1) Council representative; and 

• Up to eight (8) citizens of the Town of Greater Napanee. 

• All shall be voting members 

When choosing citizen appointments, preference shall be given to members with 
experience working in the arts and culture sector or having membership in a local arts 
or and culture community association. 

Once members have been appointed for the current term of Council, the size of the 
committee shall be fixed and vacancies shall count toward quorum until filled by Council 
unless Council passes a motion to reduce the committee size for the remainder of the 
term. 

Ex-Officio Representatives 
The Mayor and Chief Administrative Officer shall be non-voting ex-officio members of all 
Advisory Committees. 

Staff Liaison 
The Director of Parks, Recreation and Culture, or a departmental employee as 
appointed by the Director to the Committee. 

Purpose 
To ensure that arts and culture is appropriately represented in Town plans, policy 
initiatives, infrastructure projects, and budgets, where possible. This undertaking has as 
its purpose the development of the Town of Greater Napanee as a vibrant, unique, and 
diverse centre for the arts. 

 
Responsibilities 
The Arts & Culture Advisory Committee shall: 

• provide input and feedback from a cultural perspective on major planning 
initiatives; 

• inform and advise Council on arts and culture matters as required; 

• encourage and recognize initiative and excellence in artistic and cultural pursuits; 

• act as a public forum when requested by Council and/or staff to engage and 
receive public input relating to Arts and Culture matters; 

• review policies, plans, and strategies when requested in order to make 
recommendations to Council toward the goal of supporting a vibrant and diverse 
arts and culture presence in the community. 
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Role of Council 
Council will consider the recommendations and advice provided by the Committee in 
accordance with the provisions of the Advisory Committee By-law. Council will have 
ultimate authority to approve annual budgets, and new program areas, partnerships, 
and projects as proposed by the Committee. 

 
Role of Staff 
The Role of the Staff Liaison will be as established in Section 18.5 of the Advisory 
Committee By-law. 

 
Meeting Schedule 
Meetings shall be held on a set monthly schedule as determined at the beginning of the 
committee term, in accordance with Section 19 of the Advisory Committee By-law. 

 
Financial Management 
When expending funds that have been allocated by Town Council to the committee, 
committee members shall: 

• Prepare and submit an annual budget, during the Town's budget process, which 
supports the committee's mandate as outlined in the terms of reference. 

• Understand that any annual budget allocation to the committee shall be at the 
sole discretion of the Municipal Council and subject to its annual budget 
deliberations, considering the requests of the advisory committees. 

• Ensure that all expenditures by the committee relate to matters directly within the 
mandate. 

• Ensure all expenditures by the committee are in accordance with the Town's 
procurement by-law 

• The committee may incur expenditures to the extent provided in the annual 
approved budget. All purchases over $500 shall be preauthorized by the staff 
liaison in coordination with the Town’s Finance Office by way of a signed 
purchase order. In cases where minor purchases under $500 are made in line 
with the committee's mandates, receipts can be submitted to the staff liaison who 
will forward the expenses to the Finance office for reimbursement. 
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A.2 – Heritage Advisory Committee 

Authority 
Section 28(1) of the Ontario Heritage Act (the Act), provides that the Council of a 
Municipality may, by by-law, establish a municipal heritage committee, of not less than 
five members, to advise Council in respect of the Ontario Heritage Act, Parts IV and V 
and such other matters as the Council may specify by by-law. 

 
Composition 
Committee Members 
The Heritage Advisory Committee shall consist of a minimum of five (5) and not more 
than twelve (12) members appointed by Council as follows: 

• One (1) Council representative; and 

• Up to eleven (11) citizens of the Town of Greater Napanee. 

• All shall be voting members 

When choosing citizen appointments, consideration shall be given to members with 
interest, experience and knowledge in cultural heritage preservation; members of local 
organizations playing a role in heritage conservation; members of local historical 
societies; owners of historical properties; and owners of businesses located within the 
historic downtown area. 

