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MINUTES  

22-001 
ARTS ADVISORY COMMISSION 

January 25, 2022 
4:00 p.m. 

Due to COVID-19 and the Closure of City Buildings, this meeting virtually. 

 
 
Present: Annette Paiement (Chair), Monolina Bhattacharyya-Ray, Monika Ciolek, 

Councillor Danko, Lisa LaRocca, Janna Malseed, Ranil Sonnadara 

 
Absent:  Elizabeth Jayne Cardno, Councillor Farr 
______________________________________________________________________ 
 

The Chair called the meeting to order and recognized that the Committee is meeting on 
the traditional territories of the Erie, Neutral, HuronWendat, Haudenosaunee and 
Mississaugas. This land is covered by the Dish with One Spoon Wampum Belt 
Covenant, which was an agreement between the Haudenosaunee and Anishinaabek to 

share and care for the resources around the Great Lakes. It was further acknowledged 
that this land is covered by the Between the Lakes Purchase, 1792, between the Crown 
and the Mississaugas of the Credit First Nation. The City of Hamilton is home to many 
Indigenous people from across Turtle Island (North America) and it was recognized that 

we must do more to learn about the rich history of this land so that we can better 
understand our roles as residents, neighbours, partners and caretakers. 
 
FOR INFORMATION: 

 
(a) APPROVAL OF AGENDA (Item 2) 
 

(Ciolek/Malseed) 

That the Agenda for the January 25, 2022 Arts Advisory Commission, be 
approved as presented. 

          CARRIED 
 

(b) DECLARATIONS OF INTEREST (Item 3) 
 
There were no declarations of interest. 
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(c) APPROVAL OF MINUTES OF PREVIOUS MEETING (Item 4) 
 

(i) November 23, 2021 (Item 4.1) 
 

(Bhattacharyya-Ray/Malseed) 
That the Minutes of the November 23, 2021 Arts Advisory Commission, be 

approved as presented. 
         CARRIED 

 
(d) COMMUNICATIONS (Item 5) 

 
(Malseed/Sonnadara) 
That the following Communication Items, be received: 
 

(i) Jen Anisef is the acting staff liaison.  Ken Coit has accepted a different 
role with the City of Hamilton. 

 
                CARRIED 

 
(e) DELEGATION REQUESTS (Items 6) 
 

There were no delegation requests. 

 

(f) CONSENT ITEMS (Items 7) 

There were no consent items. 

 
 

(f) PUBLIC HEARINGS/DELEGATIONS (Item 8) 
 

There were no public hearings or delegations. 
 

(g) STAFF PRESENTATIONS (Item 9) 

(i) 2022 Hamilton Arts Awards Update (Item 9.1) 

 
Jen Anisef, Cultural Project Specialist, provided an update 
regarding the Hamilton Arts Awards, advising that public 
nominations closed January 14, 2022.  There were 94 nominations 

for 70 nominees.  At the upcoming Arts Sector Review Panel phase 
there will be an opportunity to add more nominees. 
 
(Malseed/Sonnadara) 

That the presentation, respecting the Hamilton Arts Awards, be 
received. 
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CARRIED 
 

(ii) Public Art Update (Item 10.2)  
 

Jen Anisef, Cultural Project Specialist, provided an update 
regarding the work of the Placemaking, Public Art and Projects 

team.  
 
Hamilton the Electric City, Nikola Tesla and the 5 Johns Public Art 
Project has had their focus group in preparation for the call for 

artists.  Council approved a $25k donation from the Tesla 
Foundation toward this project. 
 
Locke Street Public Art Project had 20 submissions for Stage One 

adjudication.  Jury will shortlist 3-6 projects in early February. 
 
Century Street Parkette Public Art Project selected artist has 
started work on detailed design drawings for fabrication. 

 
Ancaster Public Art Project call for artists will be deferred until the 
Manager of Placemaking, Public Art and Projects role is filled. 
 

A motion is going to General Issues Committee to request funding 
to cover COVID inflation costs for public art projects. 
 
Seed funding for the Concrete Canvas Festival 2022 has been 

approved by Council to support the creation of several murals.  
 
(Malseed/Sonnadara) 
That the presentation, respecting Public Art Update, be received. 

 
CARRIED 

 (h) DISCUSSION ITEMS (Item 10) 

(i) Celebrating Resilience in the Arts Update (Item 10.1)  

 
The following points were made during the discussion of the Celebrating 
Resilience in the Arts Proposal Sub-committee Notes: 
 

• Planning the Resilience in the Arts Symposium for November 2022 
has begun, and the subcommittee would like to approach Hamilton 
Arts Council (HAC) to coordinate and produce the event.   
 

• HAC were instrumental in preparing the survey and call for artists 
for Resilience in the Arts project in 2021. 

 

Page 5 of 57



Arts Advisory Commission         January 25, 2022 
Minutes 22-001             Page 4 of 4 

 
 

 

• The subcommittee will approach HAC for a quote and scope of 
work and will identify 2 alternate consultants in case they are not 

available.  
 

• Quotes and scope of work will be presented to AAC at the next 
meeting for approval. 

 
 
(Bhattacharyya-Ray/Malseed) 
That AAC will approach HAC to find out their availability and to obtain a 

quote to plan, develop and implement Celebrating Resilience in the Arts 
Symposium November 2022. 

     CARRIED 
 

 
(l) ADJOURNMENT (Item 14) 
 
  (Malseed/Sonnadara) 

That, the Arts Advisory Commission meeting be adjourned at 4:56pm.   
    CARRIED 

 
 

 
Respectfully submitted, 
 
 

 
Annette Paiement, Chair 
Arts Advisory Commission 
 

Lauren Anastasi 
Recorder 
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CITY OF HAMILTON 
CITY MANAGER’S OFFICE 

City Clerk’s Division 
and 

Corporate Initiatives 

TO: Mayor and Members 
General Issues Committee 

COMMITTEE DATE: July 6, 2015 

SUBJECT/REPORT NO:  Review of the City of Hamilton’s Advisory Committees 
(CM15007) (City Wide) 
(Outstanding Business List Item) 

WARD(S) AFFECTED: City Wide 

PREPARED BY: Janet Pilon, Manager, Legislative Services / Deputy Clerk 
905 546-2424 X4304 
Mark Weingartner, Senior Policy Analyst, Community & 
Emergency Services Department, Neighbourhood and 
Community Initiatives Division, 905 546-2424 X6095 

SUBMITTED BY: Rose Caterini, City Clerk 
Paul Johnson, Director, Corporate Initiatives 

 
SIGNATURE: 

 
 
 

 
RECOMMENDATIONS 

(a) That the following Advisory Committees with their existing mandates be 
established for the 2014-2018 term of Council: 

 
(i) Arts Advisory Commission 
(ii) Committee Against Racism  
(iii) Hamilton Aboriginal Advisory Committee  
(iv) Hamilton Cycling Committee 
(v) Hamilton Mundialization Committee  
(vi) Hamilton Status of Women Committee  
(vii) Hamilton Veterans Committee  
(viii) Advisory Committee for Immigrants and Refugees  
(ix) Keep Hamilton Clean and Green Committee  
(x) Lesbian, Gay, Bisexual, Transgender and Queer Advisory Committee  
(xi) Seniors Advisory Committee  

 
OUR Vision: To be the best place in Canada to raise a child, promote innovation, engage citizens and provide diverse economic opportunities. 

OUR Mission: WE provide quality public service that contribute to a healthy, safe and prosperous community, in a sustainable manner. 
OUR Values: Accountability, Cost Consciousness, Equity, Excellence, Honesty, Innovation, Leadership, Respect and Teamwork 
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(City Wide) - Page 2 of 16 

 
(b) That Neighbourhood and Community Initiatives Division (NCI) staff report back 

to the Emergency & Community Services Committee in the Fall 2015, following 
an internal review of the Hamilton Youth Advisory Committee to determine how 
to improve youth engagement and the work of Hamilton Youth Advisory 
Committee; 

 
(c) That Housing Services Division staff report back to the Emergency & 

Community Services Committee in the Fall 2015 , reallocating the roles and 
responsibilities respecting emergency shelter and tenant matters of the Food 
and Shelter Advisory Committee and the Tenant Advisory Committee to a 
newly formed citizen group with a mandate to more broadly address housing 
and homelessness issues;  

 
(d) That Public Health Services staff report back to the Board of Health in the Fall 

2015, reallocating the roles and responsibilities respecting emergency food of 
the Food and Shelter Advisory Committee and the food continuum of the 
Community Food Security Stakeholder Committee to a newly formed food 
advisory committee with a mandate to support and inform the Food Strategy, 
and address food related issues; 

 
(e) That Tourism and Culture Division staff report back to the Planning Committee 

in the Fall 2015, on the creation of a working group consisting of current and 
former members of the Hamilton Historical Board and other heritage groups to 
develop a strategy to contribute to heritage presentation in the city. 

