
 
City of Hamilton

GOVERNANCE REVIEWSUB-COMMITTEE REVISED
 

Meeting #: 23-004
Date: October 27, 2023
Time: 9:30 a.m.

Location: Room 264, 2nd Floor, City Hall (hybrid) (RM)
71 Main Street West

Tamara Bates, Legislative Coordinator (905) 546-2424 ext. 4102

1. CEREMONIAL ACTIVITIES

2. APPROVAL OF AGENDA

(Added Items, if applicable, will be noted with *)

3. DECLARATIONS OF INTEREST

4. APPROVAL OF MINUTES OF PREVIOUS MEETING

4.1 July 5, 2023

5. COMMUNICATIONS

6. DELEGATION REQUESTS

7. DELEGATIONS

8. STAFF PRESENTATIONS

9. CONSENT ITEMS

9.1 Advisory Committee for Persons with Disabilities Logo  (City Wide)

10. DISCUSSION ITEMS

10.1 City of Hamilton Flag and Sign Policy (CM23014) (City Wide)



11. MOTIONS

12. NOTICES OF MOTION

*12.1 Review and Evaluation of Lobbyist Registry By-Law

13. GENERAL INFORMATION / OTHER BUSINESS

13.1 Amendments to the Outstanding Business List

13.1.a Items Considered Completed and to be Removed

13.1.a.a Advisory Committee for Persons with Disabilities Logo

Item on OBL: 21-A
Addressed as Item 9.1 on today's agenda

14. PRIVATE AND CONFIDENTIAL 

15. ADJOURNMENT

Members of the public can contact the Clerk’s Office to acquire the documents considered at this
meeting, in an alternative format.
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GOVERNANCE REVIEW SUB-COMMITTEE 
MINUTES 23-003 

Thursday, July 5, 2023 
9:00 a.m. 

Council Chambers 
Hamilton City Hall 

Present: Councillors T. Hwang (Chair), B. Clark, J.P. Danko, C. Kroetsch and 
N. Nann

Absent 
with Regrets: Councillor M. Wilson - Personal 

THE FOLLOWING ITEMS WERE REFERRED TO THE AUDIT, FINANCE AND 
ADMINISTRATION COMMITTEE FOR CONSIDERATION: 

1. Consistent Quorum Requirements for Council and Committees - Revised (Item
11.2)

(Clark/Nann)
WHEREAS, staff were directed by Council on June 7, 2023, to prepare the
necessary amendments to By-law 21-021, A By-law to Govern the Proceedings of
Council and Committees of Council, the ‘Procedural By-law’ to amend the quorum
requirement for Committees to be the same as for Council, for the Governance
Review Sub-Committee’s consideration;

WHEREAS, the City’s Procedural By-law 21-021, as amended, states that quorum
of Council be a majority, as per Section 237(1) of the Ontario Municipal Act, 2001,
as amended;

WHEREAS, the City’s Procedural By-law 21-021, as amended, states that quorum
of Committees be half of the Committee’s membership; and

WHEREAS, for consistency purposes, having the same quorum requirements for
Council and for Committees would be practical;
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Governance Review Sub-Committee  July 5, 2023 
Minutes 23-003  Page 2 of 5 
 

 

THEREFORE, BE IT RESOLVED: 
 
(a) That staff be directed to prepare a by-law to amend the City’s Procedural By-

law 21-021, as amended, to amend Section 5.4 (1) to require that a majority 
be present: 
 
5.4 Quorum 
 
(1) The quorum for all Committees shall be a majority (as defined in 

the Procedural By-Law 21-021, e.g. if membership is 5, 
quorum is 3) of the membership. 

 
Result: Main Motion, as Amended, CARRIED by a vote of 5 to 0, as follows: 

 
YES - Councillor Brad Clark 
YES - Councillor J.P. Danko 
YES – Chair - Councillor Tammy Hwang 
YES - Councillor Cameron Kroetsch 
YES - Councillor Nrinder Nann 
ABSENT - Councillor Maureen Wilson 

 
 
FOR INFORMATION: 
 
(a) CHANGES TO THE AGENDA (Item 2) 

 
The Committee Clerk advised of the following changes to the agenda: 
 
10. DISCUSSION ITEMS 
 

10.1 Hamilton Public Notice Policy By-law FCS23080 (formerly 
CL18012//LS18051)  

 
10.2 City of Hamilton Flag and Sign Policy (CM23014) (City Wide) 

 
(Nann/Clark) 
That the July 5, 2023 Agenda of the Governance Review Sub-Committee be 
approved, as amended. 
 
Result: Motion CARRIED by a vote of 5 to 0, as follows: 

 
YES - Councillor Brad Clark 
YES - Councillor J.P. Danko 
YES – Chair - Councillor Tammy Hwang 
YES - Councillor Cameron Kroetsch 
YES - Councillor Nrinder Nann 
ABSENT - Councillor Maureen Wilson 
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(b) DECLARATIONS OF INTEREST (Item 3) 
 
There were no declarations of interest. 
 

(c) APPROVAL OF MINUTES (Item 4) 
 

(i) May 25, 2023 (Item 4.1) 
 

(Kroetsch/Nann) 
That the Minutes of the May 25, 2023 meeting of the Governance Review 
Sub-Committee be approved, as presented. 
 
Result: Motion CARRIED by a vote of 5 to 0, as follows: 

 
YES - Councillor Brad Clark 
YES - Councillor J.P. Danko 
YES – Chair - Councillor Tammy Hwang 
YES - Councillor Cameron Kroetsch 
YES - Councillor Nrinder Nann 
ABSENT - Councillor Maureen Wilson 

 
(d) DISCUSSION ITEMS (Item 10) 

 
(Kroetsch/Nann) 
(i) That the following Items be deferred to the next meeting of the Governance 

Review Sub-Committee: 
 
(a) Hamilton Public Notice Policy By-law FCS23080 (formerly 

CL18012//LS18051) (Added Item 10.1); and 
 
(b) City of Hamilton Flag and Sign Policy (CM23014) (City Wide) (Added 

Item 10.2); and 
 

(ii) That Communications, Clerks and Information Technology staff work to 
provide and promote the mechanism for the public to be notified respecting 
changes to By-Laws for report back to the next Governance Review Sub-
Committee meeting. 

 
Result: Motion CARRIED by a vote of 5 to 0, as follows: 

 
YES - Councillor Brad Clark 
YES - Councillor J.P. Danko 
YES – Chair - Councillor Tammy Hwang 
YES - Councillor Cameron Kroetsch 
YES - Councillor Nrinder Nann 
ABSENT - Councillor Maureen Wilson 
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(e) MOTIONS (Item 11) 
 
(i) Major Efficiency Improvements to the Council Calendar for 2024 (Item 

11.1) 
 
Councillor Kroetsch withdrew his motion respecting Major Efficiency 
Improvements to the Council Calendar for 2024. 

 
(ii) Consistent Quorum Requirements for Council and Committees 

 
(Clark/Nann) 
WHEREAS, staff were directed by Council on June 7, 2023, to prepare the 
necessary amendments to By-law 21-021, A By-law to Govern the 
Proceedings of Council and Committees of Council, the ‘Procedural By-law’ 
to amend the quorum requirement for Committees to be the same as for 
Council, for the Governance Review Sub-Committee’s consideration; 
 
WHEREAS, the City’s Procedural By-law 21-021, as amended, states that 
quorum of Council be a majority, as per Section 237(1) of the Ontario 
Municipal Act, 2001, as amended; 
 
WHEREAS, the City’s Procedural By-law 21-021, as amended, states that 
quorum of Committees be half of the Committee’s membership; and 
 
WHEREAS, for consistency purposes, having the same quorum 
requirements for Council and for Committees would be practical;  
 
THEREFORE, BE IT RESOLVED: 
 
That staff be directed to prepare a by-law to amend the City’s Procedural 
By-law 21-021, as amended, to amend Section 5.4 (1) to require that a 
majority be present: 

 
5.4 Quorum 
 
(1) The quorum for all Committees shall be a majority of the 

membership rounded up to the nearest whole number. 
 

(Kroetsch/Nann) 
That Section 5.4 (1) of the City’s Procedural By-law 21-021, as amended, 
be amended as follows: 

 
5.4 Quorum 
 
(1) The quorum for all Committees shall be a majority (as defined 

in the Procedural By-Law 21-021, e.g. if membership is 5, 
quorum is 3) of the membership rounded up to the nearest 
whole number. 
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Result: Amendment, CARRIED by a vote of 5 to 0, as follows: 
 
YES - Councillor Brad Clark 
YES - Councillor J.P. Danko 
YES – Chair - Councillor Tammy Hwang 
YES - Councillor Cameron Kroetsch 
YES - Councillor Nrinder Nann 
ABSENT - Councillor Maureen Wilson 
 

For disposition of this matter, refer to Item 1. 
 
(f) ADJOURNMENT (Item 15) 

 
(Danko/Clark) 
That, there being no further business, the Governance Review Sub-Committee 
meeting be adjourned at 9:36 a.m. 
 
Result: Motion CARRIED by a vote of 4 to 1, as follows: 

 
YES - Councillor Brad Clark 
NO - Councillor J.P. Danko 
YES – Chair - Councillor Tammy Hwang 
YES - Councillor Cameron Kroetsch 
YES - Councillor Nrinder Nann 
ABSENT - Councillor Maureen Wilson 

 
 

Respectfully submitted, 
 
 
Councillor T, Hwang, Chair 
Governance Review Sub-Committee 

 
 
Tamara Bates 
Legislative Coordinator 
Office of the City Clerk 
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OUR Vision: To be the best place to raise a child and age successfully. 
OUR Mission: To provide high quality cost conscious public services that contribute to a healthy, 

safe and prosperous community, in a sustainable manner. 
OUR Culture: Collective Ownership, Steadfast Integrity, Courageous Change, Sensational Service, 

Engaged Empowered Employees. 

INFORMATION REPORT 

TO: Mayor and Members 
City Council 

COMMITTEE DATE: October 27, 2023 
SUBJECT/REPORT NO: Advisory Committee for Persons with Disabilities Logo 

(CM23029) (City Wide)  
(Outstanding Business List Item) 

WARD(S) AFFECTED: City Wide 
PREPARED BY: Andy Zimmerman (905) 546-2424 extension 5585 
SUBMITTED BY: Matthew Grant 

Director, Communications & Strategic Initiatives 
City Manager's Office 

SIGNATURE: 

COUNCIL DIRECTION 

At the April 30, 2021 Governance Review Sub-Committee, it was requested 

“…Communications staff be directed to review the branding standards used throughout 
the City of Hamilton and report back to the Governance Review Sub-Committee”.  The 
motion was as a result of a discussion by Committee related to the Advisory Committee 
for Persons with Disabilities Logo (Item 10.1, April 30, 2021 Governance Review Sub-
Committee), and how the City of Hamilton’s Brand Standards would apply to the 
request.   

INFORMATION 

Approval of the Advisory Committee for Persons with Disabilities Logo 

The Advisory Committee for Persons with Disabilities logo from Item 10.1 was approved 
by Governance Review Sub-Committee on April 30, 2021, following confirmation from 
the Clerk that the Advisory Committee’s Procedural Handbook for Citizen Appointees to  
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SUBJECT:  Advisory Committee for Persons with Disabilities Logo  
                    (CM23029) (City Wide) - Page 2 of 3 

 
OUR Vision: To be the best place to raise a child and age successfully. 

OUR Mission: To provide high quality cost conscious public services that contribute to a healthy, 
safe and prosperous community, in a sustainable manner. 

OUR Culture: Collective Ownership, Steadfast Integrity, Courageous Change, Sensational Service,  
Engaged Empowered Employees. 

 

 
City of Hamilton Local Boards, attached as Appendix “B” to Report CM23029, requires 
that any requests for a secondary logo for promotional/educational purposes by an 
Advisory Committee would be 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 

 
CITY OF HAMILTON BRANDING GUIDELINES 
 
The latest update to the City of Hamilton’s Visual Identity and Brand Guidelines was 
completed in 2017.  The update includes important information related to the City of 
Hamilton logo, colours, complementary colours, City Crest, preferred fonts within 
documents and marketing materials.  
 
Staff are completing an update to the City’s Visual Identity and Brand Guidelines and 
are due to come forward to Council for consideration in Fall/Winter 2023, as industry 
practice would see adjustments made to a Brand Guidelines booklet every 3-5 years.   
 
In this updated version, attached as Appendix “A” to Report CM23029, we will propose 
language consistent with the Advisory Committee Procedural Handbook for Citizen 
Appointees to City of Hamilton Local Boards, attached as Appendix “B” to Report 
CM23029, that any Advisory Committee of Council is required to receive approval from 
Governance Review Sub-committee to use a logo identifying their Advisory Committee, 
secondary to the logo of the City of the Hamilton.  
 
CITY OF HAMILTON SECONDARY LOGOS 
 
The City of Hamilton has a responsibility to uphold the integrity of our brand and the 
obligation to ensure residents, visitors and investors understand who the City of 
Hamilton is. While certain sectors and industries may warrant development of additional 
brands and channels (Tourism, Economic Development, Hamilton Civic Museums for 
example), the development of additional brands and logos in addition to the City of 
Hamilton’s may create confusion and is discouraged. 
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OUR Vision: To be the best place to raise a child and age successfully. 

OUR Mission: To provide high quality cost conscious public services that contribute to a healthy, 
safe and prosperous community, in a sustainable manner. 

OUR Culture: Collective Ownership, Steadfast Integrity, Courageous Change, Sensational Service,  
Engaged Empowered Employees. 