Once members have been appointed for the current term of Council, the size of the 
committee shall be fixed and vacancies shall count toward quorum until filled by Council 
unless Council passes a motion to reduce the committee size for the remainder of the 
term. 

 
Ex-Officio Representatives 
The Mayor and Chief Administrative Officer shall be non-voting ex-officio members of all 
Advisory Committees. 

 
Staff Liaison 
The Clerk, or a designate as appointed by the Clerk to the Committee. 

 
Purpose 
The Heritage Advisory Committee is a statutory Committee established by by-law under 
the authority of the Ontario Heritage Act and is the resource base for information and 
knowledge for Council, administration and the community on all matters relating to 
heritage planning and conservation, including but not limited to the conservation of 
cultural heritage resources, applications for repeal of designations, construction, 
alterations, and removal or demolition of heritage properties and matters relating to the 
conservation and designation of heritage properties and districts in accordance with the 
Ontario Heritage Act and other relevant plans, policies, regulations, guidelines and 
standards. 
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Overview 
In Ontario, the task of conserving the inheritance of historically and architecturally 
significant properties is primarily a municipal responsibility. The Ontario Heritage Act 
provides a framework within which municipalities can act to ensure the conservation of 
properties of historical, cultural and/or architectural significance. 

 
Under Section 28 of the Ontario Heritage Act, a council of a municipality is authorized to 
establish, through by-law, a Municipal Heritage Committee which must be made up of 
five or more people. 

 
Under the Act, Council is also empowered to: 

• designate individual property 

• designate districts or areas 

• issue or refuse permits to alter or demolish a designated property 

• repeal designation by-laws 

• purchase or lease individually designated property 

• expropriate designated property 

• provide grants and loans to designated property owners 

• enter into easements and covenants with property owners 

• institute a prosecution for failure to comply with a designation by-law 

The Heritage Advisory Committee, as an advisory committee of council, is 
representative of the community and, as such, is recognized as the legitimate vehicle 
for coordinating and conveying community concerns. It, therefore, plays an important 
role by enabling the community to participate more directly in the decision-making 
process. In general, the role of a Heritage Advisory Committee is a dual responsibility: 

 

• To the Municipality - to advise Council on heritage issues as defined by the 
statutory requirements of the Ontario Heritage Act as noted above and the 
requirements set out in the Heritage Section of the Official Plan as well as other 
assigned duties as defined by Council through these Terms of Reference. 

• To the citizens of Greater Napanee - to help ensure that plans for change and 
progress are developed in a manner that recognizes the historical continuity of 
the community. 

Responsibilities 
Statutory Responsibilities (i.e. responsibilities assigned under the Act) 

 
a) Designation: The Committee will advise Council prior to the designation of a 

property (s.29 (2), OHA). 
b) Repeal of Designation: The Committee will advise Council prior to the repeal of 

a bylaw or part thereof designating a property (s.31 (2), OHA). 
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c) Amendment of Designation: The Committee will advise Council prior to the 

amendment of a by-law or part thereof designating a property. (s. 30 (5), OHA). 
d) Alteration of Designated Property: The Committee will advise council on 

applications to alter a designated property where such proposed alteration may 
affect the reasons for designation as set out in the by-law designating the 
property (s.33 (1), OHA). 

e) Demolition: The Committee will advise Council on applications to demolish or 
remove any building or structure on designated property (s.34 (1), OHA). 

f) Easements/Covenants: The Committee will advise Council before passing by- 
laws entering into easements or covenants with the owners of real property, or 
interests therein, for the conservation of buildings of historical or architectural 
value or interest (s.37 (1), OHA). 

g) Districts: The Committee will advise Council before passing a by-law to define 
one or more areas to be examined for designation as a heritage conservation 
district (s.40 (3), OHA). 

 
Non-Statutory Responsibilities (i.e. additional responsibilities assigned by Council) 

a) Resource Base: In order to effectively serve both Council and the community, 
the Committee will develop a resource base of heritage properties. This process 
will involve: 

• conducting a survey of the heritage resources within the Municipality. 