 
(f) That two (2) members of City Council be appointed as representatives to each 

of the Advisory Committees, with a requirement for each member to attend at 
least one (1) meeting per year; 

 
(g) That all established Advisory Committees prepare prior to the end of each term 

of Council a detailed Roles, Responsibilities and Expectations of New 
Members, to be available to potential applicants during the recruitment process; 

 
(h) That all established Advisory Committees review their Committee’s Terms of 

Reference and Mandate, on an annual basis, recommending necessary 
amendments to their respective Standing Committees; 

 
(i) That the City of Hamilton continue to promote and develop more diverse 

methods of advertising and outreach to attract a diverse applicant base for the 
City’s Advisory Committees; 

 
(j) That the City of Hamilton develop an online application process for the 

upcoming recruitment opportunities; 
 
 

 
OUR Vision: To be the best place in Canada to raise a child, promote innovation, engage citizens and provide diverse economic opportunities. 

OUR Mission: WE provide quality public service that contribute to a healthy, safe and prosperous community, in a sustainable manner. 
OUR Values: Accountability, Cost Consciousness, Equity, Excellence, Honesty, Innovation, Leadership, Respect and Teamwork 
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SUBJECT: Review of the City of Hamilton’s Advisory Committees (CM15007) 
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(k) That the City Clerk’s Office develop and host a mandatory training session for 

the Advisory Committee Staff Liaisons at the beginning of each new term of 
Council to review the role of staff liaisons, the role of their committees, the 
processes for making recommendations to Standing Committees, and other 
procedural practices; 

 
(l) That the Staff Liaisons prepare an orientation session for the members of their 

Advisory Committee at the beginning of each term, tailored to their Advisory 
Committee’s mandate; roles and responsibilities; 

 
(m) That the current Selection Process for Advisory Committees be revised to 

include the following: 
 

(i) That the local Hamilton Aboriginal Community leadership, recommend to 
Council the appointment of residents from the Hamilton Aboriginal 
community, to sit on the Hamilton Aboriginal Advisory Committee; 

 
(n) That should any Advisory Committee not meet a minimum of three times during 

a Council term, the Advisory Committee be automatically disbanded at the end 
of the Council Term; 

 
(o) That any new Advisory Committee established during the term of Council be 

subject to the City’s Procedural By-law 14-300, Appendix I, “Criteria for the 
creation of Advisory Committee or Task Forces”; 

 
(p) That Advisory Committees be directed to submit annual progress reports of the 

committee’s activities to their respective Standing Committee for review by 
November of each calendar year, in support of their budget request and 
consider various options (annual report; electronic newsletter from all Advisory 
Committees quarterly or biannually; etc.) for keeping Council up to date on their 
committee’s activities. 

 
(q) That the item respecting the Establishment of the City of Hamilton’s 

Advisory/Sub-Committees/Volunteer Committees and the Citizen Engagement 
Process (CL14010 – September 14, 2014, GIC Report 14-019, Item 17(c)) be 
identified as completed and removed from the General Issues Committee 
Outstanding Business List. 

 
OUR Vision: To be the best place in Canada to raise a child, promote innovation, engage citizens and provide diverse economic opportunities. 

OUR Mission: WE provide quality public service that contribute to a healthy, safe and prosperous community, in a sustainable manner. 
OUR Values: Accountability, Cost Consciousness, Equity, Excellence, Honesty, Innovation, Leadership, Respect and Teamwork 
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SUBJECT: Review of the City of Hamilton’s Advisory Committees (CM15007) 
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EXECUTIVE SUMMARY 
City Council establishes advisory committees to receive input and advice from the 
residents of Hamilton. These citizen advisory committees are comprised of members of 
the public and supported by City staff. Residents are encouraged to participate in local 
government by applying to committees of their choice at the beginning of each new term 
of Council.  Advisory bodies are reviewed at the end of each term with the exception of 
those required by legislation. 
 
Report CL14010 (Establishment of the City of Hamilton’s Advisory/Sub-
Committees/Volunteer Committees and the Citizen Engagement Process) was 
presented to the General Issues Committee on September 17, 2014. Part of the report 
was deferred to the 2014-2018 term of Council with the following direction:   
 

(a) That the remainder of the report be deferred to the 2014-2018 term of 
Council; (refer to Appendix E for a detailed list) 

 
(b) That the City Clerk’s office work with the Director of Neighbourhood and 

Community Initiatives and his citizen engagement team to obtain community 
input regarding the establishment of the City’s Advisory/Volunteer/Sub-
Committees 

 
Between March and May 2015, staff undertook a review of the current structure and 
function of Hamilton’s Advisory Committees formerly referred to as Volunteer Advisory 
Committees, the accompanying administrative policies/processes, and similar reviews 
from two other Ontario municipalities (Toronto and Ottawa).  The review included 
meeting with all 16 Advisory Committees and staff liaisons as well as the Hamilton 
Engagement Committee, to try and identify which parts of the current advisory 
committee structure and process are working and which are not, and how to integrate 
the principles of the Council approved Hamilton’s Public Engagement Charter into this 
work. 
 
In conclusion, this report was informed by conversations with approximately 150 
members of Advisory Committees, 13 members of the Hamilton Engagement 
Committee, and 15 City staff.  While there was not universal agreement in all areas, 
there was general agreement and support on the direction of this report and these 
recommendations. 
 

FINANCIAL – STAFFING – LEGAL IMPLICATIONS (for recommendation(s) only) 
Financial:  None. 
 
Staffing:  Support will continue to be provided by Clerks staff and departmental Staff 

Liaisons to the Advisory Committees. 
 

Legal:  None. 
 

OUR Vision: To be the best place in Canada to raise a child, promote innovation, engage citizens and provide diverse economic opportunities. 
OUR Mission: WE provide quality public service that contribute to a healthy, safe and prosperous community, in a sustainable manner. 

OUR Values: Accountability, Cost Consciousness, Equity, Excellence, Honesty, Innovation, Leadership, Respect and Teamwork 

Page 10 of 57



SUBJECT: Review of the City of Hamilton’s Advisory Committees (CM15007) 
(City Wide) - Page 5 of 16 

 
HISTORICAL BACKGROUND (Chronology of events) 
The City of Hamilton currently has 114 Boards, Agencies, Commissions and 
Committees. 
 
The current practice is to review these Advisory/Sub-Committees prior to each new 
Term of Council.  An extensive review of the City’s Committee structure was undertaken 
in 2001 as part of the new amalgamated City of Hamilton.  This provided affected 
departments the opportunity to review the committee structure and make 
recommendations, in order to clarify and align mandates and ensure effective use of 
resources. With each new Term of Council, Advisory Committees have been re-
established and only those whose mandates were completed were disbanded. 
 
As per the City’s Procedural By-law 14-300, Appendix I, “Criteria for the creation of 
Advisory Committee or Task Forces”.  The formal Advisory Committee structure has 
been a direct way for Council and staff to receive advice from citizens about municipal 
matters, key initiatives, policies, programs and emerging issues.  Advisory committees 
are reviewed at the end of each term with the exception of those required by legislation. 
 
The City of Hamilton currently has 16 Advisory Committees, with a total of 
approximately 150 members.  These committees are supported by staff from various 
City departments.  Advisory Committees operate in a manner similar to the City’s 
Standing and Sub-Committees, with Terms of Reference, agendas, minutes and abiding 
by the Procedural By-law.  Reports and minutes are also submitted to Council through 
Standing Committees.  
 
On September 17, 2014, the General Issues Committee was presented with Report 
CL14010 which recommended the merging of like Advisory Committees and the 
disbanding of a number of Advisory Committees, as well as recommendations 
pertaining to Sub-Committees.  Consideration of options for the 16 Advisory 
Committees was deferred to the 2014 – 2018 term of Council following a further review 
by staff.   
 
The City Clerk’s Office was directed to work with the Director, Corporate Initiatives 
(formerly the Director of Neighbourhood and Community Initiatives) and his citizen 
engagement team to obtain additional community input regarding the establishment of 
the City’s Advisory Committees, and report to General Issues Committee by mid 2015. 
Council also extended the current term of Advisory Committee membership until the 
consultation process and review were completed. 
 
Staff conducted a comprehensive review of the Advisory Committees, obtaining 
feedback from approximately 150 committee members and staff liaisons on the 
strengths and weaknesses of the current structure, processes, mandates, roles and 
responsibilities. Staff also met with the Hamilton Engagement Committee (HEC) in order 

 
OUR Vision: To be the best place in Canada to raise a child, promote innovation, engage citizens and provide diverse economic opportunities. 
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to ensure that the report recommendations aligned with the Council endorsed Core 
Principles of Public Engagement. 

POLICY IMPLICATIONS AND LEGISLATED REQUIREMENTS 
 
None. 
 
RELEVANT CONSULTATION 
Review Process 

In preparation for consultations with the City of Hamilton’s Advisory Committees 
numerous documents were reviewed such as: 

 The original review report from September 2014: Establishment of City of Hamilton’s 
Advisory/Sub-Committees/Volunteer Committees and the Citizen Engagement 
Process (Report CL14010) 

 Advisory Committees’ mandates and Terms of Reference 

 Advisory Committees’ reports to Council 

 Advisory Committee Procedural Handbook (reviewed and updated)  

 Toronto and Ottawa Advisory Committee review reports  

 Hamilton’s Engagement Committee’s Public Engagement Charter 

Based on a review of these documents staff developed a set of questions to guide 
discussions with Advisory Committees and a second set for staff consultations 
(attached as Appendix C to Report CM15007). 