 

 
In situations where City staff request to be identified on their uniform, vehicle or 
otherwise, Communications can create alternate versions of the Hamilton “H” logo  
featuring the Division/Section name below in 12pt Arial font.  For example: 

 
CITY OF HAMILTON PROGRAM OR SERVICE LOGOS 
 
At times, staff may request a logo or brand be created to identify a specific program or 
service offered by the City of Hamilton.  Any development of branding or logos for City 
of Hamilton programs takes place in consultation with the Communications division. If 
approved by Communications, any new logo/brand should always sit side by side with 
the City of Hamilton logo (City of Hamilton to the left).  For example: 
 

 
 
APPENDICES AND SCHEDULES ATTACHED 
 
Appendix “A” to Report CM23029:  City of Hamilton Visual Identity and Brand  
                                                        Guidelines (2017) 
Appendix “B” to Report CM23029:  Procedural Handbook for Citizen Appointees to City  
                                                        of Hamilton Local Boards  
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Preferred Fonts 
For reports and other documents produced in Microsoft 
Offi ce programs, please use the following font families:

Arial        Bookman Old Style 

For brochures, posters, booklets, visual displays and 
other graphically designed materials, you may use the 
following font families:

Main content text:   Roboto        Roboto Slab

For headings, titles and subtitles:   BEBAS NEUE

Clear, Accessible and Large Print Guidelines 
( AODA Compliance )
All City of Hamilton management, staff, Council, volunteers, 
agents, contractors and consultants, working on behalf of 
the City of Hamilton, are required to produce documents (or 
the information contained in the document) in accessible 
formats, for persons with disabilities, taking into account 
the person’s disability. 

If a document is produced and does not meet the clear, 
accessible and large print guidelines, due to design and 
formatting restrictions, provisions must be made to 
reproduce the document, in an alternate format, which 
meets the guidelines below, upon request.

For printed publications, the guidelines are as follows:
    Clear Print: Arial 12pt          Large Print: Arial 18pt

When producing print communications that are truly 
inclusive, typography’s legibility and readability are 
determining factors:

• Legibility is determined by the specifi c typographic
traits affecting recognition of letters and words. (colour,
shape, scale, and style)

• Readability is related to a font’s legibility but is also
influenced by design and layout decisions. (dimension,
spacing and alignment)

CMYK: 100/43/0/34
PMS: 2955 C
RGB: 0/87/142
HEX: #00578e

CMYK: 9/15/34/0
PMS: 467C
RGB: 231/210/173
HEX: #e7d2ad

City Logo Colours

Protected Space
The protected space is equal to half the size of the 
height of the logo. Defi ned in this way, the space is 
always proportional to the logo. Nothing should ever 
intrude the protected space

Minimum Size
Never reproduce the logo smaller than 3/8 inch in height.

Note: Logos not to scale

3/8 in 3/8 in

DIVISON, SECTION and Program Logos
The division, section or program name is set at half the 
height of the wordmark. Please avoid using department 
name when possible (eg. Public Works). Use Arial font. 

Vertical Logo
Consists of the symbol with the wordmark Hamilton 
underneath and an underscoring line below the text.

Horizontal Logo
Consists of the symbol and the wordmark Hamilton, 
located beside the symbol with an underscoring line.

1/2 X

1/2 X

1/2 X

1/2 X

X
1/2 X

The City’s logo is the most recognizable element of our 
branding. It identifi es the City of Hamilton within the 
community and to the wider world. The logo should 
appear on all correspondence, publications, signage, 
vehicles and equipment. 

Our logo is made up of an icon, the logo’s symbol, and 
a wordmark - the underscored “Hamilton” beneath the 
icon. Solid and traditional, our logo exemplifi es the 
strength of character found in our dependable, upright 
and stable City.

White logo on solid background (including black or any other colour)

Our Logo Fonts
LOGO/BRAND DEVELOPMENT
The City of Hamilton has a responsibility to uphold 
the integrity of our brand and the obligation to ensure 
residents, visitors and investors understand who the 
City of Hamilton is. While certain sectors and industries 
do warrant development of additional brands and 
channels (Tourism, Economic Development), the 
development of additional brands and logos in addition 
to the City of Hamilton’s may create confusion.  

Any development of branding or logos for City of 
Hamilton programs should take place in consultation 
with the Communications division. At no time 
should City employees create brands/logos for their 
Departments, Divisions or Sections that is separate 
from the City of Hamilton logo - see “Division, Section 
and Program Logos”.

If approved by Communications, any new logo/brand 
should always sit side by side with the City of Hamilton 
logo (City of Hamilton always to the left).

Parks & Cemeteries RecreationBuilding Division

For more information about anything you 
see in this document, including a technical 
glossary and defi nitions of terms mentioned, 
please email:

communications@hamilton.ca

Appendix “A” to Report CM23029 
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PHOTOGRAPHY
The City of Hamilton maintains a high standard when 
photography is used in any marketing materials, 
presentations or reports. Ensure you have appropriate 
size and quality requirements when using photography. 
Communications does have a photo database available 
for staff use, please contact Communications with a 
specifi c image request.  

Use of purchased stock images is appropriate, however it 
is preferred to use photos from Hamilton when available.  
Please review the licence agreements when purchasing 
stock images, as each photo will have specifi c rules 
about how and where it can be used.

Please note, use of images without the consent of the 
photographer (including those found on Google) are 
strictly prohibited and may result in legal action against 
the City.

PURCHASED ADVERTISING
Did you know that the City of Hamilton has a centralized 
body for purchasing advertising in local/national media?  
This includes all forms of paid advertising; newspaper, 
television, radio, magazines, outdoor and online advertising. 
Communications will contact, negotiate and place 
advertising with our media partners on your behalf, ensuring 
quality and cost are maximized. For more information, visit 
eNet -> Who’s Doing What -> Ad Bookings.

In addition, the City maintains an Advertising Policy for 
ads purchased on City property and assets to ensure they 
meet standards set out within. For more information, visit 
eNet -> Who’s Doing What -> Communications.

AODA COMPLIANCE
For more information on AODA compliance, refer to the 
AODA Integrated Accessibility Standards and Customer 
Service Standards Handbook available on eNet -› 
“Departments - Who’s Doing What?”  -› Human Resources - 
Access & Equity  -› Training (Tab) -› AODA Customer Service 
Handbook (PDF)

Official City Crest
The City’s crest is only used by the 
Mayor’s offi ce for offi cial correspondence 
and documents, as well as legal purposes. 
Where the City’s logo is used in 
combination with its offi cial crest, the 
logo is always secondary to the crest.Our Culture Colours

Collective 
Ownership

CMYK: 67/14/18/0
PMS: 631C
RGB: 73/172/196
HEX: #49acc4

Steadfast
integrity

CMYK: 0/49/79/0
PMS:157 C 
RGB: 247/150/75
HEX: #f7964b

Courageous 
Change

CMYK: 44/10/83/0
PMS: 367 C
RGB: 156/187/90
HEX: #9cbb5a

Sensational 
Services

CMYK: 19/81/67/5
PMS: 7418 C
RGB: 194/81/80
HEX: #c25150

Engaged
Empowered 
Employees

CMYK: 56/68/6/0
PMS:265C 
RGB: 130/102/164
HEX: #8266a4

PowerPoint Template
Find these and other permitted templates on eNet -> 
Who’s Doing What -> Communications  

At
 a

 G
la

nc
e

Extras

YELLOW

BLUE

CMYK: 98/24/0/3
PMS: 7461 C
RGB: 0/125/186
HEX: #007dba

TEAL

CMYK: 76/0/38/0
PMS: 3262 C
RGB: 0/191/179
HEX: #00bfb3

GREEN

CMYK: 65/0/100/0
PMS: 368 C
RGB: 120/190/32
HEX: #78be20

CMYK: 0/8/86/0
PMS:  7404 C
RGB: 244/218/64
HEX: #f4da40

PURPLE

CMYK: 47/72/0/0
PMS: 2583 C
RGB: 160/94/181
HEX: #a05eb5

RED

CMYK: 0/97/50/0
PMS: 1925 C
RGB: 224/0/77
HEX: #e0004d

Colours

COMPLEMENTARY COLOURS
You may use any of these colours on their own or in 
addition to the Navy Blue or Camel.   

PRIMARY CITY OF HAMILTON COLOURS

NAVY BLUE CAMEL

CMYK: 9/15/34/0
PMS: 467 C
RGB: 231/210/173
HEX: #e7d2ad

CMYK: 100/43/0/34
PMS:  2955 C
RGB: 0/87/142
HEX: #00578e

Corporate Social Media Accounts

twitter.com/cityofhamilton

   linkedin.com/company/city-of-hamilton

youtube.com/InsideCityofHamilton

instagram.com/CityofHamilton

Appendix “A” to Report CM23029 
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PROCEDURAL HANDBOOK 
FOR CITIZEN APPOINTEES TO  

CITY OF HAMILTON LOCAL BOARDS 
Table of Contents 
Welcome  1 
City of Hamilton Land Acknowledgement  2 
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Local Boards within the City’s Governance Structure 6 
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Boards and Shareholders  7 
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Relationship: Council and Local Boards 7 
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 Welcome 
 

On behalf of the City of Hamilton, I would like to congratulate you on your appointment to one of the 
City’s local boards. As a member, you play an important role in shaping City policies, by-laws, and 
contribute to improving the quality of life within the City of Hamilton. You’ll also participate as part of 
a local board and as a team, working to ensure the local board’s mandate and goals are advanced. 
 
In accepting your appointment, you are committing to serving your local board to the best of your 
abilities. For meetings, we ask that you read and review your meeting agenda materials to ensure 
the discussion is informed and considers all perspectives. When your local board is working on 
events or special projects, a willingness to pitch in is encouraged to ensure the work is distributed 
equitably, and the task is set up for success. 
 
The purpose of this guide is to provide you with an introduction to the City of Hamilton and a 
foundation on how local boards work. Upon that foundation, and through your experience at 
meetings and interactions with your fellow local board members, you will build an understanding of 
the City of Hamilton’s governance system. In addition to the fundamentals, we’ll also include links or 
copies of pertinent legislation or City policies/by-laws which establishes the framework in which 
these local boards exist. 
 
The Office of the City Clerk is your primary contact at the City of Hamilton, and we are here to assist 
you throughout your experience as a resource. Please reach out if you have any questions, or 
concerns. 
 
Welcome to the team! We hope you have a rewarding experience as a City of Hamilton local board 
member. 
 
Thank you,  
 
 
 
Andrea Holland 
City Clerk for the City of Hamilton 
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City of Hamilton Land Acknowledgement 
 
The City of Hamilton is situated upon the traditional territories of the Erie, Neutral, Huron-Wendat, 
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. We further acknowledge that this land is 
covered by the Between the Lakes Purchase, 1792, between the Crown and the Mississaugas of 
the Credit First Nation. 
 
Today, the City of Hamilton is home to many Indigenous people from across Turtle Island (North 
America) and we recognize 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. 
 
Why is a Land Acknowledgment important? 
 
Land acknowledgments are essential in moving forward on a path to reconciliation. Land 
acknowledgments are influenced by the Truth and Reconciliation Commission’s 94 Calls to Action 
in acknowledging the first occupants of this land. Land acknowledgments are also important in 
educating the broader public on the significance of the relationship between Indigenous Peoples 
and their territories. 
 
When do we use a Land Acknowledgment? 
 
Land Acknowledgment’s are normally used at the beginning of events, meetings, lectures and other 
public events. We must acknowledge the land we live, work and play on as it’s essential in the path 
to reconciliation as well as developing respectful and meaningful relationships with the local First 
Nations surrounding Hamilton. 
 

The City of Hamilton at a Glance 
 
Through your work as a member of a local board, you are also supporting the work of the City of 
Hamilton. This section provides you with a snapshot of the City of Hamilton and its operations.                 If 
you wish to learn more about the City, resources are available by way of https://www.hamilton.ca/.  
 
The City of Hamilton is a diverse city, providing municipal services to more than 500,000 residents.  
 
The City of Hamilton is committed to achieving excellence in public service through ongoing efforts 
to continuously improve and evolve corporate strategies and processes. By focusing on Strategy 
and Performance Excellence, we commit to: 
 
• understand what’s happening externally in the city, internally at the City and elsewhere that may 

impact the delivery of City services. 
• use information and evidence to drive strategy, inform decisions and influence the day-to-day 

delivery of City services. 
• understand and communicate City service performance to the community. 
• ensure value for money in service delivery and to always consider ways to improve the delivery 

of City services. 
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City of Hamilton Organizational Structure 
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City Council 
 
City Council is composed of the Mayor and 15 Councillors representing the 15 Wards within the City 
of Hamilton and is the final decision-making body for the City. City Council meetings are held at 
9:30 a.m., in accordance with the schedule approved by Council following the standing committee 
meetings and considers all recommendations for approval and action.  
 
Link to the Council/Committee calendar: https://www.hamilton.ca/city-council/council-
committee/council-committee-meetings/meetings-agendas-video#meeting-calendarlisting  
 

City of Hamilton Strategic Plan 2016 - 2025 
The City of Hamilton’s 2016 - 2025 Strategic Plan is a 10-year plan https://www.hamilton.ca/city-
council/plans-strategies/strategies, approved by Council in June 2016.  
 
The 2016-2025 Strategic Plan for the City of Hamilton guides everything we do as an organization 
and illustrates to the community and to our stakeholders how we will contribute to moving our city 
forward over the next 10-years. It includes the following components: 
 
• Vision represents what we aspire to be 
• Mission identifies why we exist as an organization 
• Culture outlines how we conduct ourselves (our values) 
• Priorities provide guidance on where we are focusing our efforts to meet desired outcomes 
 

Our Vision 
The City’s vision “To be the best place to raise a child and age successfully” reflects the kind of city 
Hamiltonians want to aspire to become. 
 
It means having an inclusive community, actively engaged in making Hamilton a better place for 
everyone. It is creating an accessible environment, supporting residents through all of life’s stages, 
and one that encourages positive development of children as they grow towards becoming healthy 
adults and seniors. 
 

Our Mission and Our Culture 
The City’s mission, “To provide high quality cost conscious public services that contribute to a 
healthy, safe and prosperous community, in a sustainable manner”, provides the context for the 
delivery of City services across all our priorities. Our culture guides the conduct, behaviours and 
actions to which we hold each other accountable. 
 
The culture of an organization has a major impact on the performance and reputation of an 
organization. It reflects the City’s values, drives high performance and engenders the trust and 
confidence of our citizens. Our culture was developed by a cross-section of employees with diverse 
backgrounds and experiences, from front-line to senior management and was endorsed by City 
Council through its adoption into the Strategic Plan. The culture revolves around five pillars: 
 
Collective Ownership  
We cooperate and collaborate; we support teamwork and breaking down silos. We build 
relationships across departments and divisions to achieve our objectives and bring the ideas of 
others forward. Each and all of us understand that what we do affects the work of others and the 
results we achieve. We are one City with one vision and one mission, serving our citizens and 
stakeholders.  
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Steadfast Integrity  
We build trust and demonstrate integrity in our work. We are direct and truthful individuals, 
accountable for doing what is right. We can be trusted to perform in an accountable and respectful 
manner.  
 