• researching properties for both architectural, historical and associative 
(people or events) significance. 

• developing an evaluation process in order to distinguish properties of 
heritage significance. 

• using this evaluation process to develop a ranking and list of properties of 
historical significance. 

b) Education and Promotion: The Committee will work to educate individual 
homeowners and the community on the heritage resources within the community 
and on the importance and methods of proper conservation/preservation. This 
important role can include several components, such as: 

• Specific presentations to individual property owners/groups on the role of 
the Committee, the implications and importance of designation and proper 
architectural preservation techniques. 

• Working in conjunction with local public libraries and the Lennox and 
Addington County Museum to ensure preservation of artefacts, reference 
materials, specialist contact names, etc. that the Committee comes into 
possession of. 

• Public Programming that could take the form of lecture series, bus/walking 
tours of heritage buildings, publications and pamphlets, development of 
school kits and curriculum-based programming, etc. 
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• Development of community recognition for architectural preservation 
through sponsorship of plaquing initiatives, awards for restoration and best 
practices renovations etc. 

• Communication by letter, at least once per term and more frequently as 
appropriate, with the owners of properties designated under the Act that 
are situated within the Town. 

• Communication by letter, at least once per term and more frequently as 
appropriate, with local heritage groups established by charters/by-laws 
and operating within the geographic limits of the Town. 

c) Advise/Inform Council with Regard to Municipally-owned Heritage 
Properties: Committee input will be incorporated into proposed 
renovations/alterations of municipally-owned heritage properties. This input will 
be in the form of: 

• determining if proposed alteration affects the reasons for designation and, 
if they do, then 

• make recommendations on the appropriate course of action. 

• The Committee may recommend to Council when/if a consultant should be 
retained. 

d) Advise Council with Regard to Municipal Plans and Policies: Committee 
input may be requested in the development of municipal policies such as: 

• Guidelines for heritage properties; 

• Plans, policies and programs to guide and/or support heritage 
development within the Town; and 

• Any other municipal policies related to heritage promotion or preservation. 

e) Advise/Inform Council of New Heritage Legislation and Funding Initiatives: 
The Committee will inform and advise Council on new heritage legislation and 
funding initiatives either directly through minutes or indirectly through noted input 
in reports developed by Town staff and administration. 

 
f) Requested Recommendations: When requested by Council or any Town 

department, review issues that relate to heritage matters or affect specific 
heritage property and provide comment and recommendations to Council (ex. 
planning issues). 

 
Role of Council 
Council will consider the recommendations and advice provided by the Committee in 
accordance with the provisions of the Advisory Committee By-law. Council will have 
ultimate authority to approve annual budgets, and new program areas, partnerships, 
and projects as proposed by the Committee. 
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Role of Staff 
The Role of the Staff Liaison will be as established in Section 18.5 of the Advisory 
Committee By-law. 

 
Meeting Schedule 
Meetings shall be held on a set monthly schedule as determined at the beginning of the 
committee term, in accordance with Section 19 of the Advisory Committee By-law. 

 
Financial Management 
When expending funds that have been allocated by Town Council to the committee, 
committee members shall: 

• Prepare and submit an annual budget, during the Town's budget process, which 
supports the committee's mandate as outlined in the terms of reference. 

• Understand that any annual budget allocation to the committee shall be at the 
sole discretion of the Municipal Council and subject to its annual budget 
deliberations, considering the requests of the advisory committees. 

• Ensure that all expenditures by the committee relate to matters directly within the 
mandate. 

• Ensure all expenditures by the committee are in accordance with the Town's 
procurement by-law 

• The committee may incur expenditures to the extent provided in the annual 
approved budget. All purchases over $500 shall be preauthorized by the staff 
liaison in coordination with the Town’s Finance Office by way of a signed 
purchase order. In cases where minor purchases under $500 are made in line 
with the committee's mandates, receipts can be submitted to the staff liaison who 
will forward the expenses to the Finance office for reimbursement. 
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A.3 – Market Square Advisory Committee 

Composition 
Committee Members 
The Market Square Advisory Committee shall consist of not more than seven (7) 
members appointed by Council as follows: 

• One (1) Council representative; and 

• Up to six (6) citizens of the Town of Greater Napanee. 