Consultations occurred in March, April and May 2015, with all Advisory Committees 
(consisting of approximately 150 volunteers) and staff liaisons. Discussions focused on 
the strengths and weaknesses of the current structure, processes, mandates, roles and 
responsibilities of Committee members and staff liaisons.   

Following consultations with all Advisory Committees, a meeting with the Hamilton 
Engagement Committee (HEC) took place on May 26, 2015.  The HEC reviewed draft 
recommendations to ensure alignment with the Core Principles of Public Engagement 
(attached as Appendix D to Report CM15007) developed by this group and endorsed by 
Council on March 30, 2015 (Report CM15001/CES15010/PW15010). 
 
Advisory Committees 

While there was not universal agreement regarding how advisory committees should be 
structured and function, there was general agreement on most points.  The following is 
a summary of the feedback that was gathered from the committees: 
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 Advisory Committees are committed, enthusiastic and engaged, and would like their 

work to be of value to the City of Hamilton and its residents.   
 Council and staff need to better understand the role of Advisory Committees and be 

more intentional in how they engage with them, so that they can better utilize the 
experience and expertise of Advisory Committee members.    

 Advisory Committees work would benefit from more frequent and consistent contact 
with Councillors. 

 The City should provide more direction regarding how and when Advisory 
Committees should report to their respective Standing Committees, and the Board of 
Health. 

 Some Advisory Committees indicated that they would like their work to be more 
aligned with Council’s vision and priorities but are uncertain as to how this could be 
achieved. 

 Advisory Committees dealing with issues of diversity, inclusivity, equity and 
discrimination requested they remain autonomous to focus on the unique needs 
addressed within each of the committees. 

 Most Advisory Committees indicated that monthly meetings were necessary in order 
to stay connected and move work forward in a timely manner.  One or two indicated 
that quarterly meetings would meet their needs. 

 A “one-size-fits-all” approach should not be adopted with respect to recruitment, 
number of committee members, and meeting frequency.  

 With respect to the Advisory Committee recruitment process, there needs to be 
improvement of the content (more informed applicants/members) and methods of 
communication (traditional and non-traditional) in order to be more inclusive and 
reach a wider audience. 

 Four year terms are quite long and do not work for all Advisory Committee members.   
 There should be some system in place to replace/recruit members more frequently.    
 Staff are engaged and supportive, and an asset to the Advisory Committees they 

work with.  
 Advisory Committees would benefit from collaboration on issues of mutual interest. 

 

Staff Liaisons 

The following is a summary of observations and feedback from staff liaisons: 
 Volunteers are passionate about their work.  
 Advisory Committee members felt “blind-sided” by the September 2014 report.  
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 Many Advisory Committees undertake projects or do programming which translates 

into additional work for staff beyond normal support to committees.   Some of this 
work is beyond the mandate of the committee. 

 Some Advisory Committees struggle with their mandate and scope of work, and as a 
result they advise or report to Council infrequently, if at all. 

 Some Advisory Committees struggle with attendance and achieving quorum.   
 Advisory Committees feel that staff and Council would benefit from the expertise the 

members have on a wide range of subject matters and they would welcome and 
encourage the opportunity to comment and assist wherever possible.  

 Staff could benefit from a training session on the role of a staff liaison and an 
understanding of meeting protocol. 

 

Hamilton Engagement Committee (HEC) 

HEC members provided the following feedback at the May 26, 2015 meeting:  
 There was general consensus that the draft recommendations aligned with the 8 

Core Principles of Public Engagement from the Public Engagement Charter 
developed by HEC. 

 With respect to Recommendation (f), the group noted that the minimum requirement 
for Council representatives’ attendance should be increased.   

 
ANALYSIS AND RATIONAL FOR RECOMMENDATION 
(Include Performance Measurement/Benchmarking Data if applicable) 
Advisory Committees are comprised of Hamilton residents and have a mandate to 
provide advice to City Council, through their respective Standing Committees on 
matters that fall within their respective areas of interest and expertise. They can also 
provide a forum for identifying emerging issues.  While Advisory Committees should not 
undertake major initiatives (which is normally the role of City staff), some undertake 
small projects or initiatives as part of their work.  

There are currently 16 Advisory Committees of Council: 
1. Arts Advisory Commission  
2. Committee Against Racism  
3. Food and Shelter Advisory Committee  
4. Community Food Security Stakeholder Committee 
5. Hamilton Aboriginal Advisory Committee  
6. Hamilton Cycling Committee 
7. Hamilton Historical Board  
8. Hamilton Mundialization Committee  
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9. Hamilton Status of Women Committee  
10. Hamilton Veterans Committee  
11. Hamilton Youth Advisory Committee  
12. Advisory Committee for Immigrants and Refugees  
13. Keep Hamilton Clean and Green Committee  
14. Lesbian, Gay, Bisexual, Transgender and Queer Advisory Committee  
15. Seniors Advisory Committee  
16. Tenant Advisory Committee  

 
Value of the City’s Advisory Committee Volunteers 
 
It is important to recognize the value of volunteers in Hamilton and the contribution they 
make to the health and well-being of the community. Volunteers provide critical 
services; help to keep neighbourhoods and the environment clean; tutor, mentor and 
coach; take tickets, lead tours and perform; and build houses and playgrounds.  
Volunteer members on Advisory Committees provide important advice and feedback to 
Council and City staff, provide information to residents and organize community events.   
 
The services of dedicated and skilled volunteers allows organizations to do more than 
what they could otherwise afford to do with only paid employees, however, this also 
necessitates providing support to volunteers.  This includes but is not limited to staff 
liaisons, and other administrative support, office supplies, refreshments, reimbursement 
for parking or other support for transportation, and funding any advisory committee 
initiatives.     
 
RECOMMENDED CHANGES 
 
Councillor Liaisons  
 
Some Advisory Committees felt that they had sufficient contact with Councillors, but the 
majority indicted that there was little or no contact between the committee and their 
Council Liaison.  All Advisory Committees indicated, in very strong terms, that they 
valued and appreciated their connection to Council and would benefit from more 
frequent and consistent contact with Councillors, and that their relevance and 
usefulness to Council and staff would be enhanced.    
 
Recognizing the limitations of Councillors’ schedules, staff recommend that two (2) 
members of City Council be appointed as representatives to each of the Advisory 
Committees with a requirement for each Councillor to attend a minimum of (but not 
limited to) one (1) meeting per year.  However, as per Hamilton Engagement Committee 
feedback, more frequent attendance would be more in line with the Core Principles of 
Public Engagement.  
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Council members who are appointed as liaisons would not count towards the 
committee’s quorum and not having voting privileges.   
 
Reporting To Council  
 
In reviewing Advisory Committee minutes and reports for the 2010-2014 term, staff 
noted that, with the exception of an annual report, many Advisory Committees report to 
Council infrequently, if at all.  This also arose as a point of discussion during 
consultation with the Advisory Committees and staff liaisons.  Some Advisory 
Committees felt they had a limited understanding regarding how and when they should 
report to Council.  Some felt that submitting their meeting minutes was sufficient 
reporting.  Some had presented to Council on several occasions, however, did not find 
value added to their role. 
 
Most Advisory Committees also felt that Council would benefit from additional 
information throughout the year on all of the Advisory Committees’ accomplishments, 
news items, upcoming events, etc. 
 
In keeping with a more direct connection between Council and Advisory Committees, it 
is suggested that Advisory Committees report to Council through their respective 
Standing Committees on a more frequent basis and that this be included in their Terms 
of Reference.   
 
Advisory Committees and staff should also explore additional methods of sharing 
information with Council.  One example brought forward during the consultation was a 
quarterly or biannual electronic newsletter with all Advisory Committees contributing 
information. This could be coordinated through Advisory Committee staff liaisons and 
assistance from Communications staff. 
 
Recruitment and Selection Process 
 
Recruitment 
 
Advisory Committees were asked how the recruitment process could be improved.   
There was general agreement that interested individuals should be provided with better 
information regarding the roles, responsibilities and expectations of Advisory Committee 
member.  The committee members noted that many individuals are unaware of the 
commitment they are asked to make when they join an Advisory Committee.  Staff  
recommend that, in collaboration with Advisory Committees and prior to the new 
recruitment period, a detailed “Roles Responsibilities and Expectations of New 
Members” be prepared for each committee and that these documents be available to 
potential applicants during the recruitment process. 
 
Committee members also noted that the current methods of recruitment, namely 
advertising in the Hamilton Spectator and on the City’s website, were insufficient and 
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suggested adopting methods that communicated opportunities in a more intentionally 
inclusive manner.  Suggestions ranged from traditional and non-traditional print and 
broadcast media (community newspapers, newsletters, Cable 14, CHML, etc.), to social 
media (Twitter; Facebook, etc.), to community organizations, neighbourhood groups. 
Advisory Committee members also noted that while continuing with a Recruitment Open 
House and the traditional paper based applications, developing an online application 
process was absolutely necessary.  
 