Courageous Change  
We embrace innovation, creativity and risk taking. We support, discuss and proceed with innovative 
ideas and actions to continuously improve our service delivery. We make evidence-based 
recommendations.  
 
Sensational Service  
We are passionate about customer service and service delivery excellence. We take a citizen-
centered approach to providing exceptional service in a timely and responsive manner. We 
communicate in an open and transparent manner, especially when mistakes occur. We take pride in 
our work as public servants, serving our community. Performance measurement is a cornerstone to 
our service delivery.  
 
Engaged and Empowered Employees  
We invest in our employees, support and empower them to improve performance and be 
accountable for results. We communicate clear purpose and direction, build relationships through 
ongoing communication, regularly invite input and feedback, and treat employees equitably. We 
create a work environment where there is continual development, respect and recognition. Our 
employees are trusted, inspired to do their best work, and would not hesitate to recommend the City 
of Hamilton as a great place to work. 
 

Our Strategic Plan Priorities 
Council is considering their Strategic Plan Priorities on March 24, 2023 at a Special General Issues 
Committee meeting; therefore, this section will be updated accordingly after that date. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Appendix “B” to Report CM23029 
Page 9 of 62Page 23 of 99



 Local Boards within the City’s Governance Structure                            
 

Standing Committees 
 
A standing committee is a Committee established by City Council, comprised entirely of members of 
City Council, to carry out duties on an ongoing basis, as specified by City Council, and that reports 
directly to Council.  
 
There are six Standing Committees, which all meet bi-monthly except the Public Health Committee 
which meets monthly: 
 
• General Issues Committee 
• Planning Committee 
• Public Works Committee 
• Public Health Committee 
• Audit Finance and Administration Committee 
• Emergency and Community Services Committee 

 
Sub-Committees 
 
A sub-committee is a committee established by City Council, comprised of some members of City 
Council and in certain circumstances also members of organizations and/or citizen members 
(YOU).  Sub committees report up to an assigned standing committee with members of sub-
committees being appointed by City Council.  
 
Advisory Committees 
 
An advisory committee is established by City Council for the purpose of providing advice on matters 
that are related to the specific mandate of the committee, comprised of a group of appointed 
citizens (YOU). An advisory committee is accountable to City Council for its actions through the 
appropriate Standing Committee to which they report. 
 
An advisory committee member is recruited based on their understanding of and expertise around 
the advisory committee’s mandate and willingness to volunteer their time. 
 
Task Forces 
 
A task force is established by City Council for the purpose of providing advice on matters related to 
a specific mandate of the task force, comprised of a group of appointed citizens (YOU). A task force 
is accountable to Council for its actions through the appropriate Standing Committee to which they 
report. 
 
A task force member is recruited based                 on their understanding of and expertise around the task 
forces’ mandate and willingness to volunteer their time. 
 
Working Groups 
 
Advisory committees/task forces are encouraged to create working groups, if required, to enhance 
the efficiency of meetings or to work on a specific project/event identified in the committee’s 
workplan. The nature of working groups are unique, given their mandate, projects and scope.  
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Working groups are normally comprised of advisory committee/task force members, however, when 
required, volunteers may be called upon for their expertise to assist a working group in completing 
their mandate. 
 
Board and Shareholders 
 
Where City Council acts as the Shareholder or the Board of Directors, or both, of a corporation, 
Council meets as the Shareholder or the Board of Directors as necessary to complete such business 
as would normally be completed by the Shareholder or Board of Directors and as required by the 
corporation’s by-laws and resolutions and any laws that govern the corporation. 
 
Tribunals 
 
The City’s tribunals comply with Statutory Powers Procedure Act and do not report to City Council, 
they are autonomous bodies, whereby they govern themselves. 
 

Relationship: Council and Local Boards 
The following chart illustrates the reporting relationship between City Council, Standing 
Committees, Boards, Shareholders, Sub-Committees, Advisory Committees/Task Forces, Working 
Groups: 
 

 
 
 
 
 
 

STANDING COMMITTEES 
(General Issues Committee, Public 
Health Committee, Emergency and 
Community Services Committee, 

Planning Committee, Audit, 
Finance and Administration 
Committee, Public Works 

Committee)

BOARDS AND 
SHAREHOLDERS

CITY COUNCIL                                            
Mayor and 15 Councillors

SUB 
COMMITTEES

ADVISORY 
COMMITTEES/

TASK 
FORCES
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Terms of Reference 
 
Each local board operates within a City Council approved terms of reference document that 
provides a framework for the function of the local board. The most vital piece of a terms of reference 
is your local board’s mandate. The local board’s mandate sets forth the topics and areas of 
jurisdiction that your local board may discuss and provide advice to City Council on. Review your 
local board’s mandate and if you have questions you may connect with your Staff Liaison, Clerk or 
the Chair of the local board for further clarification. 
 
In addition to setting forth the mandate, the terms of reference provides guidance on the following 
areas: 
 
• meeting frequency 
• local board composition 
 
Link to Local Board Listing page https://www.hamilton.ca/city-council/council-committee/council-
committee-meetings/committee-listing 
 
The Terms of Reference template is attached to this handbook as Appendix ‘A’. 
 

Professional Working Relationship 
 
All local board members work with City Council and City staff in a professional working relationship. 
All partners in the relationship must demonstrate a commitment to communication and consultation 
among themselves and the general public and respond based upon areas of expertise. 
 

What Advisory Committees/Task Forces Do  
Advisory Committees/Task Forces 
 
Advisory committees and task forces play an important role in providing resident input on proposed 
policy and City initiatives and is often used as another way to connect directly with the broader 
community. Advisory committees and task forces have a clearly defined terms of reference 
document which provides the committee’s mandate and outlines parameters for committee activity.  
 
Advisory committees/task forces review or provide advice to City Council and staff on mandated 
matters; assist in public consultation processes and committee work; and liaise with other advisory 
committees/task forces. Some advisory committees/task forces also organize and participate in 
community events. Being a member of an advisory committee/task force offers residents a unique 
chance to volunteer their highly valued skills, diversity and knowledge to strengthen our shared 
sense of community. 
 
Working Groups 
 
Advisory committees/task forces are encouraged to create working groups, if required, to enhance 
the efficiency of meetings or to work on a specific project/event identified in the committee’s 
workplan.  
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Working group meetings are held separately as needed and operate by consensus rather than by 
formal motions. The advisory committee’s/task forces’ Staff Liaison shall not attend these meetings.  
A working group member present must take notes and provide them to the Chair and Staff Liaison 
before the next regular meeting. The working group notes are circulated to the advisory 
committee/task force and filed accordingly. Working groups report to the advisory committee/task 
force and do not make independent decisions or take action that is not agreed upon by the advisory 
committee/task force at a regular meeting. The chair of a working group is chosen by the majority of 
the working group members. 
 
Working group membership shall be maintained at less than a quorum number of the advisory 
committee/task force membership (i.e. if the advisory committee’s/task forces’ membership is 10, 
their quorum is 5, therefore, all of the advisory committee’s/task forces’ working groups are to 
maintain a maximum membership of 4 members).  
 
What Sub-Committees Do 
 
City Council may establish a sub-committee to focus on a particular task or area, thereby, 
delegating City Council’s many responsibilities to smaller groups, who report to their respective 
Standing Committee.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Appendix “B” to Report CM23029 
Page 13 of 62Page 27 of 99



 Applicable Municipal By-Laws and Policies                                        
 

Appointment and Recruitment Process 
 

The public appointment policy sets forth the way in which members of the public are appointed to 
local boards of City Council and outlines the general recruitment process. 
 
Each local board is encouraged to complete a Roles, Responsibilities and Expectations document 
for review and information for all new applicants.  This will help all new applicants to understand the 
workload and expectations when participating on the local board. 
 
All existing members will be notified, by the Staff Liaison or Clerk, of the recruitment posting for the 
new term of Council. 
 
All applicants, including those who are reapplying to serve, must submit an application and if 
applicable, attend an interview with the respective Standing Committee’s Interview Sub-Committee. 
 
A report from the respective Standing Committee’s Interview Sub-Committee is generated by the 
Office of the City Clerk and provided to Council in closed session (in private) where they will make 
their final decision and you will be notified by the Office of the City Clerk of the outcome of your 
application. 
 
Any applicant wishing to withdraw their name from the recruitment process, shall notify the Office of 
the City Clerk at clerk@hamilton.ca.  
 
The City of Hamilton’s Policy respecting the Appointment of Citizens to the City’s Local Boards is 
attached to this handbook as Appendix ‘B’. 
 

Code of Conduct for Local Boards  
 
The Code of Conduct for Local Boards applies to all appointed members of a City of Hamilton Local 
Board. The Code of Conduct for Local Boards is in response to Bill 68 which came into effect in 
2017, which sought to enhance local government accountability and integrity across the Province by 
requiring municipalities to have a Code of Conduct for members of municipal Councils and Local 
Boards and Committees. 
 
The Code of Conduct for Local Boards outlines how members of Local Boards are to adhere to the 
highest standards of personal and professional competence, integrity and impartiality and provides 
guidance to members, by way of establishing a set of principles to support them in conducting their 
day-to-day committee business in a manner which promotes public confidence. A copy of the Code 
of Conduct for Local Boards is attached to this handbook as Appendix ‘C’. 
 
The Code of Conduct for Local Boards includes several key areas: 
• Member conduct; 
• Use of City resources; 
• Media communications; and 
• Improper use of influence. 

 
The Integrity Commissioner will provide all training on the Code of Conduct and Municipal Conflict 
of Interest Act.  It will be scheduled with each new term of Council for all members of Local Boards.   

 

Any appointees after the initial recruitment will be provided access to online training modules to 
complete this training. 
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Council Procedural By-Law 
 
Section 238 of the Municipal Act, 2001 requires that Council of the City of Hamilton adopt, by By-
law, procedures governing the calling, place, and proceedings of meetings. 
 
The Council Procedural By-law provides the rules of procedure that are observed in all in-person / 
virtual / hybrid proceedings of Council and shall be the rules for the order and dispatch of business 
in Council and unless specifically provided, with necessary modifications, apply to all Committees. 
 
The rules of procedure 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; and 
3. Only one topic will be considered at a time. 
 
Link to the Procedural By-law: https://www.hamilton.ca/sites/default/files/2022-12/21-021-
consolidated-12.07.2022.pdf  
 
Multi Year Accessibility Plan 
 
The City of Hamilton is committed to ensuring that Council, all levels of corporate management 
and staff, plan, implement and evaluate strategies and opportunities that sustain and maintain the 
rights of persons with disabilities and their families to barrier-free programs, services and 
opportunities. In so doing, the City implements the Accessibility for Ontarians with Disabilities Act, 
2005 according to the legislation’s standards for:  
 
• Information and Communications;  
• Employment;  
• Transportation;  
• Design of Public Spaces (Built Environment); and  
• Customer Service 
 
All employees, volunteers and all other persons or organizations who provide goods, services or 
facilities on behalf of the City of Hamilton perform the work to achieve the goals outlined by the Multi 
Year Accessibility Plan. 
 
Link to the Multi Year Accessibility Plan - https://www.hamilton.ca/people-programs/equity-diversity-
inclusion/accessibility-services/multi-year-accessibility-plan  
 
Accessible Standards for Customer Service AODA  
 
The City of Hamilton is committed to providing customer service to persons with disabilities in a 
manner that:  
 
•  respects their dignity and independence;  
• is integrated as fully as practicable into the method of service delivery; 
•  ensures reasonable efforts are made to provide equitable opportunities to accessing goods and 

services;  
•  allows persons with disabilities to benefit from the same services, programs and opportunities in 

ways that are based on their own needs and self-determination. 
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Member Training 
 
The Office of the City Clerk is committed to ensuring all citizen appointees to the City’s local boards 
are trained, providing the following training information and reference documents to all citizen 
appointees to the City’s local boards: 
 
• orientation for citizen appointees to the City’s local boards provided by the Staff Liaison 
• current Procedural Handbook for Citizen Appointees to City of Hamilton Local Boards 
• relevant City policies (Appointment, etc.) 
• Code of Conduct for Local Boards 
• Municipal Conflict of Interest Act 
• Local boards Terms of Reference  
• Accessibility Standards for Customer Service AODA e-learning Program 

 
Any appointees after the initial recruitment will be provided access to online training modules to 
complete this training. 

 
Communicate Changes to the Office of the City Clerk 
 
Please note your appointment is conditional upon you continuing to meet the      following criteria for 
the duration of your term: 
 
• resident of the City of Hamilton or operating a business in the City of Hamilton 
 
If there is any change in your personal circumstances as described above, you must notify the 
Office of the City Clerk immediately. 
 
Attendance 
 
Local board members are expected to attend every committee meeting. When a member is unable 
to attend a meeting, they are to notify the Staff Liaison as soon as possible so it can be determined 
if quorum will be attained.  
 
When a member misses more than three (3) consecutive meetings during their term, the Chair, after 
hearing and considering any explanation provided by the member, may ask the member to resign, 
or request that Council remove the member. 
 
Resignations 
 
Local Board members wishing to resign their appointment mid-term shall submit their resignation in 
writing, by either email or by completing the Local Board Member Resignation Form, attached to 
this handbook as Appendix ‘D’, to the respective Staff Liaison, who will forward the form or the email 
to the respective Legislative Coordinator, in the City Clerk’s office, stating which local board the 
member is resigning from and general reasons why (the inclusion of private/personal information is 
not required). 

 
The local board member’s resignation will be placed on an upcoming Standing Committee or 
Council Agenda (depending on its time sensitivity) to be formally received by Committee/Council, 
followed by the Office of the City Clerk initiating the filling of the vacancy, as per City of Hamilton 
Policy respecting the Appointment of Citizens to the City’s Local Boards (Appendix ‘B’) 
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Local Board Members and Running for Office 
 
No member, while identifying themselves as a member of a Local Board, shall undertake any 
election campaign or election-related activities or work on, fund-raise, endorse or otherwise 
contribute to the election campaign of any person running in the municipal election for the 
municipality where the member serves on the Local Board. 
 