• All shall be voting members 

When choosing citizen appointments, preference shall be given to having at least two 
members represent business or property owners located in the downtown core. 

Once members have been appointed for the current term of Council, the size of the 
committee shall be fixed and vacancies shall count toward quorum until filled by Council 
unless Council passes a motion to reduce the committee size for the remainder of the 
term. 

 
Ex-Officio Representatives 
The Mayor and Chief Administrative Officer shall be non-voting ex-officio members of all 
Advisory Committees. 

Staff Liaison 
The Director of Parks, Recreation and Culture, or a departmental employee as 
appointed by the Director to the Committee. 

 
Purpose 
With the move of Town Administration services to 99 Advance Avenue, the revitalization 
of Town Hall and the surrounding Market Square as a community cultural hub has been 
identified as a priority of Council. 

 
Responsibilities 
The Market Square Advisory Committee shall: 

• Review proposals for the renovation of Town Hall and redevelopment of the 
surrounding plaza and provide recommendations to Council; 

• Review proposals for the use of Town Hall as a community hub, and provide 
recommendations to Council; 

• Provide advice and recommendations on the enhanced use of the Market Square 
as a public venue; 

• Provide advice and recommendations on other matters related to Town Hall, the 
Market Square, or downtown area as requested by Council from time to time. 



Town of Greater Napanee By-law No. 2025-0017 
To Amend Advisory Committee By-law to Add Terms of Reference Page 11 of 17 

 

 
Role of Council 
Council will consider the recommendations and advice provided by the Committee in 
accordance with the provisions of the Advisory Committee By-law. Council will have 
ultimate authority to approve annual budgets, and new program areas, partnerships, 
and projects as proposed by the Committee. 

 
Role of Staff 
The Role of the Staff Liaison will be as established in Section 18.5 of the Advisory 
Committee By-law. 

 
Meeting Schedule 
Meetings shall be held on a set monthly schedule as determined at the beginning of the 
committee term, in accordance with Section 19 of the Advisory Committee By-law. 

 
Financial Management 
When expending funds that have been allocated by Town Council to the committee, 
committee members shall: 

• Prepare and submit an annual budget, during the Town's budget process, which 
supports the committee's mandate as outlined in the terms of reference. 

• Understand that any annual budget allocation to the committee shall be at the 
sole discretion of the Municipal Council and subject to its annual budget 
deliberations, considering the requests of the advisory committees. 

• Ensure that all expenditures by the committee relate to matters directly within the 
mandate. 

• Ensure all expenditures by the committee are in accordance with the Town's 
procurement by-law 

• The committee may incur expenditures to the extent provided in the annual 
approved budget. All purchases over $500 shall be preauthorized by the staff 
liaison in coordination with the Town’s Finance Office by way of a signed 
purchase order. In cases where minor purchases under $500 are made in line 
with the committee's mandates, receipts can be submitted to the staff liaison who 
will forward the expenses to the Finance office for reimbursement. 
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A.4 – Aquatics Advisory Committee 

Composition 
Committee Members 
The Aquatics Advisory Committee shall consist of not more than seven (7) members 
appointed by Council as follows: 

• One (1) Council representative; and 

• Up to six (6) citizens of the Town of Greater Napanee. 

• All shall be voting members 

When choosing citizen appointments, Council shall aim to have at least one member 
representing seniors’ recreation and at least one member representing youth recreation. 

Once members have been appointed for the current term of Council, the size of the 
committee shall be fixed and vacancies shall count toward quorum until filled by Council 
unless Council passes a motion to reduce the committee size for the remainder of the 
term. 