Selection Process 
 
The Selection Process for Advisory Committees was approved at the September 22, 
2014 Audit, Finance & Administration Committee meeting as part of the Governance 
Review Sub Committee Report 14-003, as follows: 
 

A minimum of three (3) Council members of each Standing Committee (plus two 
alternates) are appointed to the Sub-Committee whose mandate will be to: 

 
(i) Review citizen member applications to the City’s Advisory Committees; 
(ii) Shortlist where appropriate, based on applicant information provided; 
(iii) Interview candidates; 
(iv) Make recommendations to the appropriate Standing Committee for the 

appointment of members to the various Advisory Committees.  Theses 
recommendations are to be ratified by Council. 

 
The City of Hamilton recognizes and respects the unique status and cultural diversity 
among the Aboriginal communities of Hamilton.  The Hamilton Aboriginal Advisory 
Committee has indicated that they, the Aboriginal community in Hamilton, know and 
understand their community best and as such, would like the local Hamilton Aboriginal 
community leadership to deliberate and select members to sit on the Hamilton 
Aboriginal Advisory Committee.   
 
In keeping with the current committee’s request and in recognition of the unique status 
of the Aboriginal community, staff recommend that the current Selection Process for 
Advisory Committees be revised to include the following:   
 

That the local Hamilton Aboriginal Community leadership, deliberate and select 
residents from the Hamilton Aboriginal community, to sit on the Hamilton 
Aboriginal Advisory Committee. 

 
Orientation for Committee Members 
 
Consultations revealed that providing a comprehensive orientation session to 
Committee members at the beginning of the new term would benefit all members.  
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Individuals who had participated in an orientation as part of their past service felt that by 
providing an orientation on how the City works, staff and advisory committee roles and 
responsibilities, and simplified rules of order, would set the stage for a more productive 
term.  Individuals who had not participated in an orientation session felt that they would 
have benefited from such an orientation. 
 
Staff therefore recommend that a mandatory orientation session (which all members 
must attend in order to retain membership) be provided to all Advisory Committee 
members at the beginning of each term, and that the orientation should include 
information on: 
 
 The City of Hamilton structure and municipal responsibilities; 
 The City of Hamilton Strategic Plan;  
 Staff and Advisory Committees roles and responsibilities;  
 Procedural rules of order (simplified version); 
 Relevant City policies (such as Equity and Inclusion, AODA, etc.); and 
 Revised Advisory Committee Procedural Handbook 

 
Upon completion of the mandatory orientation session each Advisory Committee 
member will be required to sign the Committee Member Acknowledgement Form 
(Appendix F to the Advisory Committee Procedural Handbook). 
 
Staff also recommend that this mandatory orientation be provided again mid-term as 
vacancies are filled and new members are appointed.  Finally, staff recommend that the 
orientation include an evaluation by participants in order to make revisions as needed.    
 
Review of Advisory Committee Mandates and Terms of Reference  
 
Staff observed that several committees were not as familiar with their mandate as they 
should be, and that most committees did not review their mandate or Terms of 
Reference on a regular basis.    
 
During the review, there was general agreement that some changes to Advisory 
Committee mandates and Terms of Reference were necessary and these revisions 
could better reflect the respective committees and improve their performance.  Most of 
these suggested changes involved clarifying mandates, adjusting the number of 
members on a committee, meeting frequency, etc. Staff considered these suggestions 
and have summarized them in a detailed list attached as Appendix A to Report 
CM15007.  Staff recommend that committees review their mandates an Terms of 
Reference on an annual basis, and that this recommendation is reflected in all Terms of 
Reference.  
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Additional Procedural and Administrative Items 
 
Attendance and Quorum 
 
In reviewing minutes and through discussion with committees and their staff liaisons, 
staff observed that the majority of committees achieved quorum on a fairly regular 
basis, however, for some committees this was a consistent problem.   
 
Committees asked whether it would be possible to relax the procedural rules respecting 
quorum for Advisory Committees.  Rather than relaxing procedural rules around 
quorum, staff suggest the following: 
 
 Committees manage quorum through submitting resignations in a timely manner 

so as to better reflect the actual committee membership and thereby reduce the 
number required for quorum; 

 As per the Advisory Committee Procedural Handbook, committee members who 
miss three (3) consecutive meetings without appropriate notice, shall be 
considered as resigned from the committee, thereby reducing the number 
required for quorum; and 
 

 Asking members who attend meetings infrequently to reconsider their 
participation and submit resignations should they no longer be able to fulfill their 
commitment.  Individuals would be encouraged to be engaged through other 
opportunities.   

 
Term of Membership 
 
While Advisory Committee membership and terms would still be tied to the Term of 
Council, there was general agreement that four year terms were too long for some 
individuals and that perhaps there be some shorter term membership options. 
 
A revised Terms of Reference for committees could include four year and some two 
year terms with a recruitment process for replacing members mid-term of Council. 
 
In keeping with the current practice, all Advisory Committees members’ terms would 
expire at the end of each Term of Council.  
 
Maximum Length of Service  
 
Advisory Committee members are very passionate about their role and the value they 
bring to the City of Hamilton and its residents.  There was a general consensus that 
there should be no limit to the number of terms an individual can sit as a member of an 
Advisory Committee.  While attracting new members, was mentioned as a concern, 
most felt that some renewal within a committee would occur naturally with each 
recruitment period through attrition.   
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Reimbursement of Travel and Parking Expenses 
 
Advisory Committee members understand that they serve as volunteers without 
remuneration. However, the cost incurred by volunteering, specifically travel and 
parking was raised several times during consultations.  Staff Liaisons should ensure 
there is a process in place to consistently reimburse individuals for travelling to and from 
Advisory Committee meetings by providing bus tickets or parking passes, thereby 
reducing the burden of these volunteer expenses on committee members.  These 
expenses are within the scope of approved advisory committee budgets.    
 
Training/Orientation for Staff Liaisons to Advisory Committees  
 
During this review, staff noted that  staff liaisons to Advisory Committees were not 
always familiar with aspects of their role as liaisons, the role of their committees, the 
processes for making recommendations to Standing Committees, and other procedural 
rules.  It’s recommended that the Clerk’s Office develop and facilitate a mandatory 
training session for Advisory Committee Staff Liaisons to ensure that they are well 
versed in these practices and that staff become more familiar with the contents of the 
Advisory Committee Procedural Handbook (attached as Appendix B to report 
CM15007).  This orientation would take place prior to each new term, or as necessary 
when new staff are appointed as liaisons. 
 
ADVISORY COMMITTEE STATUS – PENDING REPORTS 
 
Recommendations for the following Advisory Committees involve further review and 
subsequent reports to Council.  Proposed changes are described for each Advisory 
Committee below.  
 
Hamilton Youth Advisory Committee  
Staff were notified that the Neighbourhood and Community Initiatives Division (NCI) was 
undertaking an internal review of the Hamilton Youth Advisory Committee to determine 
how to improve youth engagement and the work of HYAC.  NCI Division staff will be 
reporting to the Emergency and Community Services Committee under separate cover 
in the Fall 2015. 
 
Tenant Advisory Committee and Food & Shelter Advisory Committee 
Through discussions with members of the Tenant Advisory Committee; the Food & 
Shelter Advisory Committee and Housing Services Division staff, it became apparent 
that the roles and responsibilities of both committees would be better addressed 
through the development of a new citizen group with a mandate to broadly address 
housing and homelessness issues from a citizen perspective.  
 
A new citizen-based group would complement the work of the Housing and 
Homelessness Planning Group.  It is a group of community partners who were brought 
together to provide advice on the development of the City’s 10-year Housing and 
Homelessness Action Plan.  The group continues to provide direction regarding 
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implementation of the plan. They represent a wide range of housing-related sectors in 
the community, including but not limited to: food banks, emergency shelters, social 
housing providers, aboriginal community, newcomers sectors, tenants and landlord 
associations.   The Housing and Homelessness Planning Group does not however have 
a strong citizen perspective which is critical to implementation of the City’s Housing and 
Homelessness Action Plan.    
It is therefore recommended with Housing Services Division staff’s input, that staff 
report to the Emergency & Community Services Committee in Fall 2015 with information 
about the proposed housing and homelessness citizen based committee to address key 
issues regarding homelessness, tenant related concerns and other housing issues 
including the mandate of the group, roles, responsibilities and recruitment processes.  
 
Community Food Security Stakeholder Committee & Food and Shelter Advisory 
Committee 
Through discussions with members of the Community Food Security Stakeholder 
Committee; Food and Shelter Advisory Committee and Public Health staff, it became 
apparent that the roles and responsibilities of both committees would be better 
addressed through the development of a new food advisory committee with the 
mandate to address all aspects of food including short term relief, capacity building, and 
the broader food system.   
It is therefore recommended with Public Health staff’s input, that staff report to the 
Board of Health in the Fall 2015 with information about the new food advisory 
committee with the mandate to address all aspects of food including short term relief, 
capacity building, and the broader food system including the mandate of the group, 
roles, responsibilities and recruitment processes.  
 