Please refer to Rule 5: Election Campaigns, within the Code of Conduct for Local Boards (Appendix 
‘C’) 
 
Any member of a Local Board wishing to run for political office, should consider connecting with the 
Integrity Commissioner to seek advice to avoid any conflicts. 
 
Confidentiality 
 
Local Board members’ personal contact information is considered confidential. Membership lists 
containing personal contact information are only accessible by local board members and City staff. 
If a member of the public wishes to speak to a local board member, the Staff Liaison will provide the 
inquirer’s contact information to the local board member for a direct response. 
 

Federal and Provincial Laws 
 
Citizen Appointees to City of Hamilton Local Boards shall abide by all applicable Federal and 
Provincial laws during the performance of their duties. 
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Advisory Committee/Task Force Positions 
Advisory committees/task forces can be made up of a combination of the following: 
 

Position Role 
Chair runs the advisory committee/task force meetings and 

enforces rules of procedure under the Procedural By-Law 
(21-021) – a voting member 

Vice-Chair fulfills the role of the Chair in the Chair’s absence –          
a voting member 

Secretary records without note or comment all resolutions, decisions 
and other proceedings at the meeting – a voting member 

Advisory committee/task force 
member 

participates in all meetings and votes on all motions 

Council Representative(s) provides advice to the advisory committee/task force from 
a council perspective when attending a meeting, shall be 
counted for the purposes of quorum – a non-voting 
member 

Staff Liaison provides a single point of contact with City staff and 
provides procedural advice and administrative support to 
the advisory committee/task force 

Legislative Coordinator to the Standing 
Committee 

provides assistance to the Staff Liaison and coordinates 
the inclusion of the advisory committee/task force minutes 
and Citizen Committee Reports (CCRs) in the standing 
committee agendas 

Working Group member advisory committee/task force member who participates in 
a working group with voting privileges 

Working Group Chair leads the working group formed by the advisory 
committee/task force – a voting member 

 

Election of Chair and Vice Chair 
 
The Staff Liaison conducts the Election of Chair and Vice Chair at the first regular meeting of the 
year.  A Chair or Vice-Chair may serve as Chair or Vice-Chair for more than one year in a Council 
term. All voting Committee members are eligible for election as Chair and Vice-Chair. 
 
A Chair or Vice-Chair serves their role until a new Chair or Vice-Chair is elected. 
 

Role of the Chair 
 
The Committee Chair: 
 

• provides leadership to the committee and mentors the Vice-Chair 
• works with the Secretary to prepare agendas 
• works with the Staff Liaison to prepare budgets and work plans  
• presides over meetings to ensure that proceedings are conducted in an appropriate and orderly 

manner 
• monitors the committee’s adherence to corporate policies and assists members to follow               

corporate policies and procedures 

Advisory Committee/Task Force Roles and Responsibilities 
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• is the official spokespersons on behalf of the committee, as per Appendix ‘E’ - Standard 

Operating Procedure #08-001 – Communicating with any outside agencies, including other levels 
of Government and the media 

• Note: The Vice-Chair fulfills the role of the Chair in their absence. 
 
Responsibilities of the Chair before meetings 
 
The Chair must perform the following duties before each meeting: 
o confirm the accuracy of the minutes to be presented to the committee for confirmation 
o work with the Secretary to prepare the agenda a week to ten days before the meeting to: 

• ensure items of interest are included on the agenda; 
• understand what action should be taken on each agenda item (e.g. for information only or 

requires a motion); 
• understand the time allotted for each item to ensure completion of the full agenda; and 
• understand background documents, correspondence, reports, and any other material to be 

discussed. 
 
Responsibilities of the Chair during meetings 
 
The Chair must perform the following duties during each meeting: 
 

At the start of the meeting 
• ensure there is a quorum so the meeting can begin 
• declare formally the meeting “open” 
• welcome guest speakers, other visitors, and new members. 
 
Throughout the meeting 
• preserve order and decorum 
• manage the discussion to ensure the agenda is completed in a timely manner 
• rule on points of order and not waiver on a decision, unless a member appeals it to the 

committee as a whole 
• never interrupt a speaker except to rule on a point of order 
• prevent members from deviating from the order of business on the agenda 
• conduct the meeting impartially 
• ensure all tasks are distributed equally. 
 
During meeting discussions 
• allow one speaker to speak at a time 
• state the order in which members may speak when more than one person wants to address the 

topic 
• ensure all members have been heard who wish to address an issue 
• reserve comments on an issue until all other members have been heard 
• ask questions and call for specific ideas when discussion lacks direction 
• summarize the discussion 
• guide members towards making a decision 
• turn the Chair over to the Vice-Chair or designate if you feel strongly about an issue and want to 

speak on it. 
 

Meeting voting and motions 
• read the motion to the members before voting 
• address amendments to a motion prior to voting on the full motion 
• ask for a vote and declare the results of all votes 
• announce all decisions reached. 
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Adjournment 
Adjourn the meeting when: 
• all business on the agenda has been concluded, or 
• it is scheduled to be adjourned, or 
• the meeting is excessively disorderly, or 
• quorum is lost. 
 
Responsibilities of the Chair between meetings 
• represent the advisory committee at Standing Committee meetings and events when required 
• sign correspondence on behalf of the committee 
• monitor the progress of all committee tasks 
• act as a resource for all committee members and support their involvement 
 
Role of the Secretary 
The Secretary is a committee member who participates fully at every meeting and is assigned the 
responsibility of recording without note or comment all resolutions, decisions and other proceedings 
at the meeting (as per the Municipal Act, 2001) within the minutes of the meeting. 

Together with the Chair, prepare the agenda for all meetings and send to Staff Liaison for publishing 
within required timelines. 
 
Role of the Local Board Member 
 
Members are expected to participate and to help fulfill the Committee’s mandate in the Terms of 
Reference. This includes doing work outside of Committee meetings to advance the business of the 
work plan for the Committee. 
 
Members should be familiar with the committee’s Terms of Reference, the Roles, Responsibilities 
and Expectations of New Members and the mandated activities of the committee. 
 
Members should read the agenda before the meeting and come prepared to discuss each item and 
participate fully. 
 
Each Member will work with the Committee to develop and monitor an achievable annual work plan, 
based on corporate priorities identified within the City of Hamilton’s current Strategic Plan and 
Terms of Reference and ensure the plan identifies necessary detailed actions and resources 
required. 
 
It is the responsibility of the member to advise the Staff Liaison of their attendance at an upcoming 
meeting so quorum can be determined in advance of the meeting. Members who miss more than 
three (3) consecutive meetings during their term, may be asked to resign by the Chair, or Council 
may be requested to remove the member.  
 
A Council Representative(s) when attending an advisory committee/task force meeting, does not have 
voting rights, however, they shall be counted for the purposes of quorum. 
 
Members are to comply with the Code of Conduct for Local Boards, attached to this handbook as 
Appendix ‘C’ and are bound by the Municipal Conflict of Interest Act, found at the following link: 
https://www.ontario.ca/laws/statute/90m50 and explained further under section ‘Conflicts of Interest’. 
 
Members are required to, upon appointment and prior to attending their first meeting, sign the 
Acknowledgement Form (page 30 of the handbook) and forward it to their committee’s Staff Liaison. 
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Role of the Council Representative(s) 
A Council representative(s) is assigned to advisory committees to act as a liaison that provides 
guidance from the perspective of a City Council member and empowers effective volunteer 
performance. Each Council representative is required to attend at least one (1) meeting per year 
and when attending a meeting, shall be counted for the purposes of quorum without voting 
privileges. 
 
Role of the Staff Liaison 
 
The Staff Liaison provides each advisory committee with a single point of ongoing contact with City 
staff; and: 
 
• assists committees in their dealings with Council, staff, other levels of government, and 

community agencies including communication to and presentations/delegation requests at 
standing committee meetings; 

• must be present at all regular committee meetings, acts as a facilitator and provides procedural 
advice; 

• publishes the agenda to eSCRIBE; 
• distributes approved minutes of meetings to the respective Standing Committee’s Legislative 

Coordinator; 
• assists with membership interviews; 
• maintains membership records/committee files; 
• assists with budget preparation and monitoring and annual report formulation; 
• handles all financial transactions; 
• invites guest speakers, visitors, staff; 
• provides the meeting schedule and books the meeting room; 
• ensures that the committee’s meeting dates are included in the Council/Committee meeting 

calendar on the City’s website; 
• contacts members who are absent from three or more consecutive meetings to determine the 

reason for their absences; 
• manages public relations activities and creative services assistance; 
• provides advice on corporate policy and procedure; 
• assists the Committee to prepare an annual operating and capital budgets for submission by 

timeline and based on priorities and budget instructions; 
• ensures consistent and appropriate volunteer recruitment and recognition are maintained and 

volunteers are oriented to their responsibilities and understand the resources available to them; 
• ensures timely and accurate distribution of material; 
• assists the Committee with the development and implementation of an achievable annual 

communication plan, including up to date information for publication on the City’s website; 
• provides professional information based on the staff person’s area of expertise; 
• supports committee members awareness of the City’s activities in their area of expertise; 
• advises and consults with committees on reports being presented to standing committees; 
• ensures that the committee is adhering to its mandate; 
 
Staff Liaisons are not to be assigned tasks that should be performed by committee members.  
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 Local Board Meetings 
 

All local board meetings are considered public meetings, consistent with the City of Hamilton’s 
Procedural By-law and the Municipal Act. 
 
Meeting Frequency and Schedule 
 
Regular meetings are held based on an established frequency and are identified in the terms of 
reference. On occasion it may be necessary to hold a special meeting to deal with a specific issue 
or meet a deadline. Should this arise your Staff Liaison will guide the local board through the 
process. 
 
Meetings should start at the scheduled time and will be held at Hamilton City Hall unless an 
alternate location within the City of Hamilton has been agreed to by a majority of committee 
members. Meetings last approximately two hours. 
 
Meetings cannot start before the time listed on the meeting agenda. 
 
Working group meetings are held separately as needed and are not considered official meetings.  
 
Staff Liaisons are not required to attend working group meetings. 
 
Quorum 
 
Quorum must be met for a scheduled meeting to proceed. Quorum is the minimum number of local 
board members required to be present for a committee meeting to conduct business at a meeting. 
Quorum for each committee is half of the membership rounded up to the nearest whole number (i.e. 
an advisory committee with a membership of nine, requires five members to be in attendance to 
achieve quorum). If quorum is not met, the meeting may be rescheduled, cancelled or continue with 
information sharing only, as no decisions of committee can be made without a quorum present.  
 
The Secretary will produce a record of the meeting listing those who were in attendance and stating 
that quorum was not achieved; members are not required to stay if the meeting proceeds with 
information sharing. 
 
Cancellation of Meetings 
 
When a meeting must be cancelled in advance due to a lack of quorum, a lack of items and/or 
other special circumstances, the Staff Liaison will get the consent of the Chair, and send a 
Cancellation of Meeting email to the members. All local boards are required to provide at least two 
days’ notice prior to the time appointed for the meeting, when cancelling a meeting, if that notice is 
not provided, the meeting must be held and adjourned within the timelines in the Procedural By-
Law. 
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Agendas 
(a sample template for an agenda is attached to this handbook as Appendix ‘F’, for your reference) 
 
Distribution 
The Secretary prepares the agenda in consultation with the Chair and distributes the website link to 
the agenda to members in a timely manner via email. The agenda outlines the order of business for 
the meeting and ensures that notice of the proposed topics is provided to the members and to the 
general public. 
 
Accommodation will be provided under AODA for anyone who requires agendas in an alternate 
format. 
 
Additional Items for Agenda 
Following the distribution of the agenda, any additional items may be added to the Addendum or 
brought forward at the meeting under “Other Business” which takes place at the end of the agenda.  
 
Matters that are not considered time sensitive shall be listed on the agenda for the next meeting. 
 
Working Groups 
The working group member who is appointed as Secretary participates fully at the meetings and is 
responsible for producing and distributing agendas for working group meetings. 
 

Minutes 
(a sample template for minutes is attached to this handbook as Appendix ’G’, for your reference) 
 
Meeting minutes represent a succinct and accurate account of the business dealt with at the 
meeting and are not a verbatim report of dialogue during the meeting. The minutes provide a 
permanent and official record of all proceedings, policy and budgetary decisions made. Members 
are encouraged to maintain a personal set of notes identifying actions they are required to follow up 
with.  
 
The Staff Liaison will distribute the minutes as the minutes of the previous meeting in the upcoming 
meeting’s agenda. Minutes are posted on the City’s website and circulated to the members. Meeting 
minutes are approved by motion at the next regular meeting. 
  
Amendments to the minutes may be proposed by members, however, amendments are limited to 
corrections of factual errors or incomplete information only.  
 

Citizen Committee Reports 
(a sample template for a Citizen Committee Report is attached to this handbook as Appendix ‘H’, for your reference) 
 
When an advisory committee requires approval for any action, other than the actions listed below, 
from their respective Standing Committee, the advisory committee is required to prepare a Citizen 
Committee Report (CCR) with recommendations.  Recommendations: are proposals/requests from 
an advisory committee to their respective Standing Committee to approve, amend, cancel, consider, 
implement, direct staff respecting a matter, issue, project, service or program. 
 
Actions that don’t require the preparation of a CCR by an advisory committee or the consideration of 
their respective Standing Committee are: 
 

• approving a member’s delegation to their respective Standing Committee (a request in writing to 
the Clerk is required, please refer to the ‘Registering as a delegation’ section below); 

• establishing a working group; 
• requesting a presentation by an organization on matters within an advisory committee’s 
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mandate, at a future meeting; 
• approving the use of budgeted funds on approved expenditures; and 
• approving the removal of a member who has not been attending meetings as required, this must 

be presented to the Standing Committee in writing. 
 

Delegations at Local Board Meetings 
 
A delegation is a presentation to a local board made by a member of the public on their own behalf 
or on the behalf of a company or organization. 
  
Persons wishing to delegate on a matter that is not listed on a Committee agenda, shall make a 
request in writing to the Clerk (refer to the Registering as a delegation section below) and the Staff 
Liaison shall list the delegation request on an upcoming agenda. The requester will be notified of 
the date of the meeting where their delegation will be heard following Council’s ratification of the 
Committee’s Report. 
 