 
Ex-Officio Representatives 
The Mayor and Chief Administrative Officer shall be non-voting ex-officio members of all 
Advisory Committees. 

Staff Liaison 
The Director of Parks, Recreation and Culture, or a departmental employee as 
appointed by the Director to the Committee. 

 
Purpose 
To provide advice to Council regarding the feasibility of and matters related to the 
construction of a pool facility within the Town of Greater Napanee. As the construction 
of a pool facility is not financially viable in the near term, the committee is also tasked 
with exploring aquatics-related recreation opportunities. 

 
Responsibilities 
The Aquatics Advisory Committee shall: 

• Research and provide recommendations to Council regarding funding strategies 
for an aquatics facility, as requested by Council. This may include researching 
grant opportunities and funding models that have been successfully implemented 
in comparable communities. 

• Provide recommendations and advice to Council regarding other aquatics 
programs and partnership opportunities that may serve to make aquatics more 
accessible to Greater Napanee residents. 

• Undertake any other aquatics-related research and recommendations as may be 
requested by Council from time to time. 
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Role of Council 
Council will consider the recommendations and advice provided by the Committee in 
accordance with the provisions of the Advisory Committee By-law. Council will have 
ultimate authority to approve annual budgets, and new program areas, partnerships, 
and projects as proposed by the Committee. 

 
Role of Staff 
The Role of the Staff Liaison will be as established in Section 18.5 of the Advisory 
Committee By-law. 

 
Meeting Schedule 
Meetings shall be held on a set monthly schedule as determined at the beginning of the 
committee term, in accordance with Section 19 of the Advisory Committee By-law. 

 
Financial Management 
When expending funds that have been allocated by Town Council to the committee, 
committee members shall: 

• Prepare and submit an annual budget, during the Town's budget process, which 
supports the committee's mandate as outlined in the terms of reference. 

• Understand that any annual budget allocation to the committee shall be at the 
sole discretion of the Municipal Council and subject to its annual budget 
deliberations, considering the requests of the advisory committees. 

• Ensure that all expenditures by the committee relate to matters directly within the 
mandate. 

• Ensure all expenditures by the committee are in accordance with the Town's 
procurement by-law 

• The committee may incur expenditures to the extent provided in the annual 
approved budget. All purchases over $500 shall be preauthorized by the staff 
liaison in coordination with the Town’s Finance Office by way of a signed 
purchase order. In cases where minor purchases under $500 are made in line 
with the committee's mandates, receipts can be submitted to the staff liaison who 
will forward the expenses to the Finance office for reimbursement. 
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A.5 – Recreation Advisory Committee 

Composition 
Committee Members 
The Recreation Advisory Committee shall consist of not more than nine (9) members 
appointed by Council as follows: 

• One (1) Council representative; and 

• Up to eight (8) citizens of the Town of Greater Napanee. 

• All shall be voting members 

When choosing citizen appointments, preference shall be given to individuals with 
experience and community involvement in sports, recreation, trails, parks, seniors 
recreation, youth recreation, and other related activities. Council shall aim to have at 
least one member representing seniors’ recreation and at least one member 
representing youth recreation. 

Once members have been appointed for the current term of Council, the size of the 
committee shall be fixed and vacancies shall count toward quorum until filled by Council 
unless Council passes a motion to reduce the committee size for the remainder of the 
term. 

Ex-Officio Representatives 
The Mayor and Chief Administrative Officer shall be non-voting ex-officio members of all 
Advisory Committees. 

Staff Liaison 
The Director of Parks, Recreation and Culture, or a departmental employee as 
appointed by the Director to the Committee. 

 
Purpose 
To provide advice to Council relative to Parks and Recreation initiatives to enhance the 
quality of life of Greater Napanee residents through opportunities for physical activity, 
social interaction and community engagement. 