Hamilton Historical Board  
Through discussions with the Hamilton Historical Board (HHB) and Tourism and Culture 
Division staff, it became apparent that the HHB has evolved into a working group 
delivering public programming rather than an advisory committee.  Working with a 
Council approved budget and with the assistance of staff, the HHB hosts special events, 
commemorative activities, and heritage awards, and develops historical publications 
and educational material.  While this work is valuable and enhances the quality of life in 
the City of Hamilton, it is outside the mandate of an advisory committee reporting to 
Council.  The Hamilton Municipal Heritage Committee (a legislated committee) would 
continue to advise Council on heritage issues.  
It is therefore recommended with Tourism and Culture Division staff’s input, that staff 
report to the Planning Committee in the Fall 2015, respecting the creation of a working 
group (consisting of current and former members of the HHB, as well as other heritage 
groups) to work with Tourism and Culture Division staff to develop a strategy for 
contributing to heritage presentation in the city.     
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ALTERNATIVES FOR CONSIDERATION 
(Include Financial, Staffing, Legal and Policy Implications and Pros and Cons for 
each alternative) 
None. 
ALIGNMENT TO THE 2012 – 2015 STRATEGIC PLAN 
Strategic Priority #1 
 
A Prosperous & Healthy Community 
 
WE enhance our image, economy and well being by demonstrating that Hamilton is a 
great place to live, work, play and learn. 
 
Strategic Objective 
 
1.6 Enhance Overall Sustainability (financial, economic, social and environmental). 
 
Strategic Priority #2 
 
Valued & Sustainable Services 
 
WE deliver high quality services that meet citizen needs and expectations, in a cost 
effective and responsible manner. 
 
Strategic Objective 
 
2.2 Improve the City’s approach to engaging and informing citizens and stakeholders 
 
Strategic Priority #3 
 
Leadership & Governance 
 
WE work together to ensure we are a government that is respectful towards each other 
and that the community has confidence and trust in. 
 

APPENDICES AND SCHEDULES ATTACHED 
Appendix A: Suggested Modifications - Terms of Reference and Mandate (to be taken into 

consideration by the Advisory Committees during their review) 
Appendix B: Revised Advisory Committee Procedural Handbook; Version May 2015 
Appendix C: Discussion Questions for Consultations 
Appendix D: Core Principles of Public Engagement (info graphic)  
Appendix E: Remainder of the recommendations from Report CL14010 which were 

deferred to the 2014-2018 term of Council on September 24, 2014 by 
Council 
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Suggested Modifications – Mandate and Terms of Reference 

(to be taken into consideration by the Advisory Committees during their review) 
 
Arts Advisory Commission 
Membership – committee members noted that the current prescribed membership of 
fifteen (15) members is too high and that six to eight (6 – 8) members would be more 
conducive to the mandate and type or work the committee typically undertakes. 
Meeting Frequency – the committee noted that they would prefer to meet quarterly or bi-
monthly, with the option of calling special meetings if the need arises. 
 
Seniors Advisory Committee 
No changes requested or recommendations. 
 
Hamilton Veterans Committee 
Membership – committee members noted that they would benefit from expanding the 
membership to include representatives of veteran related agencies.  Staff therefore 
suggest that a revised membership listing be drafted in consultation with staff liaisons 
prior to the next recruitment period in order to facilitate these additions. 
Meeting Frequency – the committee noted that they would prefer to meet less frequently 
during the majority of the year (e.g. every two months), with the option to meet more 
frequently during the months leading up to annual events. 
 
Advisory Committee for Immigrants & Refugees 
Activities – the committee noted that they host a Welcome Open House for new 
immigrants and refugees to the City of Hamilton and that they would like to invite 
members of City Council to the event.  They would also like their publication, 
Newcomers’ Guide to Resources and Services, currently only available in English, to be 
available in various languages.  This could be accomplished through the annual budget 
process with a request for additional funding. 
 
Lesbian, Gay, Bisexual, Transgender and Queer Advisory Committee 
Membership – the committee noted that they would prefer not to have a maximum 
number of members, so that the committee can conduct their meetings in an open 
forum format as they appreciate the fluidity of their meetings without the need for a rigid 
structure.  
 
Hamilton Status of Women Committee 
No changes requested or recommendations. 
 
Committee Against Racism 
Meeting Frequency – the committee noted that they would like to meet more frequently 
at times.  This does not require any special changes but can be accomplished through 
the chair calling special meetings. 
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Hamilton Cycling Committee 
Membership – the committee noted that they would like to have a member from each 
ward as well as from each facet of cycling (retirees; recreational; etc.), therefore, a more 
defined membership composition would accomplish what the committee requires. 
Meeting Frequency – the committee noted that the monthly meetings are too short, 
which requires some of the members working at home in order to bring items in a semi-
final form to the meetings. 
 
Keep Hamilton Clean and Green Committee 
Committee Composition – the committee noted that they would benefit from more youth 
membership on the committee; therefore, an amendment to the current composition in 
the Terms of Reference would be required. 
 
Hamilton Mundialization Committee 
No changes requested or recommendations. 
 
Hamilton Aboriginal Advisory Committee  
Membership – committee members noted that the prescribed membership of fourteen 
(14) members is too high and that seven to nine (7 – 9) members would be sufficient. 
Selection Process – see Recruitment and Selection Process section in main report. 
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CITY OF HAMILTON 

 
 
 
 
 
 
 
 

ADVISORY COMMITTEE  
 

PROCEDURAL HANDBOOK 
 
 

An advisory body Council establishes to advise on specific areas of interest, with members 
of the public making up more than fifty (50) percent of the membership and Council 
members making up the rest.  
 

 
 
 
 
 
 
 
 
 

Prepared By: 
Office of the City Clerk, Legislative Section 

Updated: May 2015 
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Meeting Procedures 
 
Parliamentary procedure is a set of rules for meetings, which ensures that the traditional 
principles of equality, harmony and efficiency are kept.  Too much formality in a meeting 
will frustrate and discourage members when the proceedings get in the way.  
Parliamentary rules for meetings are intended to help the group conduct its business 
(fairly and efficiently). 
 
Certain formalities are unnecessary when the group size is less than about a dozen 
members:  For example: 
 
1. There is no limit to the number of times a member may speak to an issue; 

however, first time speakers should be permitted to speak before a member 
speaks for a second time. 

2. It is necessary to address the Chair before speaking. 
3. The Chair does not have to vacate the chair in order to speak, make motions or 

vote. 
 
Rules for a meeting are designed to achieve the following basic meeting principles: 
 
1. Every member has rights equal to every other member. 
2. The will of the majority must be carried out. 
3. Only one topic will be considered at a time. 
 
The Role of the Committee (and its members) is to provide “advice” to Council through 
the appropriate Standing Committee on matters that are related to the specific mandate 
of that Committee (not for purposes of lobbying for special causes on behalf of the City 
or themselves). 
 
 
 
Parliamentary Procedures at a Glance 
 
1. Sequence of steps in having a motion voted on: 
 

• Moved – a proposal from the floor. 

• Seconded – another member feels the proposal is worth discussing. 

• Stated – by the Chair or Secretary.  Wording is recorded properly and 
everyone understands the intent of the proposal. 

• Discussed – every member who wishes to speak addresses the chair and 
must speak only to the motion/amendment on the floor. 

• Amended – if required, changing the wording of the motion by:  adding or 
deleting words, replacing with different words. 
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• Called – after sufficient discussion, either a motion to end debate or a vote is 
called at the discretion of the Chair. 

• Restated – ensures everyone understands what is being voted on. 

• Voted – Chair calls each option:  “All in favour”, “opposed”? 

• Declared – results of the vote are announced by the Chair “carried” or 
“defeated”. 

 
2. Amending a motion 
 

• An amendment cannot convert a motion to its direct negative (cannot change 
the intent of the original motion). 

• An amendment must be pertinent or relevant to the topic in the main motion 
i.e. a motion to “commend the President for his work with the Chapter” may 
not be amended by striking the word “commend” with “condemn”. 

 
 
Agenda Preparation 

 
An agenda is a step-by-step outline of the issues to be covered at a meeting. 

 
The following agenda outline is often used: 

 

1. Changes to the Agenda 

2. Declarations of Interest 

3. Approval of Minutes of Previous Meeting 

4. Consent Items 

5. Presentations 

6. Discussion Items 

7. Notices of Motion 

8. Motions 

9. Other Business 

10. Adjournment 

 
Feel free to be flexible with the agenda planning.  Keep the following points in mind: 
 

• The early part of the meeting is usually the most lively and creative – items 
requiring mental energy, bright ideas and clear heads should appear early on the 
agenda. 

• Put time limits on agenda items to help focus discussion and encourage decision 
making. 
 

A sample template for the Committee agenda is attached as Appendix A, for your 
reference.  

Page 4 of 28 
 

Page 28 of 57



 
 
Minutes Preparation 
 
The purpose of the minutes is to: 
 
• Provide a permanent record of the proceedings of a meeting. 

• Keep track of progress. 

• Inform absent members. 

• Provide a useful guide for evaluating a committee’s work. 

• Minutes should be as brief as possible, yet maintain their accuracy. 

 
Basic set of minutes should include: 
 
1. Name of the committee. 
2. When (date and time) and where the committee met. 
3. Who was present/absent. 
4. Adoption of last meeting’s minutes. 
5. Matters discussed and any decisions made: 
 

• Record motions, the mover (who) made the motion, who seconded it, and 
whether it was carried or defeated, and any members who wished to be 
recorded as opposed to the motion. 

• General discussion. 
 
After the Advisory Committee Minutes are approved by the Advisory Committee, the 
Minutes are submitted to the appropriate Standing Committee to be received. The 
approved minutes are to be submitted each month to the respective Legislative 
Coordinator to the Standing Committee that the Advisory Committee reports up to. 
 