Persons wishing to delegate on a matter that is listed on the Committee agenda, shall make a 
request in writing (refer to the Registering as a delegation section below) to be listed as a delegation 
to the Clerk no later than 12:00 p.m. the business day before the meeting. If the Committee is 
meeting on a Monday, the deadline will be 12:00 p.m. on the Friday before. 
 
Delegations are generally heard at the beginning of a meeting and have a maximum of five minutes 
to speak. Following their delegation, members may ask questions of clarification only and are not to 
enter into debate with the delegate. 
 
Registering as a delegation 
All delegates (appearing VIRTUALLY or IN-PERSON) shall complete the “Request to Speak to a 
Committee of Council” form (available on the City’s website at https://www.hamilton.ca/city-
council/council-committee/council-committee-meetings/request-speak-committee-council  
 
Meeting Decorum 
 
All members must fully participate with open discussion and honest feedback.  
 
For courtesy and          efficiency, members must follow these ground rules: 
 
• respect the authority of the Chair 
• follow the procedural “rules of order” as guided by the Chair and the Staff Liaison 
• raise your hand to speak and wait to be acknowledged by the Chair 
• refrain from talking while another member has the floor 
• work with Members and the Chair to complete the business on the agenda on time. 
 
All members are to uphold the principles of the Code of Conduct. 
 
Speaking and Debate 
 
The meeting Chair is responsible for the decorum of the meeting and for supporting all members                      
to participate in the discussion. All members should share speaking time appropriately and make 
sure decisions are reflective of the Committee’s voting.  
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Meetings Open to Public 
 
All meetings (except working group meetings) are open to the public unless it is required that a 
closed (in camera) meeting be held in compliance with the Municipal Act, 2001 and the City’s 
Procedural By-law. Your Staff Liaison can advise on the rules pertaining to closed meetings. As per 
Section 9.2 of the Procedural By-law, a Committee of which at least 50% of the members are also 
members of Council can hold a closed (in camera) meeting, therefore, a local board with a majority 
of citizen members (i.e. an Advisory Committee) cannot hold a closed session meeting. 
 
A member of the public is there as an observer only and cannot participate in the discussion or ask 
questions. 
 
Additional Information 
 
The City’s Procedure By-law provides excellent information on how to conduct and participate 
effectively in meetings. Your Staff Liaison may also provide advice and guidance on                              
meeting procedures.  Training for Chairs, Vice Chairs and Secretaries will be provided by City Staff. 
 
Consultation on Staff Reports 
 
City staff will attend meetings to seek feedback on reports they are preparing for standing 
committees. At the meeting, staff will provide background on the report, answer questions of 
members and request the member’s feedback. The feedback received will be included in the 
‘Relevant Consultation’ section of the staff report. 
 
Committees may submit formal correspondence and/or a Committee member may attend the 
standing committee meeting to provide the committee’s feedback on a staff report. A motion is 
required to be passed at a meeting approving the committee’s submission of correspondence 
and/or the attendance of the committee’s Chair or designate as a delegate at a standing committee 
meeting. The content of the correspondence and/or the speaking notes of the Chair also require the 
committee’s approval. 
 
Members may choose to submit their own correspondence or register to speak at a meeting 
separate from the committee. It must be clear that the individual’s views are their own and not that 
of the committee. 
 
Committee Correspondence 
 
All correspondence for the committee’s consideration that is received by the Clerk, will be forwarded 
to the committee’s Staff Liaison for inclusion in the committee’s agenda. 
 
External Contacts 
 
Members are not to correspond or speak to any Ministries, any outside agencies, or the media on 
behalf of committee. 
 
The Chair is the official spokesperson on behalf of the committee with the Ministries, any outside 
agencies, or the media, as per Appendix ‘E’ - Standard Operating Procedure #08-001 – 
Communicating with any outside agencies, including other levels of Government and the media. 
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Use of Secondary Logos for Advisory Committees 
 
The development of secondary logos for promotional/educational purposes by a Committee should 
take place in consultation with the Communications division.  
 
The use of secondary logos for promotional/educational purposes by a Committee requires 
approval, subject to the following guidelines: 
 
(i) Requests for approval of a secondary logo developed with the assistance of 

Communications, is to be presented to the Governance Review Sub Committee for 
consideration and approval by the Committee’s respective Standing Committee and Council, 
prior to any use. 
 

(ii) The secondary logo, as per the Visual Identity and Branding Guidelines, must be of 
appropriate size relative to the intended purpose and should always sit side by side with the 
City of Hamilton logo (City of Hamilton always to the left) 
 

(iii) Design costs are to be funded by the Committee.  
 
Annual Reporting 
 
All advisory committees are required to submit an annual progress report highlighting the 
committee’s activities for the past year and work plan for the current year to their respective 
standing committee for review by November of each calendar year, in support of their budget 
request.  
 
Work Plan 
 
The work plan should include the committee’s objectives/priorities for the year, descriptions for 
each objective, resources required to complete the objectives and expected outcomes. 
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Motions 

A motion is a formal proposal made by a member during a meeting to express a position or 
authorize an            action. Possible motions may include: 
• approve the minutes of a previous meeting or adjourn the meeting 
• defer an item until a specified date 
• refer an item to a working group 
• amend an item 
• recess 

Managing Motions 
 
Motions should be within the scope of the committee’s terms of reference and be within their 
mandate.  
 
The following describes the process for managing motions during a meeting: 
 
1. A voting member moves a motion that is stated in the positive (not the negative), which is 

clear, succinct and actionable, to approve, authorize, support, direct, etc. A “seconder” (or 
another member voicing support of the motion) is necessary. 

2. The member must clearly state the motion. 
3. The committee discusses the motion and can make amendments* to the wording of the 

motion. 
4. The Chair must clearly restate the motion and call the vote once the discussion has ended 

with “all those in favour raise your hands” and then “all those opposed raise your hands”. 
5. The Chair announces the result of the vote as Carried or Defeated. 
6. The secretary records any motions that are Carried or Defeated in the minutes.  
 
Here are two examples of wording for a motion: 
 
• That the February 9, 2022 minutes of the Advisory Committee, be approved. 
• That Jane Doe be authorized to make a presentation on behalf of the Advisory Committee at the 

Standing Committee meeting when the climate change initiatives are to be considered.  
 

* An amendment is considered a minor change or addition designed to improve the wording and must 
be 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”. 
 
Guidelines for Voting 
 
Motions must always be voted on following these guidelines: 
 
• Only committee members are permitted to vote. 
• All members in attendance (including the Chair) are required to vote, unless a member(s) has 

declared a ‘disqualifying interest’.   
• Failure to vote will be deemed to be a negative vote. 
• When there is a tie vote, the motion is defeated. 
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 Advisory Committee Budgets 
 
Advisory committees are required to prepare and submit an annual budget with the assistance of 
the Staff Liaison which is based on the annual work plan for the upcoming year and supports the 
committee’s mandate as outlined in the terms of reference. All advisory committee workplans that 
will include budget requests will go to Council for approval in the first quarter of the calendar year. 
Once approved by Council the Staff Liaison will advise of the final budget that has been approved. 
 
Volunteer (Advisory) Committee Expenditures 
 
As per the approved Financial Policies/Guidelines (Report FCS02074, Funding Process for 
Volunteer Committees), only the following administrative expenditures would be covered: 
 
 Copying/printing 
 Refreshments (water, juice, coffee, snacks, no meals) 
 Postage/Mailing 
 Advertising 
 Equipment rental 
 Associated seminar/workshop costs 
 Supplies 
 
These types of expenditures do not include any special event or project initiative costs that are 
approved as part of the Business Planning/Budget Submissions by the volunteer committees.  In 
total, the actual expenditures should not exceed that budgeted allocation for the committee. 
 
As per the recommended funding strategy for 2006, the volunteer committee costs and budget will 
remain centralized in the Legislative Department.  However, with increased opportunity for 
accountability (through Year-in-Review (YIR) and in-year expenditure summaries and liaison with 
the volunteer committee), the applicable Department is ultimately responsible for the expenditures 
incurred by the volunteer committee.  As such, any financial policies or guidelines should reflect 
those of the Department.  For example, if a particular group desires to accept donations to assist 
with their mandate, existing departmental policies and procedures must be adhered to.  If a policy 
does not exist then one should be developed (with assistance from applicable areas such as Legal). 
 
As previously mentioned, the previous year’s allocation will be the base budget for the current year.  
If the department realizes the need for additional funding for a particular volunteer committee, a 
base budget transfer could occur (permanent), a one-time funding source could be recognized (one-
time) or Council could adjust the allocation during the budget process.  Fundraising opportunities 
should always be investigated by volunteer committees.  The establishment of a volunteer 
committee reserve may also assist future financial pressures.  
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Requests for Unbudgeted Expenditures 
 
If the Advisory Committee wishes to establish a reserve account for their surplus of operating funds, 
they should seek advice from their Staff Liaison and Finance staff. 
 
 Upon request by a volunteer committee, staff will transfer unused funds, for a specific year, to a 

volunteer committee reserve 
 The reserve will be tracked for each volunteer committee 
 The volunteer committee must specify a reason to transfer the unused funds to the reserve 

minimum of 10% of the budget must be available for transfer to the reserve  
 The funds will be used by the volunteer committee to fund future events/projects or by Finance 

to offset unfavourable variances incurred by the volunteer committee  
 Reserve transfers will be subject to an overall corporate surplus 
 The maximum reserve balance per volunteer committee is double their budget allocation 
 If a volunteer committee is discontinued, any reserve balance will be transferred to the operating 

budget 
 When the volunteer committee submission is brought forward to the Standing Committee in the 

fall, the volunteer committee will indicate if and why they will be seeking funding from their 
reserve; This will eliminate the need for a separate report as the use of reserves must be 
approved by Council; A similar recommendation to the following should be used: 
 
o That for 20XX, the ___________________ Committee be authorized to use up to 

$XXX from the Volunteer Committee Reserve for ______. 
 

 Funds raised through fundraising activities will be treated separately and not be subject to these 
guidelines 
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 Conflicts of Interest 
 

The Municipal Conflict of Interest Act applies to elected officials and appointed members of advisory 
committees and boards.  The legislation requires a member who has a ‘disqualifying interest’ or a 
‘non-disqualifying interest’ with regards to any matter under consideration, to declare their interest. 
 
A disqualifying interest is an interest in a matter regarding which a reasonable person fully 
informed of the facts and circumstances would conclude that the Member could not participate 
impartially in the decision-making process related to the matter either because to do so would not 
be in compliance with the Municipal Conflict of Interest Act, or, because the Member’s relationship 
to persons or bodies involved in the matter or affected by the decision is so close, a reasonable 
person would conclude that the Member could not effectively carry out their public duty with 
impartiality. 
 
A non-disqualifying interest is an interest in a matter that, by virtue of the relationship between 
the Member and other persons or bodies associated with the matter, is of such a nature that a 
reasonable person fully informed of the facts and circumstances would conclude that the Member 
could still participate impartially in the decision-making processes related to the matter only so long 
as: 
 
The Member fully discloses the interest so as to provide transparency about the relationship; and 
 
The Member states why the interest does not prevent the Member from making an impartial 
decision on the matter. 
 
Members who believe they have a ‘disqualifying interest’ and ‘non-disqualifying interest’ in a matter 
on a committee agenda shall: 
 
• Declare the ‘disqualifying interest’ and ‘non-disqualifying interest’ at the start of the meeting. 
• Refrain from discussion and voting on the matter if your declaration is a ‘disqualifying interest’ 
• If your declaration is a ‘non-disqualifying interest’ you may discuss and vote on the matter. 
• Complete a statement of ‘disqualifying interest’ and ‘non-disqualifying interest’ and submit it to 

their Clerk. 
• Any member seeking advice on conflicts of interest, should seek advice from the city’s Integrity 

Commissioner.  
 
All declarations of ‘disqualifying interest’ and ‘non-disqualifying interest’ are recorded in the meeting 
minutes. The City is required to maintain a registry of all declarations of ‘disqualifying interest’ and 
‘non-disqualifying interest’ made by members. As an advisory committee member, you are subject 
to the Municipal Conflict of Interest legislation and must follow the legislation and the City’s process: 
 

1. Declare the ‘disqualifying interest’ and ‘non-disqualifying interest’ at the meeting for the minutes. 
2. When filing a ‘disqualifying interest’ and ‘non-disqualifying interest’ declaration, use the 

appropriate form, as attached to this handbook as Appendix ‘I’ – Disqualifying Interest or 
Appendix ‘J’ – Non-Disqualifying Interest. 

3. Forward the completed form to the Office of the City Clerk clerk@hamilton.ca and the 
committee’s Staff Liaison 

4. The ‘disqualifying interest’ and ‘non-disqualifying interest’ will be posted to the 
https://www.hamilton.ca/city-council/council-committee/council-committee-meetings/conflict-
interest-registry.  
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 Records Retention 
 

Records Held by Committee Members 
 
During the course of conducting municipal business, a great deal of records and information is 
created. The City is required to manage and retain corporate records in accordance with provincial 
legislation (the Municipal Act, and the Municipal Freedom of Information and Protection of Privacy 
Act (MFIPPA) and municipal by-laws). 
 
A record is defined in MFIPPA as “any record of information however recorded, whether in printed 
form, on film, by electronic means or otherwise.” This definition is deliberately broad to encompass 
new and emerging technologies. Records include, for example: 
 
• emails including any text messaging or other forms of electronic communication 
• reports, correspondence, notes, etc. 
• data in databases 
• office and working files 
• written and post-it notes 
• notebooks, day-timers, journals, etc. 
• invoices, expense claims, accounting records, etc.; and 
• maps, drawings, photos, audio files or video tapes, etc. 
 
As a citizen appointed member to a Local Board, you will receive and create information on behalf 
of the City. Any records you create or have in your possession that relate to the business of the 
board or committee are considered corporate records. 
 
They are not your personal records even if the records were sent from your personal email address. 
The content of the records and the fact that it relates to your participation and activities on the board 
or committee makes it a corporate record. 
 
Citizen appointed members of a Local Board should keep records organized and accessible to 
ensure prompt availability if they are requested to disclose them. 
 

Access to Records 
 
The Municipal Freedom of Information and Protection of Privacy Act (MFIPPA) applies to all 
municipalities in Ontario, as well as school boards and police services. MFIPPA has two 
fundamental purposes: 
 
• Every person has a right of access to a record or part of a record in the custody or under the 

control of the City 
• Provides individuals with right to access their own personal information and requires that 

municipalities protect personal information in their care 
• MFIPPA supports the belief that every record held by a municipal body, is subject to release. 