 
Responsibilities 
The Recreation Advisory Committee shall: 

• advise and support the roles and responsibilities of the Parks, Recreation and 
Culture Department as requested by Council; 

• review potential capital projects and long range capital plans for the Department 
of Parks, Recreation and Culture and provide recommendations to Council; 

• advocate the benefits of parks, recreation and culture services to residents of the 
Town; 

• liaise with the broader community to provide input and advice relating to 
provision of parks, recreation and culture opportunities and services. This 
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assistance may also include developing and nurturing of new partnerships and 
collaborations; 

• act as a public forum when required to consult with the community at large on 
major park, trails and facility developments; 

• encourage and recognize initiative and excellence in sports, recreation and 
leisure pursuits. 

Role of Council 
Council will consider the recommendations and advice provided by the Committee in 
accordance with the provisions of the Advisory Committee By-law. Council will have 
ultimate authority to approve annual budgets, and new program areas, partnerships, 
and projects as proposed by the Committee. 

 
Role of Staff 
The Role of the Staff Liaison will be as established in Section 18.5 of the Advisory 
Committee By-law. 

 
Meeting Schedule 
Meetings shall be held on a set monthly schedule as determined at the beginning of the 
committee term, in accordance with Section 19 of the Advisory Committee By-law. 

 
Financial Management 
When expending funds that have been allocated by Town Council to the committee, 
committee members shall: 

• Prepare and submit an annual budget, during the Town's budget process, which 
supports the committee's mandate as outlined in the terms of reference. 

• Understand that any annual budget allocation to the committee shall be at the 
sole discretion of the Municipal Council and subject to its annual budget 
deliberations, considering the requests of the advisory committees. 

• Ensure that all expenditures by the committee relate to matters directly within the 
mandate. 

• Ensure all expenditures by the committee are in accordance with the Town's 
procurement by-law 

• The committee may incur expenditures to the extent provided in the annual 
approved budget. All purchases over $500 shall be preauthorized by the staff 
liaison in coordination with the Town’s Finance Office by way of a signed 
purchase order. In cases where minor purchases under $500 are made in line 
with the committee's mandates, receipts can be submitted to the staff liaison who 
will forward the expenses to the Finance office for reimbursement. 



Town of Greater Napanee By-law No. 2025-0017 
To Amend Advisory Committee By-law to Add Terms of Reference Page 16 of 17 

 

A.6 – Waste Diversion Advisory Committee 

Composition 
Committee Members 
The Waste Diversion Advisory Committee shall consist of not more than nine (9) 
members appointed by Council as follows: 

• One (1) Council representative; and 

• Up to eight (8) citizens of the Town of Greater Napanee. 

• All shall be voting members 

When choosing citizen appointments, preference shall be given to a membership 
composition that represents a diverse range of perspectives with respect to waste 
diversion and environmental stewardship. Membership will be encouraged to include 
perspectives from local environmental organizations, business owners, agricultural 
operators, and youth. 

Once members have been appointed for the current term of Council, the size of the 
committee shall be fixed and vacancies shall count toward quorum until filled by Council 
unless Council passes a motion to reduce the committee size for the remainder of the 
term. 

Ex-Officio Representatives 
The Mayor and Chief Administrative Officer shall be non-voting ex-officio members of all 
Advisory Committees. 

Staff Liaison 
The Director of Environmental Services, or a departmental employee as appointed by 
the Director to the Committee. 

 
Purpose 
To assist and make recommendations to Council on the matters relating to the future of 
various aspects of solid waste within the Town of Greater Napanee, particularly the 
impact of the blue box transition. 

 
Responsibilities 
The Waste Diversion Advisory Committee shall: 

• Review proposals and provide recommendations to Council in areas related to 
waste disposal and waste diversion, as requested by Council; 

• Support public education efforts related to waste diversion efforts; 

• Provide recommendations and advice on alternative waste diversion options and 
ways to increase the Town’s diversion rate that may be beneficial to the 
community; 
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• Review and provide recommendations to Council on existing waste disposal 
programs and the feasibility of potential new programs, such as organics 
disposal, as may be requested by Council from time to time; 

• Act as a public forum when required to consult with the community at large on 
operational changes related to waste disposal and diversion; 

• Review proposed policies and procedures related to the blue box transition and 
provide recommendations to Council. 