 
A sample template for the Committee minutes is attached as Appendix B for your 
reference. 
 
 
 
Report Preparation 
 
If the Advisory Committee is making a recommendation that requires the approval of the 
Standing Committee, then a Citizen Committee Report format is used.  Your 
corresponding Legislative Coordinator can assist in the preparation of the Report.  The 
staff liaison to the Advisory can assist in the preparation of the report.   
 
 
A sample template for the Committee report is attached as Appendix C for your 
reference. 
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Common Procedural Questions 
 
1. How can a meeting start without a quorum? 
 

A quorum is the minimum number of eligible voters that must be present at a 
meeting to conduct business.  This number is half the voting members plus one. 
 
If no quorum is present, then: 
 
• The Chair may dismiss the group within 30 minutes after the time appointed 

for the meeting, or 
• The group may agree to proceed informally with the agenda, awaiting 

ratification of any decisions at a future meeting, or 
• The group may discuss any items of interest, but make no decisions. 
• The Committee Secretary shall record the names of the Committee members 

present in the minutes of the meeting. 
  
 
2. After considerable debate, we still are not ready to vote on the motion.  

What can we do? 
 

• A Motion to table the matter until the next meeting may be in order, so that 
more information can be gathered. 

 
• A Motion to table temporarily allows a motion to be set aside until later in the 

meeting, allowing more urgent business to be dealt with, permitting 
amendments to be drafted, or allowing time for implications of the motion to 
be checked. 

 
• The Motion may be withdrawn at the request of its mover, but only if no 

members present object. 
 
 
3. Closing debate on a Motion. 
 

Someone “calling the question” from the floor indicates that he or she wants the 
motion put to a vote, which needs to be seconded and cannot interrupt the list of 
first time speakers.  Only if the Chair feels that the motion has had reasonable 
debate and most members are ready to vote, can he or she call the question (ie:  
“All those in favour?”, “Opposed?”, etc.) 

 
 

4. Encouraging an alternative motion. 
 

Sometimes while one motion is being considered, an alternative motion might be 
the better one.  How can it be presented? 
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(a) The movers of the original motion are asked if they will withdraw their 

motion, with the consent of a majority of the members. 
 
(b) If the original motion is withdrawn, then the alternative motion can be put 

forward. 
 

(c) If the original motion is not withdrawn, then the movers of the alternative 
motion inform the Committee that their motion will be moved if the original 
is defeated.  They thus urge the members to vote against the original 
motion. 

 
 
The Consensus Method of Decision Making in Groups 
 
The following process can be used throughout the meeting for every issue the group 
needs to discuss. 
 
Step 1 
 
Describe the issue before the Committee: 
 

• State the issue clearly and concisely.  If it is complex, then write it out. 
 
Step 2 
 
Gather all information relevant to the issue: 
 

• All pertinent facts and ideas about the issue need to be heard in order to make 
an informed decision. 

• Distinguish between facts and opinions. 
 
A decision can often be made right away.  However, action may need to be tabled so 
that additional information can be gathered. 
 
Step 3 
 
List all possible solutions or actions: 
 

• Explore alternatives. 
• Be creative.  Use brainstorming techniques to generate new ideas, from every 

member. 
 
Step 4 
 
Choose the best possible solution: 
 
Use a process of elimination; refine and combine parts of your list in Step 3.  
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Step 5 
 
Make a decision: 
 

• Formulate a statement of general agreement or consensus, 
or 

• Develop a motion and vote on it. 
• Then, record the results in the minutes. 

 
 

Roles and Responsibilities of Appointed Committee Members 
 
Committee members are to make themselves familiar with the Terms of Reference and 
Mandated activities of their specific Advisory Committee they are appointed to. 
 
Committee members are required to attend and participate fully in the meetings: 
 
(i)   Committee members who miss three (3) consecutive meetings without 

Committee approval, the member will be considered as resigning from the 
committee; 

(ii)   Any Committee member who is absent for more than fifty per cent (50%) of the 
meetings during their term of appointment shall not be eligible for reappointment; 
and, 

(iii)  Upon appointment, Committee members will be required to sign an 
Acknowledgement (Declaration) Form (attached hereto as Appendix “F”) and 
return it to the Office of the City Clerk, prior to attending the first meeting of 
the Advisory Committee to which they are appointed.  The declaration will 
remain on file in the Office of the City Clerk for the duration of the member’s 
appointment. 

 
Committee members are bound by the Municipal Conflict of Interest Act (attached 
hereto as Appendix D). 

 
 

Role of the Chair 
 
As the Chair of a meeting, you have several important roles:  knowing the group, 
helping members get started, planning ahead, preparing for meetings, and presiding at 
meetings. 
 
Helpful tips: 
 
Know your group – find out what your members’ skills are and what they can do.  Make 
sure all members understand their roles and responsibilities; 
 
Help Members get started – involve and motivate your group members.  Be sure your 
members understand their purpose, responsibilities, timelines and budgetary 
constraints;    
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Prepare for meetings – plan your agenda.  Check on all pre-meeting arrangements; 
and, 
 
Preside at meetings – establish your guidelines or rules of order.  Follow your agenda; 
involve the members; manage the discussion. 

 
Role of the Secretary 

 
• Providing relevant information, ideas and opinions as a participant in the 

meeting; 

• Record without note or comment all resolutions, decisions and other proceedings 
at the meeting (as per the Municipal Act, 2001). 

• Keeping an accurate set of minutes of each meeting; 

• Keeping an up-to-date membership/contact list; 

• Distributing minutes to members and notifying them of upcoming meetings; 

• Keeping a list of all advisory committees and members; 

• Helping the Chair with preparing the agenda, advice on meeting procedure, 
reference materials and information retrieved from the records; and, 

• Making meeting and physical set-up arrangements (Note: room bookings with 
City Facilities will be co-ordinated through the Advisory Committee’s Staff 
Liaison.) 

 
Role of the Staff Liaison 

 
• Coordinate; develop and deliver the Orientation Session for the Advisory 

Committee; 

• Liaise with Advisory Committee providing technical advice from the host 
department for the preparation of reports; correspondence, etc.; 

• Submission of the Advisory Committee’s reports, correspondence, etc. to the 
Director of the host department prior to finalization for review; 

• Liaise with all City staff for advice and information required by the Advisory 
Committee, including procedural advice from Legislative Coordinator in the Office 
of the City Clerk; 

• Arrange for printing of agendas, minutes, reference material and distribution 
required by the Committee; 

• Arrange for the booking of the meeting room;  

• Coordinate the annual review of the Committee’s Terms of Reference and 
Mandate; 

• Arrange for parking passes, if required; and, 

• Forward notices of resignation to the Legislative Coordinator for inclusion in the 
appropriate Standing Committee agenda. 
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Use of Working Groups or Task Forces 
 
Advisory Committees can create working groups or task forces to assist in the research 
or review of a given item and it reports its findings back to the Advisory Committee. A 
working group is normally comprised of Committee Members, however, when required, 
volunteers may be called upon for their expertise to assist a working group by providing 
required information.  Working groups operate by consensus and formal motions are not 
required.  Administrative support shall not be available to working groups and 
consequently, the preparation of agendas, minutes and meeting requirements shall be 
the responsibility of the working group, if required.  Support staff shall not be required to 
attend working group meetings. 

 
 

Members Communicating with Any Outside Agencies, Including Other 
Levels of Government and the Media 
 
Please note that members of an Advisory Committee cannot correspond with any 
Ministries, any outside agencies, or the media without Council’s prior approval, as per 
Standard Operating Procedure #08-001 – Communicating with any outside agencies, 
including other Levels of Government and the media attached as Appendix E. 
 
 
Use of Secondary Logos for Advisory Committees  
 
That the use of secondary logos for promotional/educational purposes by Advisory 
Committees be approved, are required to be approved, subject to the following 
guidelines: 
 

(i) Requests for approval of a secondary logo are required to be presented to 
the Governance Review Sub-committee for consideration and approval by 
the Advisory Committees respective Standing Committee and Council, 
prior to any use. 

(ii) The approved City Logo (triple H symbol, with the word mark Hamilton, 
with an underscoring line), as per the Identity Standards Guide, must be of 
appropriate size relative to the intended purpose and included in a 
sufficiently prominent location on the promotional/ educational materials. 

(iii) Design costs are to be funded by the Advisory Committee. 

 
Member Resignation 
While the City of Hamilton hopes that, upon applying for and being appointed as a 
citizen member of a Committee, you are able to fulfil your commitment, we do realize 
that on occasion a person’s circumstances may change. 
Therefore, if for any reason you are unable to continue to participate as an active 
member of the Committee(s) you have been appointed to, it is very important that you 
resign formally in writing by providing a completed and signed copy of the Resignation   
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Form (attached hereto as Appendix G) to the appropriate Legislative Coordinator, in the 
City Clerk’s office, stating which Committee(s) you are resigning from and general 
reasons why (the inclusion of private/personal information is not required).  This will 
allow the Committee to adjust its membership accordingly in order to remain effective in 
achieving the goals of its mandate.  Your written resignation will be included in the 
appropriate Standing Committee agenda to be received by Council. 