There are limited exemptions from release which are designed to: 
o protect against the unreasonable invasion of personal privacy 
o prevent unfair advantages occurring in commercial or government transactions 
o protect law enforcement activities, and 
o safeguard the business conducted by government 
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Personal information is defined in MFIPPA as “recorded information about an identifiable 
individual…” and includes anything that can identify the individual. This may include photographs, 
videos, audio recordings, identifying numbers like drivers’ license numbers and dates of birth, 
physical attributes/ biometric information, health information, financial information, their opinions or 
beliefs. 

Citizen appointed members of the City’s Local Boards have no greater right to City records than a 
member of the public. The City has made significant efforts to make information available on the 
City’s website: 

 The City of Hamilton makes all legislative information excluding and confidential information 
available through the City Clerk’s webpage: https://www.hamilton.ca/city-council/council-
committee/council-committee-meetings  

 City By-laws: 
https://www.hamilton.ca/city-council/by-laws-enforcement/search-by-laws 

 Open data Program: 
https://www.hamilton.ca/city-council/data-maps/open-data 

 Routine Disclosure and Active Dissemination (lists of information made available by City 
departments):  
https://www.hamilton.ca/city-council/accountability-transparency/routine-disclosure-active-
dissemination  

 
Protection of Privacy 
 
As a committee member, representing Council and the City, you are subject to MFIPPA. 
 
Members, who during the performance of their duties, receive access to personal information have 
a responsibility to protect that information, to only use it for the purpose for which it was intended 
and must take appropriate measures to ensure the personal information is protected and not 
inappropriately disclosed. 
 
Please refrain from: 
 
• leaving records containing personal information in your car, in your home or in areas where 

others may have access to it 
• discussing personal information of others in open areas 
• disclosing an individual’s personal information during a public meeting without their written 

consent 
 
When you are creating records as a committee member, you should not consider them private, 
keep access in mind and ensure that personal information is protected.  Any questions regarding 
MFIPPA should be referred to the Clerks Office. 
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Clerk’s Contact Information 
 

Depending upon which Standing Committee, the Committee reports through (please refer to the 
Relationship: Council and Committees section to determine which Standing Committee your 
advisory committee reports through), please contact the one of following Clerk’s Division staff: 
 

Planning Committee 
 
Lisa Kelsey 
Legislative Coordinator 
Phone: (905) 546-2424 ext. 4605 
Fax : (905) 546-2095  
E-mail: Lisa.kelsey@hamilton.ca 
 

Audit, Finance & Administration 
Committee 
 
Tamara Bates 
Legislative Coordinator 
Phone: (905) 546-2424 ext. 4102 
Fax : (905) 546-2095  
E-mail: tamara.bates@hamilton.ca  
 

Emergency and Community 
Services Committee 
 
Loren Kolar 
Legislative Coordinator  
Phone : (905) 546 2424 ext. 2604 
Fax : (905) 546-2095  
E-mail: loren.kolar@hamilton.ca 
 

General Issues Committee 
 
Angela McRae 
Legislative Coordinator 
Phone: (905) 546-2424 ext. 5987 
Fax : (905) 546-2095  
E-mail: angela.mcrae@hamilton.ca  
 

Public Works Committee 
 
Carrie McIntosh 
Legislative Coordinator  
Phone : (905) 546 2424 ext. 2729 
Fax : (905) 546-2095  
E-mail: carrie.mcintosh@hamilton.ca  

Public Health Committee 
 
Matt Gauthier 
Legislative Coordinator 
Phone: (905) 546-2424 ext. 6437 
Fax : (905) 546-2095  
E-mail: matt.gauthier@hamilton.ca 
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 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 miss more than three consecutive (3) meetings during my term, the Chair, after 
hearing and considering my explanation, may ask me to resign. 

2. I will exercise all of the roles and responsibilities of a member of the body to which I have 
been appointed. 

3. I shall respect and co-operate with the other local board members and City staff. 

4. I shall not disclose to any member of the public any confidential or personal information, 
acquired by virtue of my position. 

5. As a volunteer Committee member, I have received and read of the Procedural Handbook for 
Citizen Appointees to City of Hamilton Local Boards. 

6. I acknowledge that the meetings are public, livestreamed, recorded and archived on the 
City’s website for future viewing. 

7. I hereby confirm that I have read and understand the Code of Conduct for Local Boards and 
agree to abide by it. 

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) 

 
 
Please scan and email this page to your Staff Liaison.     Thank you! 
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Appendix ‘A’  

Terms of Reference Template 
 

Local Board Name 
Terms of Reference 

Established by Council on (date) 

Purpose 
Describe the purpose of the local board (what the local board will do, why it was 
created) 

Scope 
Clearly describe what is in and out of scope for the local board 

Authority 
Forwards recommendations for approval through (Advisory Committee - Citizen 
Committee Reports or Sub-Committee Reports – Sub-Committee) to the (Standing 
Committee the local board reports to) and when directed by Council provides input 
and advice on (matters within the local board’s scope) 

Membership 
Type (members of Council, citizens, representatives from an organization, etc.) and 
number of members (by type) and how the meeting will be chaired (Chair/Vice-Chair 
or Co-Chairs)  
Staff Resources: 
(list by title only) 

Meeting arrangements 
Meets (frequency (monthly, quarterly, at the call of the Chair)) at (location).  
 
When the (local board’s name) holds a ‘meeting’ as that term is defined in the 
Municipal Act, 2001/ the City’s Procedure By-law, the local board must comply with 
the open meeting provisions of the Municipal Act, 2001 and/or the City’s Procedure 
By-law as applicable. 
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Reporting 
Reporting to Council, through the (Standing Committee the local board reports to).  

Review 
The Terms of Reference are the be reviewed annually, any revisions for approval 
are to be presented to the (Standing Committee the local board reports to), through 
a (Citizen Committee Report for Advisory Committees or through a Sub-Committee 
Report). 
 
 
Revisions approved by Council (date(s)): 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Appendix “B” to Report CM23029 
Page 36 of 62Page 50 of 99



Appendix ‘B’ 
Corporate Policy 
Hamilton City Council –  
Appointment of Citizens to the City’s 
Local Boards  

Policy Alignment: Municipal Act 2001,  
as amended 
 
Council Approved: March 2017 
Revisions: September 18, 2018, 
December 15, 2021, July 8, 2022, August 
12, 2022, September 28, 2022 and March 
29, 2023   

Policy No: # Page 1 of 8 
 

Purpose 
 
The City of Hamilton recognizes the importance and value of involving residents to help shape City 
projects, policies and initiatives. Engaging residents on issues that affect their lives and their City is a 
vital component of a well-functioning democratic society and is a key priority of the City’s 25-year 
Community Vision. Hamilton is committed to creating and nurturing a City that is welcoming and 
inclusive where citizens of all ages, backgrounds, and abilities have the chance to participate in 
meaningful engagement opportunities. 
 
The purpose of this policy is to outline the process to appoint citizens to the City’s Agencies, Boards, 
Commissions, Advisory Committees and Sub-Committees, including: 

• The eligibility criteria  
• Public Notice 
• Recruitment  
• Public information sessions  
• Description of the selection process for: 

o Local Boards (excluding Advisory Committees) 
o Advisory Committees (excluding the Hamilton Indigenous Advisory Committee) 
o the one Citizen Appointment to the Hamilton Police Services Board  
o the Hamilton Indigenous Advisory Committee 
o Local Boards Established during the Term of Council 

• Selection Committee & Interview Sub-Committee Guiding Principles 
• Description of the Interview Process 
• The Roles and Responsibilities Appointed Citizens  
• Appointment at Pleasure of Council 
• The Filling of Vacancies during the Term of Council 
 

Eligibility 
 
1. The Selection Process is open to all residents and business owners of the City of Hamilton 

who are at least 18 years of age, unless otherwise stated (Note:  Additional requirements may 
be requested by the individual Local Board, if they are governed by separate legislation, 
policies or mandates);  

 
2. City Council wishes to ensure that its Local Boards reflect the diverse nature of the City of 

Hamilton’s population and encourages all residents to apply for appointment opportunities.   
 
3.  The Agencies, Boards, Commissions, Advisory (Volunteer) Committees and Sub-Committees 

should reflect the diversity of the City of Hamilton’s population, and are committed to being 
inclusive and equitable for all involved. All residents are encouraged to apply for appointment 
opportunities. 
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Corporate Policy 
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Public Notice 
 
4. The City Clerk’s Office advertises for citizen member vacancies on the City’s Local Boards in 

the Hamilton Spectator and/or relevant Community Newspapers, on the City’s website and 
through other appropriate methods. 

 
Recruitment 
 
5. Citizen membership on all of the City’s Local Boards, with the exception of those terms of 

office defined by Provincial or Federal legislation, will be to serve for a period of up to four 
years, which coincides with the Term of Council. 

 
6. Citizens are permitted to apply for membership on no more than two (2) of the City’s  Local 

Boards. 
 
7. Applications and information regarding the City’s Local Boards (i.e. Roles, Responsibilities and 

Expectations of New Members, Terms of Reference, Mandate, approximate number of 
meetings per year, etc.) are made available at the City Clerk’s Office, at all Municipal Service 
Centre locations and on the City’s website (www.hamilton.ca). The City will provide 
accommodation for applicants in all aspects of the selection process, up to the point of undue 
hardship.  If you have an accommodation need, please contact clerk@hamilton.ca as soon as 
possible to make appropriate arrangements; 

 
8. Completed application forms are to be returned to the City Clerk’s Office or any of the 

Municipal Service Centres by the application deadline as set out in the advertised Public 
Notice.  Applications received after the deadline will not be considered for appointment. 

 
9. Completed applications may be submitted to the City Clerk’s Office by one of the following 

methods: 
 

(a) Online Application Process on the City’s website; 
 
(b) Hand delivered or mailed to the Office of the City Clerk, 1st Floor, 71 Main Street West, 

Hamilton, Ontario, L8P 4Y5; 
 
(c) Delivered to any Municipal Service Centre; 
 
(d) Scanned and forwarded via e-mail to the contact person listed in the Advertisement; or, 
 
(e) By Facsimile Transmission at (905) 546-2095 
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10. Applications shall be kept on file by the City Clerk’s Office for the Term of Council.  In the event 
of a vacancy, the Selection Committee or Interview Sub-Committee may consider interviewing 
applicants whose applications are on file for the current term, and the appointment would be 
for the balance of the current Council term.   

 
11. Incumbents who are eligible and willing to seek reappointment to a Local Board must reapply 

in the same manner as other applicants. 
 

Public Information Session(s) 
 
12. A Public Information Session(s) is scheduled during the beginning of the initial recruitment 

process (end of the previous Term of Council) and although attendance is not mandatory, 
attendance is strongly encouraged for new applicants. 

 
At the Information Session(s), citizens are provided with information regarding the City’s Local 
Boards and are afforded the opportunity to ask questions of the Staff Liaisons. 
 
Interested citizens may also fill out and submit an application during the Information 
Session(s). 

 
Selection Process for Local Boards (excluding Advisory Committees) 
 
13. A minimum of five (5) members of Council are appointed to the Selection Committee whose 

mandate will be to: 
 

(i) Review citizen member applications for the City’s local boards (excluding Advisory 
Committees); 

 
(ii) Applicants are shortlisted with assistance of staff, where appropriate, based on 

information provided in the application; 
 
(iii) Interview candidates as deemed appropriate by the Selection Committee; 
 
(iv) Make recommendations to City Council for the appointment of citizens to the various 

local boards (excluding Advisory Committees). 
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Selection Process for Advisory Committees (excluding the Hamilton Indigenous 
Advisory Committee) 
  
14. A minimum of two (2) members of each Standing Committee (plus alternates, where applicable) 

are appointed to the respective Standing Committee Interview Sub-Committee whose mandate 
will be to: 

 
(i) Review citizen member applications for the City’s Advisory Committees (excluding the 

Hamilton Indigenous Advisory Committee); 
 
(ii) Applicants are shortlisted with assistance of staff, where appropriate, based on 

information provided in the application; 
 
(iii) Interview candidates as deemed appropriate by the respective Standing Committee 

Interview Sub-Committee; 
 
(iv) Make recommendations to the respective Standing Committee for the appointment of 

citizen members to the various Advisory Committees (excluding the Hamilton 
Indigenous Advisory Committee).  These recommendations are ratified by Council. 

 
Selection Process for the one Citizen Appointment to the Hamilton Police 
Services Board  

 
15. Six (6) members of Council and six (6) community representatives are appointed to the 

Hamilton Police Services Board Selection Committee whose mandate will be to: 
 
(i) Review applications for the one citizen appointment to the Hamilton Police Services 

Board; 
 
(ii) Shortlist the applicants with assistance of staff, where appropriate, based on the 

applicant information provided; 
 
(iii) Request that the Hamilton Police Service as well as the following Advisory Committees 

submit confidential interview questions: 
 
(a) Hamilton Women and Gender Equity Advisory Committee 
(b) Indigenous Advisory Committee 
(c) LGBTQ Advisory Committee 
(d) Committee Against Racism Advisory Committee 
(e) Advisory Committee for Persons with Disabilities 
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(iv) Interview applicants who have met the criteria (below), ensuring that they are not 

ineligible (below); 
 

Preference will be given to applicants who meet the following criteria: 
 
• a resident of, or owner of a business in, the City; 
• an owner or tenant of land in the City, or the spouse of such a person; 
• a Canadian citizen, at least 18 years of age; 
• not a member of the Legislative Assembly, the Senate, House of Commons, or an 

elected official of the City; 
• not a Crown employee, nor an employee of a municipality; 
• not otherwise disqualified from holding office or voting; 
• of good character (applicants will be required to provide authorization to the Police 

Service to conduct a comprehensive background check); 
• a demonstrated history of community service i.e., previous experience on Boards or 

Committees; 
• able to devote up to 20 to 25 hours per month to Police Board matters, including 

availability during normal business hours; 
• skills or leadership in a business or a profession, which demonstrates ability to work 

effectively as a member of the Board; and, 
• specific knowledge, training, education or experience, which may be an asset to the 

Board. 
 