Role of Council 
Council will consider the recommendations and advice provided by the Committee in 
accordance with the provisions of the Advisory Committee By-law. Council will have 
ultimate authority to approve annual budgets, and new program areas, partnerships, 
and projects as proposed by the Committee. 

 
Role of Staff 
The Role of the Staff Liaison will be as established in Section 18.5 of the Advisory 
Committee By-law. 

Meeting Schedule 
Meetings shall be held on a set monthly schedule as determined at the beginning of the 
committee term, in accordance with Section 19 of the Advisory Committee By-law. 

 
Financial Management 
When expending funds that have been allocated by Town Council to the committee, 
committee members shall: 

• Prepare and submit an annual budget, during the Town's budget process, which 
supports the committee's mandate as outlined in the terms of reference. 

• Understand that any annual budget allocation to the committee shall be at the 
sole discretion of the Municipal Council and subject to its annual budget 
deliberations, considering the requests of the advisory committees. 

• Ensure that all expenditures by the committee relate to matters directly within the 
mandate. 

• Ensure all expenditures by the committee are in accordance with the Town's 
procurement by-law 

• The committee may incur expenditures to the extent provided in the annual 
approved budget. All purchases over $500 shall be preauthorized by the staff 
liaison in coordination with the Town’s Finance Office by way of a signed 
purchase order. In cases where minor purchases under $500 are made in line 
with the committee's mandates, receipts can be submitted to the staff liaison who 
will forward the expenses to the Finance office for reimbursement. 
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A.7 – Community Initiatives Fund Advisory Committee Terms of Reference 
 
Composition 
Committee Members 
The Community Initiatives Fund Advisory Committee shall consist of five (5) members 
appointed by Council as follows: 

• Five (5) citizens of the Town of Greater Napanee 
• All shall be voting members 
• There shall not be any Council member appointed to this advisory committee 

 
When choosing citizen appointments, preference shall be given to a membership 
composition which represents a broad cross-section of community interests and 
perspectives. 
 
Once members have been appointed for the current term of Council, the size of the 
committee shall be fixed and vacancies shall count toward quorum until filled by 
Council unless Council passes a motion to reduce the committee size for the 
remainder of the term. 
 
Staff Liaison 
An employee as appointed by the Chief Administrative Officer. 
 
Conflicts of Interest 
Committee members shall not be disqualified from appointment by virtue of their 
participation or association with a local organisation that has previously sought funding 
or may seek funding from the Community Initiatives Fund in the future. However, all 
Committee members shall have an obligation to proactively identify and disclose any 
grant applications for which they have a real or reasonably perceived conflict of 
interest and to remove themselves from the scoring and evaluation of such 
applications. Such disclosure shall be noted in the meeting minutes. 
 
Conflicts of interest may include, but are not limited to, a grant application where: 

• The Committee member, or a member of their immediate family including 
spouse, parents, siblings or children, is employed by the applicant organization; 

• The Committee member, or a member of their immediate family, is on the board 
or executive of the applicant organization; 

• The Committee member, or a member of their immediate family, is a member of 
or volunteer for the applicant organization; 

• The Committee member, or a member of their immediate family, receives 
services from the applicant organization 

 
Where a member of the committee has declared a conflict, the value of their scorecard 
will not count and the number of eligible points will be reduced accordingly. 
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Eligibility of Applicants 
• Applicants may only submit one application per funding round 
• Applicants may only receive funding from the Community Initiatives Fund once 

per calendar year 
• Applicants cannot receive more than 50% of total eligible funding per funding 

round 
• Incomplete or late applications will be deemed ineligible for consideration 
• Applicants who have not met reporting requirements of previous funding 

allocations will be deemed ineligible for new funding until those requirements 
have been met. 