 
 
 
 
 

What to do if further consultation on procedural advice is required? 
 

Depending upon which Standing Committee, the Advisory Committee reports through, 
please contact the one of following Clerk’s Division staff: 

 
Ida Bedioui 
Legislative Coordinator 
Planning Committee 
Phone: (905) 546-2424 ext. 4605 
Fax : (905) 546-2095  
E-mail: ida.bedioui@hamilton.ca 
 

Denis Farr 
Legislative Coordinator 
Audit, Finance & Administration 
Committee 
Phone: (905) 546-2424 ext. 5987 
Fax : (905) 546-2095  
E-mail: denis.farr@hamilton.ca  
 

Loren Kolar 
Legislative Coordinator  
Board of Health 
905 546 2424 ext. 2604 
905 546-2095 (fax) 
E-mail: loren.kolar@hamilton.ca 
 

Stephanie Paparella 
Legislative Coordinator 
General Issues Committee 
Phone: (905) 546-2424 ext. 3993 
Fax : (905) 546-2095  
E-mail: stephanie.paparella@hamilton.ca 
 

Lauri Leduc 
Legislative Coordinator  
Public Works Committee 
905 546 2424 ext. 4102 
905 546-2095 (fax) 
E-mail: lauri.leduc@hamilton.ca  
 

Tristin McCredie 
Legislative Coordinator 
Emergency & Community Services 
Committee 
Phone: (905) 546-2424 ext. 2729 
Fax : (905) 546-2095  
E-mail: tristin.mccredie@hamilton.ca 
 
 
 
 
 
 

 
 
 
 
 
 

Page 11 of 28 
 

Page 35 of 57

mailto:ida.bedioui@hamilton.ca
mailto:denis.farr@hamilton.ca
mailto:loren.kolar@hamilton.ca
mailto:stephanie.paparella@hamilton.ca
mailto:lauri.leduc@hamilton.ca
mailto:tristin.mccredie@hamilton.ca


 
Appendix “A” 

 
A G E N D A 

ABC ADVISORY COMMITTEE 
Monday, January 1, 2011 

2:00 p.m. 
Room 123, 1st Floor 

City Hall 
71 Main Street West, Hamilton 

 
 
A. APPOINTMENT OF CHAIR AND VICE CHAIR (This should be done at the first 

meeting of each year.  After the first meeting – this heading is to be 
removed.) 

 
1. CHANGES TO THE AGENDA 
 
2. DECLARATIONS OF INTEREST 

 
3. APPROVAL OF MINUTES OF PREVIOUS MEETING 
 

3.1 ABC Advisory Committee Meeting Minutes, dated December 1, 1999 
(you won’t have any for the first meeting) 

  
4. CONSENT ITEMS 
 
5. PRESENTATIONS 
 
6. DISCUSSION ITEMS 
 
 6.1  
  
7. NOTICES OF MOTION 
 
8. MOTIONS 
 
9. OTHER BUSINESS  
 
10. ADJOURNMENT 
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Appendix “B” 

 
 

MINUTES 
ABC ADVISORY COMMITTEE 

Monday, January 1, 2000 
2:00 p.m. 

Room 123, 1st Floor 
City Hall 

71 Main Street West, Hamilton 
______________________________________________ 
 
Present:  Chair:  (insert name) (Committee members only.) 
   Vice-Chair:   (insert name) 
   Members: (insert names) 
 
Absent with 
Regrets:  (insert names of absent Committee members only) 
 
Also Present: Jane Doe, General Manager/Chief, Hamilton Emergency Services 

John Smith, ……. 
Sandra Smith, ….. 

    
 
1. CHANGES TO THE AGENDA 
 
 (i) Added as item 4.1, a presentation by Jane Doe respecting …… 
 

(ii) Added as Item 4.2, a presentation by John Smith respecting…. 
 
 
2. DECLARATIONS OF INTEREST 

 
List any declarations that were made or note that there were none. 
 
 

3. APPROVAL OF MINUTES OF PREVIOUS MEETING 
 
 (Mover/Seconder) 

3.1 ABC Advisory Committee Meeting Minutes, dated December 1, 1999 were 
approved as presented (or as amended). 

 CARRIED 
 
4. CONSENT ITEMS 
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5. PRESENTATIONS 
 

5.1 Presentation by Jane Doe respecting……. 
 
 
6. DISCUSSION ITEMS 
 

6.1 Review of Terms of Reference and Mandate - EXAMPLE 
  (insert recommendation approved by Advisory Committee) 
 
 6.2 Advisory Committee Budget - EXAMPLE 
  (insert recommendation approved by Advisory Committee) 

  
 
7. NOTICES OF MOTION 
 
8. MOTIONS 
 
9. OTHER BUSINESS 
 
10. ADJOURNMENT 
 
 (Mover/Seconder) 

That, there being no further business, the meeting be adjourned at ___ a.m./p.m. 
(insert time that the meeting adjourned). 

CARRIED 
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Appendix “C” 

 
 

 
To: Chair and Members 

Name of Sub-Committee/Standing Committee 
 

From: Name of Chair     __________________________ 
Name of Advisory Committee             (to be signed by the Chair) 
 

Date: January 1, 2007 
Re:  
 
Recommendation: 
 
That Community Partnership Program funding request, made by the Agricultural and 
Rural Affairs Advisory Committee, in the amount of $500, be increased in 2008 to $600. 
 
Background: 
 
Describe here what the money is used for and why the Ag committee is asking for more. 
 
For example, …… 
 
 
 
Analysis/Rationale: 
 
In the Analysis/Rationale section, the Committee should explain why the 
recommendation is being put forward, benefits for the recommendation, and any 
another information, which Committee wishes to share with the Grants Sub-Committee 
to support the recommendation. 
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Appendix “D” 
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Appendix “E” 
 

STANDARD OPERATING PROCEDURE 

 

08-001 
 

 
 

Subject: 
 
Advisory Committees communicating with any outside 
agencies, including other Levels of Government and the media 
 

 
City of Hamilton Advisory Committees wishing to correspond with any outside agency 
including the media, Ministers of the Provincial/Federal Governments or with MP’s and 
MPP’s will follow the subjoined procedures: 
 
1. Recommendation(s) to correspond with any outside agency submitted by 

Advisory Committees are forwarded to the appropriate Standing Committee for 
approval by the draft correspondence being attached as an appendix to a Citizen 
Committee Report prepared by the respective Advisory Committee staff liaison. 

 
2. Once the recommendation is approved by Committee and Council, the 

correspondence is submitted for signature and will be signed jointly by the Mayor 
and the Chair of the Advisory Committee. 

 
3. Any follow up correspondence received by the City of Hamilton in response to 

the letter will be forwarded to both City Council and to the Advisory Committee, 
which initiated the recommendation and correspondence. 
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Appendix “F” 
 

City of Hamilton 
Committee Member Acknowledgement Form 

 

I ________________________________________ in consideration of the City of 

Hamilton appointing me to the ________________________________________, for 

the ___________________ term, acknowledge, undertake and agree as follows: 

 

1. I will make all reasonable efforts to attend all meetings of this body to which I 

have been appointed and to participate in an impartial manner with the 

understanding that: 

(a) If I am absent from three consecutive meetings without Committee 

approval that I may be subject to replacement on the Committee. 

(b) If I miss 50% of the meetings during a term of appointment that I shall not 

be eligible for re-appointment 

2. I will exercise all the rights and responsibilities of a member of the body to which 

I have been appointed. 

3. I will be respectful of the views expressed by my fellow Committee members and 

City staff. 

4. I understand that I am prohibited from disclosing any confidential information, 

which may be shared with me as a member of this Committee. 

5. For Volunteer Committee members, I have received, read and have a general 

understanding of the City of Hamilton Advisory Committee Handbook 

 
 
 
 
Dated at City of Hamilton, in the Province of Ontario this _______ day of ___________, 
20___. 
  
 
Applicant:      Witness: 

   (Must be at least 18 years if age.) 
 

_______________________________  _______________________________ 
(Please Print Your Name)    (Please Print Your Name) 
 
    
_______________________________  _______________________________ 
(Please Sign)     (Please Sign) 
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Appendix “G” 

 
 

CITIZEN COMMITTEE MEMBER RESIGNATION FORM 

 

I, _______________________, would like to submit my resignation, effective 

______________, 20___, from the ______________________________________, for 

the following reason(s): 

 

 My circumstances have changed and I know longer have the time to effectively 

participate on the Committee. 

 Personal reasons. 

 Other (please explain briefly): 

 

 

 

 

Additional Comments (optional) 

 

 

 

 

 

________________________________   _____________________ 

Signature     Date 
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Appendix “H” 

 

 
COMMITTEE NAME 

CLOSED SESSION MINUTES (insert # here) 
Day and Date 

Council Chambers 
Hamilton City Hall 

71 Main Street West 
 
Item # (insert the item number here) 
 
A Closed Session discussion respecting Appendix “A” to Report PSB10-064(b), the 2015 
Capital Expenditure Report – Facilities Space Needs began at (insert time here), pursuant 
to Section 8.1, Sub-sections (c) and (g) of the City's Procedural By-law 14-300, and 
Section 239, Sub-sections (c) and (g) of the Ontario Municipal Act, 2001, as amended, as 
the subject matter pertains to a proposed or pending acquisition or disposition of land for 
municipal or local board purposes; and, a matter in respect of which a council, board, 
committee or other body has authorized a meeting to be closed under another Act, with 
the following individuals in attendance: 
 
Present: List all of the Councillors present for the discussion on this matter here 
 
Also Present: List all staff and others present for the discussion on this matter here 
 
(i) 2015 Capital Expenditure Report – Facilities Space Needs (PSB10-064(b)) 
(City Wide) (Item 12.2) (Report PSB10-064(b) is a public document; however, 
Appendix “A” to Report PSB10-064(b) is Private and Confidential.) 
 