The following persons are ineligible to be a citizen appointee to the Board: 
 
• a member of City Council; 
• an employee of the City of Hamilton; 
• a Judge or a Justice of the Peace; 
• a police officer; or, 
• a person who practices criminal law as a defense counsel. 

 
(v) Submit two (2) preferred candidate(s) to Council for consideration for the appointment of 

one person to the Hamilton Police Services Board. 
 

Selection Process for the Hamilton Indigenous Advisory Committee 
 
16. The local Hamilton Indigenous Community leadership, will recommend to Council the 

appointment of residents from the Hamilton Indigenous community, to sit on the Hamilton 
Indigenous Advisory Committee. 
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Selection Process for Local Boards Established during the Term of Council 
 
17. When a local board is established during the Term of Council, the respective process outlined in 

Section 12 and 13 will be followed. 
 
Selection Committee & Interview Sub-Committee Guiding Principles 
 
18. The Selection Committee and Interview Sub-Committees are committed to fulfilling the 

recruitment and selection of its citizens to the City’s Local Boards in an open, transparent and 
equitable manner. 

 
19. The Selection Committee and Interview Sub-Committees are committed to a public recruitment 

process which is communicated well in advance and which encourages a broad range and 
diverse participation of citizens, free of barriers. 

 
20. The Selection Committee and Interview Sub-Committees are committed to a competitive 

recruitment process which seeks suitable candidates evaluated on interest, merit and related 
competencies. 

 
21. The Selection Committee and Interview Sub-Committees are committed to unbiased decision 

making essential to a fair and impartial selection process. 
 
Interview Process 
 
22. The Selection Committee or Interview Sub-Committee may, at its discretion, with the 

assistance of staff, shortlist candidates using the following criteria: 
 
(i) Related skills, abilities and knowledge competencies; 
 
(ii) Lived experience as described by the applicant; and, 
 
(iii) Number of citizens who applied for vacancy(ies). 

 
23. Interviews will be conducted, where required, with those applicants who are most suited to 

serve on a City’s Local Board, being notified verbally or by e-mail by the City Clerk’s office of 
the interview date and time, which will be approximately ten (10) minutes in length. 

 
24. Interview questions will be developed by staff in relation to the mandated role of the Local 

Board in consultation with the City Clerk’s Office.  
 

25. Successful applicants will be notified in writing by the City Clerk’s Office once their 
appointment has been approved by Council. 
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26. In some circumstances, applicants may be required to have background checks. 

 
27. One Legislative Coordinator and the Staff Liaison to the Local Board, shall attend the 

interviews and serve as a resource person. 
 
Roles and Responsibilities of Appointed Citizen Members of the City’s Local 
Boards 
 
28. Citizen members of the City’s Local Boards are encouraged to make themselves familiar with 

the Terms of Reference, the Roles, Responsibilities and Expectations of New Members and 
mandated activities of the Local Board to which they are making application to. 

 
29. Citizen members of the City’s Local Boards: 
 

(i) are required to attend and participate fully in the meetings; 
 

(ii) who miss more than three consecutive (3) meetings during their term, the Chair, after 
hearing and considering any explanation provided by the member, may ask the 
member to resign, or request that Council remove the member;  

 
(iii) upon appointment and prior to attending the first meeting, are required to sign an 

Acknowledgement Form (page 30 of the Procedural Handbook for Citizen Appointees to 
City of Hamilton Local Boards). Such declaration will remain on file in the Office of the 
City Clerk for the duration of the citizen’s appointment; 

 
(iv) are bound by the Municipal Conflict of Interest Act found at the following link:  

https://www.ontario.ca/laws/statute/90m50 and explained further under section ‘Conflicts 
of Interest’ in the Procedural Handbook for Citizen Appointees to City of Hamilton Local 
Boards; and 

 
(v) are to comply with the Code of Conduct for Local Boards (attached as Appendix “C” to 

the Procedural Handbook for Citizen Appointees to City of Hamilton Local Boards). 
 
Appointment at Pleasure of Council 
 
30. Despite the set term of appointment of up to 4 years or until a successor is  appointed, all 

citizen members are appointed at the pleasure of City Council and City Council retains the 
right to remove any citizen appointed member at any time and for any reason, unless 
legislation provides otherwise. 
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Filling of Vacancies 
 
31. Vacancies on the City’s Local Boards can occur throughout the Term of Council, due to a 

member’s resignation, should a vacancy occur during the Term of Council, the following 
process will be followed: 

 
(i) The Committee member who is resigning shall do so formally in writing by 

providing a completed and signed copy of the Local Board Member Resignation 
Form (attached as Appendix “C” to the Procedural Handbook for Citizen 
Appointees to City of Hamilton Local Boards) or an email to the committee’s Staff 
Liaison, who will forward the form or the email to the appropriate Legislative 
Coordinator, in the City Clerk’s office, stating which Local Board the Committee 
member is resigning from and general reasons why (the inclusion of 
private/personal information is not required). 

 
(ii) The Local Board Member’s Resignation Form or email will be: 
 

(a) placed on the respective Standing Committee’s agenda to be formally received 
by the Committee; or 

(b) placed on the Council Agenda, (due to time sensitivity)  to be formally received 
by Council; and forwarded to the Selection Committee or Interview Sub-
Committee for review. 

 
(iii) Requests for the removal of a member by the Chair due to the member’s absences from 

more than three consecutive (3) meetings during their term, will be approved by the 
local board and presented to Council and forwarded to the Selection Committee or 
Interview Sub-Committee for review. 

 
(iv) The Selection Committee or respective Interview Sub-Committee will consider whether 

to fill the vacancy from those applicants who applied in the initial call for applications, or 
to re-advertise. 

 
(v) If the vacancy occurs within 12 months of the end of the Term of Council, and there are 

insufficient applicants on file to fill the vacancy, the vacancy will not be filled, and the 
quorum of the Local Board will be adjusted accordingly.  
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Appendix ‘C’ 

CITY OF HAMILTON 
CODE OF CONDUCT FOR LOCAL BOARDS  

Schedule 1 of By-law 22-019 in force as of May 1, 2023 
(enacted by Council on February 9, 2022) 

  
Part 1 
 

 

General Introduction, Framework, and Interpretation  
Guiding Principles  
  
1: Avoidance of Conflicts of Interest   
2: Gifts, Benefits and Hospitality  
3: Confidential Information 
4: Use of City Resources 
5: Election Campaigns 

 

6: Improper Use of Influence  
7: Business Relations  
8: Member Conduct  
9: Media Communications  
10: Respect for the City By-laws and Policies  
11: Respectful Workplace  
12: Conduct Respecting Staff  
13: Reprisals and Obstructing  
14: Acting on Advice of Integrity Commissioner 
 
Part 2 
Adjudicative Boards 
 
15: Additional Requirements for Members of Adjudicative Boards 
16. Communications with Parties  

 

17: Independent Nature of Adjudicative Tribunals   
 
Part 3 

 

Complaint Protocol 
Consequences of Failure to Adhere to Code of Conduct 
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Part 1 

General Introduction, Framework, and Interpretation 

This document is a Code of Conduct for members of Local Boards, both adjudicative and non-
adjudicative. Local Boards, sometimes referred to as committees or tribunals, are as defined in 
s.223.1 of the Municipal Act and as identified by the municipality.   

This Code of Conduct is to be given broad, liberal interpretation in accordance with applicable 
legislation and the definitions set out herein. Commentary in this Code is illustrative and not 
exhaustive. 
  
Members shall seek to serve the public interest by upholding both the letter of the law and the spirit 
of the laws and policies established by the Federal parliament, Ontario legislature, and by City 
Council. The provisions of this Code are intended to be applied in concert with existing legislation 
and go beyond the minimum standards of behaviour set out in current federal and provincial 
statutes.  
 
Guiding Principles 

Members shall act with honesty and integrity, serving in a diligent manner, and performing their 
duties in a manner which promotes public confidence. 

Members are expected to perform their duties as a member of the Local Board and arrange their 
private affairs in a manner that promotes public confidence and will bear close public scrutiny.  
 
Members shall serve the public in a conscientious and diligent manner.   

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

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

Definitions: 

“Adjudicative Board” means a Local Board that functions as a tribunal 

“Council” means the Council of the City of Hamilton 

“Family” includes “child”, “parent” and “spouse” as those terms are defined in the Municipal Conflict 
of Interest Act, and also includes: 

• step-child and grand-child; 

• siblings and step-siblings; 

• aunt/uncle, and niece/nephew 

• in-laws, including mother/father, sister/brother, daughter/son 

• any person who lives with the Member on a permanent basis. 
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“Local Board” means a Local Board as defined in s.223.1 of the Municipal Act, or s. 1 of the 
Municipal Conflict of Interest Act, and includes citizen advisory committees and other bodies 
established by Council whose members are appointed by Council;   

“Member” means a member of a City of Hamilton Local Board; 

“Staff” includes employees, seasonal and contract workers, and volunteers of the City of Hamilton 
and/or of a City of Hamilton Local Board; 

Rule 1: Avoidance of Conflicts of Interest  

In this Rule: 

1.  A disqualifying interest is an interest in a matter regarding which a reasonable person fully 
informed of the facts and circumstances would conclude that the Member could not participate 
impartially in the decision-making process related to the matter either because to do so would 
not be in compliance with the Municipal Conflict of Interest Act, or, because the Member’s 
relationship to persons or bodies involved in the matter or affected by the decision is so close, a 
reasonable person would conclude that the Member could not effectively carry out their public 
duty with impartiality. 

2.  A non-disqualifying interest is an interest in a matter that, by virtue of the relationship between 
the Member and other persons or bodies associated with the matter, is of such a nature that a 
reasonable person fully informed of the facts and circumstances would conclude that the 
Member could still participate impartially in the decision-making processes related to the matter 
only so long as: 

The Member fully discloses the interest so as to provide transparency about the relationship; 
and 

The Member states why the interest does not prevent the Member from making an impartial 
decision on the matter. 

3.  Members shall not participate in the decision-making processes associated with their role or 
position when they have a disqualifying interest in a matter.   Participation includes attempting to 
influence an outcome, whether the decision to be made is to be made by the Local Board or a 
member of staff with delegated authority or operational responsibility. 

4.  Members may participate in the decision-making process related to a matter in which they have 
a non-disqualifying interest provided they file at their earliest opportunity a Transparency 
Disclosure in a form and manner established by the City Clerk acting in consultation with the 
Integrity Commissioner. 

5.  Members shall avoid participating in or influencing a proceeding when the member, or another 
person with whom the member has a close person or professional relationship, has a financial or 
other private interest that may be affected by the proceeding or its outcome. 

6.  Members shall not appear before their Local Board on their own behalf or as a representative on 
behalf of any party. 
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7.  Members shall not contract with the Local Board for the sale, rental or purchase of supplies, 
services, material or equipment, and shall not engage in the management of a business or 
otherwise profit directly or indirectly from a business that relies on an approval from the Local 
Board.   

Commentary 

Members of BIAs will frequently have an interest in common with other members of the 
BIA in matters that come before the Board, and as such would be exempted from the 
obligation to declare a disqualifying interest.  Care should be taken however to 
recognize the existence of a disqualifying interest when the Member stands to gain or 
otherwise benefit in a manner that can be differentiated from others in the BIA.  For 
example, while all members of the BIA would similarly benefit from the holding of a 
festival, any BIA member who supplies goods or services to the festival at a profit or 
loss would have a disqualifying interest in the event.  The display of merchandise or the 
promotion of services at an event would not amount to a disqualifying interest. 

Where a Member contributes to an event ‘at cost’, a disqualifying interest would not 
arise.   

Rule 2: Gifts, Benefits and Hospitality 

No Member shall accept any fee, gift or benefit that is connected, directly or indirectly, with the 
performance of the Member’s duties, except as permitted by one or more of the exceptions listed 
below: 
• compensation authorized by-law; 
• such gifts or benefits that can be considered incidental mementos or tokens of appreciation 
 
Rule 3: Confidential Information  
 
Confidential information includes any discussion that takes place between members of the Local 
Board when it is in a closed meeting; and includes information in the possession of, or received in 
confidence by, that the board or the City is either prohibited from disclosing, or is required to refuse 
to disclose, under the Municipal Freedom of Information and Protection of Privacy Act (“MFIPPA”).  

No Member shall disclose or release by any means to any member of the public, any confidential 
information acquired by virtue of their office, in either oral or written form, except when required by 
law, or authorized to do so by the Local Board or, if applicable, by Council.  
 
No Member shall use confidential information for personal or private gain, or for the gain of relatives 
or any person or corporation, either directly or indirectly. 

Rule 4: Use of City Resources 

No Member should use municipal equipment , or permit the use of Local Board or City land, 
facilities, equipment, supplies, services, staff or other resources (for example, Local Board or City-
owned materials, websites, Local Board and City transportation delivery services,) for activities 
other than the business of the Local Board or the City; nor should any member obtain personal 
financial gain from the use or sale of Local Board or City-developed information, intellectual property 
(for example, inventions, creative writings and drawings), computer programs, technical innovations, 
or other items capable of being patented, since all such property remains exclusively that of the 
Local Board or City.  
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Rule 5: Election Campaigns 

No member, while identifying themselves as a member of a Local Board, shall undertake any 
election campaign or election-related activities or work on, fund-raise, endorse or otherwise 
contribute to the election campaign of any person running in the municipal election for the 
municipality where the member serves on the Local Board. 
 

Commentary 

This Code does not limit a person’s right to participate fully in an electoral process so 
long as they do so without using their status as a Member of the local board for such 
purposes. For example, it would not be contrary to the Code for a person to: 
•  Stand for Election; 
•  Contribute to an election campaign; 
•  In their own name, exhibit an intention to support one party or platform over 

another; 
•  While standing for election, indicate on their election material (without in any way 

suggesting endorsement) that they have served on a City of Hamilton local board 
amongst their other credentials and experiences. 

 
Rule 6: Improper Use of Influence 

No member shall use the influence of his or her position for any purpose other than the duties as a 
member of the Local Board. 

Rule 7: Business Relations 

No member shall allow the prospect of future employment by a person or entity to affect the 
performance of his/her duties as a member of the Local Board. 

Rule 8: Member Conduct 

Members shall conduct themselves with decorum at all times. 

Members shall maintain proper control over meetings demonstrating respect for everyone who is 
involved in the meeting. 