 
Purpose 
To receive and evaluate grant applications and make recommendations to Council in 
accordance with the Community Initiatives Fund Policy. Under the policy, these funds 
are open to all members of the community engaged in not-for-profit activities and are 
prioritized for projects or initiatives and not for ongoing operational funding or for 
matters that would be considered regular administrative business. 
 
Responsibilities 
The Community Initiatives Fund Advisory Committee shall: 

• Review all applications against the grant criteria established by Council; and 
• Make recommendations to Council for funding amounts, considering the annual 

funds available, and application scoring criteria. 
 
In accordance with the Community Initiatives Fund Policy, members of the Community 
Initiatives Fund Advisory Committee are asked to: 
 

• Determine whether the project submitted is eligible to be considered and scored 
by the Committee (non-profit or community group engaged in a non-profit 
exercise where at least 75% of any funds raised go toward community benefit). 

• Ensure that the application falls within approved funding categories (Health and 
Wellness, Arts and Culture, Youth Initiatives, Seniors Initiatives, Recreation, 
Public Safety, Economic Growth/Stimulus for the Community, Community 
Development, and/or Special Events). 

• Review eligible projects using the scoring sheet provided (Appendix A in the 
Terms of Reference). 

• Confirm that funding is for new initiatives and not for existing operating costs. 
• Ensure that the applicant can adhere to all reporting requirements. 
• Ensure that the applicant has not received funding from the Community 

Initiatives Fund program in the last 12 months. 
• Ensure that the applicant has not provided more than one application per 

funding round. 
 
Scoring Criteria 
Funding applications shall be scored in line with the Community Initiatives Fund Score 
Sheet as presented in Appendix A of these Terms of Reference. Where applications 
receive the same score, both can be considered eligible for funding. In the event that 
there are multiple applications with equal scoring and the total eligible funding is 
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exceeded, the committee will be asked to recommend an application(s) that benefits 
the greatest number of citizens in the community. 
 
Role of Council 
Council will consider the recommendations and advice provided by the Committee in 
accordance with the provisions of the Advisory Committee By-law. Council will have 
the ultimate authority and responsibility to approve the grant awards as recommended 
by the Committee. 
 
Role of Staff 
The Role of the Staff Liaison will be as established in Section 18.5 of the Advisory 
Committee By-law. 
 
Reporting requirements for successful applicants should be submitted to the Towns 
Procurement and Grants Coordinator by the stated reporting deadline. The 
Procurement and Grants Coordinator can send two reminders for documentation 
following the deadline. After this, if the reporting requirements have not been met, the 
individual will be deemed ineligible for future funding, and the return of their funding 
award may be requested. 
 
Meeting Schedule 
Meetings shall be held a minimum of twice per year, to accommodate the twice-yearly 
grant intake cycle. Additional meetings may be scheduled by the Committee on an as-
needed basis in accordance with Section 19 of the Advisory Committee By-law. 
 
Financial Management 
When expending funds that have been allocated by Town Council to the committee, 
committee members shall: 

• Prepare and submit an annual budget, during the Town's budget process, which 
supports the committee's mandate as outlined in the terms of reference. 

• Understand that any annual budget allocation to the committee shall be at the 
sole discretion of the Municipal Council and subject to its annual budget 
deliberations, considering the requests of the advisory committees. 

• Ensure that all expenditures by the committee relate to matters directly within 
the mandate. 

• Ensure all expenditures by the committee are in accordance with the Town's 
procurement by-law 

• The committee may incur expenditures to the extent provided in the annual 
approved budget. All purchases over $500 shall be preauthorized by the staff 
liaison in coordination with the Town’s Finance Office by way of a signed 
purchase order. In cases where minor purchases under $500 are made in line 
with the committee's mandates, receipts can be submitted to the staff liaison 
who will forward the expenses to the Finance office for reimbursement. 

 
When recommending grant awards under the Community Initiatives Fund, the 
Committee shall ensure all recommendations are compliant with the Community 
Initiatives Fund Policy and that the amount to be awarded does not exceed the 
approved granting budget for the current fiscal year.   