For disposition of this matter, refer to Item (insert reference number here) in the public 
Minutes. 
 
Item # (insert the item number here) 
 
A Closed Session discussion respecting Report PSB14-091, the Acquisition of Property 
began at (insert time here), pursuant to Section 8.1, Sub-sections (c) and (g) of the City's 
Procedural By-law 14-300, and Section 239, Sub-sections (c) and (g) of the Ontario 
Municipal Act, 2001, as amended, as the subject matter pertains to a proposed or pending 
acquisition or disposition of land for municipal or local board purposes; and, a matter in 
respect of which a council, board, committee or other body has authorized a meeting to be 
closed under another Act; with the following individuals in attendance: 
 
Present: List all of the Councillors present for the discussion on this matter here 
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Also Present: List all staff and others present for the discussion on this matter here 
 
(ii) Acquisition of Property (PSB14-091) (City Wide) (Item 12.3) 
 
For disposition of this matter, refer Item (insert reference number here) of the public 
Minutes. 
 
Item # (insert the item number here) 
 
A Closed Session discussion respecting Collective Bargaining began at (insert time here), 
pursuant to Section 8.1, Sub-section (d) of the City's Procedural By-law 14-300, and 
Section 239, Sub-section (d) of the Ontario Municipal Act, 2001, as amended, as the 
subject matter pertains to labour relations or employee negotiation; the following 
individuals in attendance: 
 
Present: List all of the Councillors present for the discussion on this matter here 
 
Also Present: List all staff and others present for the discussion on this matter here 
 
(iii) Collective Bargaining (no copy) (Item 12.4) 
 
Lora Fontana provided a verbal overview of the options for the upcoming Collective 
Bargaining with the aid of a PowerPoint presentation.  Staff was seeking a mandate with 
respect to the future collective bargaining process. 
 
Direction was given to staff in Closed Session with nothing to report in Open Session. 

 
Item # (insert the item number here) 
 
A Closed Session discussion respecting Report LS14014(a)/PW14045(a), respecting 
Potential Litigation Relating to Contaminated Property began at (insert time here), 
pursuant to Section 8.1, Sub-sections (e) and (f) of the City's Procedural By-law 14-300, 
and Section 239, Sub-sections (e) and (f) of the Ontario Municipal Act, 2001, as amended, 
as the subject matter pertains to litigation or potential litigation, including matters before 
administrative tribunals, affecting the municipality or local board; and, the receiving of 
advice that is subject to solicitor-client privilege, including communications necessary for 
that purpose; with the following individuals in attendance: 

 
Present: List all of the Councillors present for the discussion on this matter here 
 
Also Present: List all staff and others present for the discussion on this matter here 
 
(iv) Potential Litigation Relating to Contaminated Property 
 (LS14014(a)/PW14045(a) (Ward 3) (Item 12.5) 
 
For disposition of this matter, please refer to Item 34. 
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Please note that the last thing that is recorded in Closed Session is the motion with the 
time that the Committee reconvened in Open Session, so there should be no further 
notes after this motion. 

 
RISE FROM CLOSED SESSION 

 
(Merulla/Collins) 
That the Committee Name/Council rise from Closed Session at ___ a.m./p.m. and 
reconvene in Open Session.   

CARRIED 
 
 
Respectfully submitted, 
 
 
 
________________, Chair 
Committee Name 
______________________ 
_____________ 
Legislative Coordinator 
Office of the City Clerk 
 
In the event, you go into Closed Session several times during the meeting, you 
would of course have a motion to rise from Closed Session several times within the 
minutes. 
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Appendix C to Report CM15007 - Page 1 of 2 

Review of City of Hamilton Advisory Committees (2015) 

Discussion Questions for Advisory Committees 

What is working in the current advisory committee structure and process? 

What is not working in the current advisory committee structure and process?   

Is the mandate of the (insert name of committee) mandate clear?  (Probes/clarification – 
Do you understand the mandate of this advisory committee?  What is the role of this 
advisory committee?)  

How many people should serve on an advisory committee?  

Should the number of terms a person can serve on an advisory committee be limited, 
and if yes, how many? (Probes/clarification – How many terms should people be able to 
sit on an advisory committee?)  

Do you have any suggestions for recruiting volunteer advisory committee members? 

What are your expectations of staff liaisons to advisory committees?  
(Probes/clarification – What are your expectations from the staff that support the 
advisory committee?)   

 

Discussion Questions for Staff Liaisons to Advisory Committees 

What is working in the current advisory committee structure and process? 

What is not working in the current advisory committee structure and process?   

Is there clarity with respect to advisory committee mandate? (Probes/clarification – Do 
members of the advisory committee understand their role?)   

Should there be a maximum number of members sitting on advisory committees?  

Should the number of terms a person can serve on an advisory committee be limited, 
and if yes, how many? (Probes/clarification – How many terms should people be able to 
sit on an advisory committee?)  

Do you have any suggestions for recruiting volunteer advisory committee members? 

Are there any overlapping mandates between advisory committees?  
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Appendix C to Report CM15007 - Page 2 of 2 

Review of City of Hamilton Advisory Committees (2015) 

Are there any natural linkages between advisory groups that would lend themselves to 
merging 2 groups?  

Do advisory committee members understand the role of the staff liaisons/support staff?  

How many reports/recommendations has the VAC forwarded to Council? 
(Probes/clarification – Not including the annual report – assumption is that all VACs 
provided an annual report)  
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SOURCE: Hamilton’s Engagement Committee, & City of Hamilton. (2015). Public Engagement Charter 
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Appendix E to Report CM15007 - Page 1 of 2 
 

The following are the remainder of the recommendations from CL14010 which were 
deferred to the 2014-2018 term of Council on September 24, 2014 by Council: 

 
(a) That a Diversity, Race Relations and Equity Advisory Committee be established 

for the 2014-2018 Term of Council; 
 
(b) That the following Volunteer Committees be merged into the newly created 

Diversity, Race Relations and Equity Advisory Committee: 
 

(i) Advisory Committee for Immigrants and Refugees 
(ii) Committee Against Racism Committee 
(iii) Hamilton Status of Women Committee 
(iv) Hamilton Aboriginal Advisory Committee 
(v) Lesbian, Gay, Bisexual, Transgender and Queer Advisory Committee 

 
(c) That a Food Strategy Advisory Committee be established for the 2014-2018 

Term of Council; 
 
(d) That the following Committees be merged into the newly created Food Strategy 

Advisory Committee: 
 
 (i) Food and Shelter Advisory Committee 
 (ii) Community Food Security Stakeholder Committee 
 
(e) That a Keep Hamilton Clean, Green and Safe Advisory Committee be 

established for the 2014-2018 Term of Council; 
 
(f) That the following Committees be merged into the newly created Keep Hamilton 

Clean, Green and Safe Advisory Committee: 
 
 (i) Cleanliness and Security in the Downtown Advisory Committee 
 (ii) Keep Hamilton Clean and Green Committee 
 
(g) That a Housing Advisory Committee be established for the 2014-2018 Term of 

Council; 
 
(h) That the following Committees be merged into the newly created Housing  

Committee: 
 
 (i) Tenant Advisory Committee 
 (ii) Shelter aspects of the Food and Shelter Committee 
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Appendix E to Report CM15007 - Page 2 of 2 
 

(i) That the Volunteer Committees outlined in Appendix “A” to Report CL14010 be 
established for the 2014-2018 term of City Council. 
 
(i) That the Mandates of the Volunteer Committees included in Appendix “A” 

be approved. 
 
(j) That the committee membership of all Advisory Committees/Volunteer 

Committees be composed of a maximum of up to 9 citizens; 
 
(k) That citizen appointments to Advisory/Volunteer Committees be subjected to a 

two term limit; 
 
(l) That Volunteer Committees commence meeting quarterly in the new Term of 

Council; 
 
(m) That one Councillor Liaison to each Volunteer Committee be appointed to 

provide counsel and guidance on an as required basis; 
 

(p) That should any Advisory Committee not meet a minimum of three times during a 
Council Term, that the Advisory Committee be automatically disbanded at the 
end of the Council Term. 

 
(q) That any new Advisory Committees/Task Forces established in the new term of 

council be subjected to the City’s Procedural By-law “Criteria for the creation of 
Advisory Committees or Task Forces.” 

 
(r) That Volunteer Committees be directed to: 
 

(i) in November of each calendar year, review the Committee’s Terms of 
Reference and submit amendments to the appropriate Standing 
Committee for consideration; 

 
(ii) Submit annual progress reports of the committee’s activities to the 

appropriate Standing Committee for review in November of each calendar 
year. 
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