Members are expected to attend all meetings of the Local Board.  If a member misses more than 
three consecutive (3) meetings during their term, the Chair, after hearing and considering any 
explanation provided by the member, may ask the member to resign, or request that Council 
remove the member. 

Commentary 

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

 
Rule 9: Media Communications 
 
Members shall accurately communicate recommendations and proceedings of their Local Board. 
 
If a member is contacted directly by the media, the member should refer the media to the Chair, or 
in the absence of the Chair, to the Vice-Chair.   
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Commentary  
 
A Member may state that they did not support a decision, or voted against the decision, 
however a Member must refrain from making disparaging comments about other 
Members or staff, or about the Board’s processes and decisions, in doing so. 
  
When communicating with the media, a Member should at all times refrain from 
speculating or reflecting upon the motives of other Members in respect of their actions 
on the Board. 

Members who engage in social media should recognize that the rules around decorum 
and respect apply regardless of the communications medium used.  Because social 
media posts attract participation by others, Members hosting such sites or accounts 
should consider articulating and posting their own policy of addressing how frequently 
they will monitor the site for the purpose of identifying and removing disparaging, 
abusive or hateful comments.   

Rule 10: Respect for the Town By-laws and Policies 

Members shall adhere to and encourage public respect for the Local Board, the municipality and its 
by-laws, policies and procedures.  

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

Rule 11: Respectful Workplace 

Members are governed by the workplace harassment and workplace violence policies in place for 
staff, recognizing that integrity commissioner is responsible for the administration and investigation 
of complaints. 
 
All Members have a duty to treat members of the public, one another and staff appropriately and 
without abuse, bullying or intimidation and to ensure that their work environment is free from 
discrimination and harassment.  
 
Rule 12: Conduct Respecting Staff 

Members shall be respectful of the role of staff to advise based on political neutrality. 

Members shall respect the professionalism of staff, and not exert undue influence on staff. 

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

Commentary 
 
It is inappropriate for a Member to attempt to influence staff to circumvent normal 
processes in a matter, or overlook deficiencies in a file or application. It is also 
inappropriate for Members to involve themselves in matters of administration or 
departmental management which fall within the jurisdiction of the City Manager.  
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Rule 13: Reprisals and Obstructing 

It is a violation of this Code of Conduct to obstruct the Integrity Commissioner in the carrying out of 
their responsibilities, or to engage in any activity in retaliation against any person because they 
made a complaint to or otherwise communicated with the Integrity Commissioner. 

Rule 14: Acting on Advice of Integrity Commissioner 

Any written advice given by the Integrity Commissioner to a Member binds the Integrity 
Commissioner in any subsequent consideration of the conduct of the Member in the same matter, 
as long as all the relevant facts known to the Member were disclosed to the Integrity Commissioner.  
 
Members seeking clarification of any part of this Code should consult with the Integrity 
Commissioner.  
 
Part 2 

ADDITIONAL REQUIREMENTS APPLICABLE TO MEMBERS OF ADJUDICATIVE LOCAL 
BOARDS 

Rule 15:  In addition to the provisions applicable to Members of Non-adjudicative Local Boards, the 
following additional requirements are applicable with respect to the referenced rule: 

Rule 2: Gifts, Benefits and Hospitality 

Members should recuse themselves from any hearing, to avoid any perception of bias or conflict of 
interest which may arise as a result of a gift, benefit or hospitality which the Member may have 
received, from any of the parties or participants potentially affected by the decision of the Local 
Board. 

Rule 5: Election Campaigns 

Members of Adjudicative Local Boards are prohibited from fundraising for, endorsing, or otherwise 
contributing to the election campaign of any person running for a seat on Council.  

Rule 9: Media Communications 
 
Members of adjudicative boards should generally not comment to the media in relation to any 
decision made by the board or the rationale behind such decision.  On the rare occasion when a 
comment may be appropriate, only the Chair shall serve as a media contact and all enquiries shall 
be referred to them. 

Rule 16: Communications with Parties 
 
Written communication to an adjudicative board shall take place only through the Secretary of the 
board or the appropriate municipal staff assigned to such board, and shall be copied to all parties or 
their representatives as appropriate.  Oral communications with the adjudicative board about current 
proceedings shall take place only in the presence of or with the consent of all parties. 

Where a party is represented by a representative, all communication between the adjudicative 
board and the party shall be through the representative, with the exception of notices of hearing, 
which shall be served upon all parties and their representatives known to the adjudicative board as 
appropriate.  

Appendix “B” to Report CM23029 
Page 51 of 62Page 65 of 99



Rule 17: Independent Nature of Adjudicative Boards 
 
The Chairs of adjudicative boards should ensure that the actions of any member, as well as Council 
members and staff attending adjudicative board meetings, are consistent with the arm’s-length, 
quasi-judicial nature of the adjudicative board.  Any actions compromising this position should be 
immediately dealt with by the Chair or panel chair. 
An adjudicative board is required by the applicable laws to operate at arm’s-length from and 
independently of Council.  Members should therefore not request members of Council to intervene 
on applications considered by the adjudicative board.  Members should refrain from seeking advice 
on their roles and responsibilities from Council members.  In clarifying their roles and 
responsibilities, members should seek advice from appropriate staff. 
 
Part 3 

COMPLAINT PROTOCOL 

The Complaint Protocol contained in the Council Code of Conduct applies with necessary 
modifications to complaints regarding members of Local Boards. 

CONSEQUENCES OF FAILURE TO ADHERE TO CODE OF CONDUCT 

Members who are found by the Integrity Commissioner to have failed to comply with the Code of 
Conduct for Local Boards may be subject to the following sanctions: 

(a) a reprimand; or 

(b) suspension of remuneration paid to the member in respect of his or her services as a member 
of the Local Board (if any). 

Members may also be subject to such other remedial actions recommended by the Integrity 
Commissioner that directly flow from the action or behaviour of the member of the Local Board. 

Members are subject to removal from the Local Board, or removal as Chair of the Local Board, by 
Council. 
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Appendix ‘D’ 

 
 

LOCAL BOARD 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 no longer have the time to effectively participate on 
the local board. 

 
 Personal reasons. 

 Other (please explain briefly): 

 

 

 

 

Additional Comments (optional) 

 

 

 

 

 

________________________________   _____________________ 

Signature     Date 

 
 
Please scan and email this page to your Staff Liaison.     Thank you! 
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Appendix ‘E’ 
 

STANDARD OPERATING PROCEDURE 

 

08-001 
 

 
 

Subject: 
 
Communicating with any outside agencies, including other Levels of 
Government and the media 
 

 
a) City of Hamilton local boards 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 a Committee 

are forwarded to the appropriate Standing Committee for approval with the draft 
correspondence being attached (in the case of an Advisory Committee, as an appendix 
to a Citizen Committee Report) prepared by the respective Committee Staff Liaison. 

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

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

 
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 local board, which initiated the 
recommendation and correspondence. 

 
4. Appointees should accurately communicate a recommendation or direction. 
 
4. Appointees may provide their own personal opinion on a matter, provided that it is 

made clear to the party they are speaking to that the comments are their own and are 
not being made on behalf of the local board. 

 
5. Appointees may refer the media or others making inquiries to the Chair as the official 

spokesperson on behalf of the local board, or, in the absence of the Chair, to the Vice-
Chair. 

 
 
 
 
 
 
 
 
 
 
 

Appendix “B” to Report CM23029 
Page 54 of 62Page 68 of 99



Appendix ‘F’ 

 
A G E N D A 

ABC ADVISORY COMMITTEE 
Monday, January 1, 2000 

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

City Hall 
71 Main Street West, Hamilton 

*Added Items 
                
 
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 (for approval)  

 
4. CONSENT ITEMS 
 

4.1 Research Report (for receipt) 
 

*4.2  Working Group Minutes (for receipt) 
 
5. PRESENTATIONS 
 

5.1 ABC Advisory Committee Terms of Reference Review (for approval) 
 

5.2 ABC Advisory Committee Strategic Plan (for approval) 
 
6. DISCUSSION ITEMS 
 
 6.1 Roles, Responsibilities and Expectations of New Members (for approval) 
 
7. NOTICES OF MOTION 
 
 *7.1 ABC Advisory Committee Meeting Schedule (for approval) 
 
8. MOTIONS 
 

8.1 ABC Advisory Committee Change to the Location of Meetings (for approval) 
 

9. OTHER BUSINESS  
 
10. ADJOURNMENT  
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Appendix ‘G’ 

 
 

MINUTES 
ABC 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  Vice-Chair:   (insert name) 
only)   Secretary: (insert name) 

Members: (insert names) 
Absent with 
Regrets:  (insert names of absent Committee members only) 
 
Also Present: (insert staff names with titles) 
    
1. CHANGES TO THE AGENDA 
 

The Clerk advised of the following changes to the agenda: 
 

4. CONSENT ITEMS 
 

4.2 Working Group Minutes  
 

7. NOTICES OF MOTION 
 

7.1 ABC Advisory Committee Meeting Schedule 
 

(Mover/Seconder) 
That the agenda for the January 1, 2000 meeting of ABC Advisory Committee be approved, 
as amended. (if there are no changes to the agenda, then the approval would be “as presented”) 

CARRIED 
 
2. DECLARATIONS OF INTEREST 

 
List any declarations that were made or note that there were none. 
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3. APPROVAL OF MINUTES OF PREVIOUS MEETING 

 
  3.1 January 1, 2000 
 

(Mover/Seconder) 
That the Minutes of the January 1, 2000 meeting of ABC Committee be approved, as 
presented. 

CARRIED 
 

6. CONSENT ITEMS 
 

(i) Research Report (Item 4.1) 
 

(Mover/Seconder) 
 That the Research Report, be received. 

CARRIED 
 

(ii) Working Group Minutes – December 1, 1999 (Item 4.2) 
  

(Mover/Seconder) 
That the Working Group Minutes – December 1, 1999, be received. 

 CARRIED 
 
5. PRESENTATIONS 
 

(i) ABC Advisory Committee Terms of Reference Review (Item 5.1) 
 

(Insert Name) provided the Committee with a presentation respecting a review of the 
ABC Advisory Committee Terms of Reference. 

 
(Mover/Seconder) 
That the presentation respecting the ABC Advisory Committee Terms of Reference 
Review, be received; and 

 
That the ABC Advisory Committee Terms of Reference Review, be amended to (insert 
recommendation approved by the Committee) 

CARRIED 
 

(ii) ABC Advisory Committee Strategic Plan (Item 5.2) 
 

(Insert Name) provided the Committee with a presentation respecting a review of the 
ABC Advisory Committee Strategic Plan. 

 
  (Mover/Seconder) 

That the presentation respecting the ABC Advisory Committee Strategic Plan, be 
received; and 

 
That the ABC Advisory Committee Strategic Plan, be approved. (or insert recommendation 
approved by the Committee) 

CARRIED 
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6. DISCUSSION ITEMS 
 

(i) Roles, Responsibilities and Expectations of New Members (Item 6.1) 
 

(Mover/Seconder) 
That the Roles, Responsibilities and Expectations of New Members, be approved. (or 
insert recommendation approved by the Committee) 

CARRIED 
 
7. NOTICES OF MOTION 
 

(i) ABC Advisory Committee Meeting Schedule (Item 7.1) 
 

(Committee Member’s Name) introduced a Notice of Motion respecting the ABC 
Advisory Committee Meeting Schedule. 

 

(A Notice of Motion can be left as a Notice of Motion and then placed on the next Committee agenda or 
the Rules of Order can be waived to allow the introduction of the Notice of Motion as a Motion at this 
meeting, if so, a motion to waive the rules, is required) 

 
(Mover/Seconder) 
That the Rules of Order to be waived to allow for the introduction of a motion 
respecting the ABC Advisory Committee Meeting Schedule. 

CARRIED 
 

(Mover/Seconder) 
That the ABC Advisory Committee Meeting Schedule, be approved. (or insert 
recommendation approved by the Committee) 

CARRIED 
 

8. MOTIONS 
 

(i) ABC Advisory Committee Change to the Location of Meetings (Item 8.1) 
 

(Mover/Seconder) 
That the ABC Advisory Committee Meeting Location be changed to ______. (or insert 
recommendation approved by the Committee) 

CARRIED 
 
9. OTHER BUSINESS 
 

(i) Title 
 

Brief overview of the item 
 
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 
 

The minutes are signed by the Chair or Vice Chair (whoever presided over the meeting) and the 
Secretary. 
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Appendix ‘H’ 
 

 

Recommendation: 
 
That an amount of up to $13,000 be transferred from the Arts Advisory Commission Reserve 
(112212) to Arts Advisory Commission operating (300322) to fund the Commission’s 2017 outreach 
event and programs. 
 
Background: (Describe here what the money will be used for and why the Committee is asking for more) 
 
The Arts Advisory Commission (AAC) has the following mandate: 
 
To recommend activities for the stabilization and strengthening of the arts community; to inform 
Council of issues and achievements in the Hamilton arts community; to liaise with and act as a point 
of contact for members of the arts community regarding issues affecting the arts community; to 
monitor and assist with the implementation of the Public Art Program; to monitor and assist with the 
implementation of the Arts Awards Program. 
 
The primary focus of the Arts Advisory Commission over the last five years has been the 
development of a strategic arts funding model through its Arts Funding Task Force. 
 
A new AAC was appointed in 2016. The new members of the AAC are looking to undertake a 
community outreach and consultation program to determine the issues important to the arts 
community moving forward.  
 
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) 
 
In 2017, the Arts Advisory Commission will focus its efforts on outreach and consultation with the 
arts community to identify issues important to the community. It is assumed that issues such as; 
artists living and work space costs, sustaining and growing the arts community and promoting the 
arts community will be identified among others. Consultation plans include a symposium type event 
to bring the community together along with interviews and online surveys. The results of this work 
will be used to develop the AAC work plan for 2017-2018. 

To: Chair and Members 
General Issues Committee 

From: 
___________ (Co-Chair)             __________________________ 
and  
______________ (Co-Chair) __________________________ 
Arts Advisory Commission              (to be signed by the Chair) 

Date: March 22, 2017 

Re: Transfer from reserve for Big Picture 2017 Arts Community Outreach Event  
(AAC-17-01) (City Wide) 
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Appendix 'I' 
 

Declaration of Interest Form 

Disqualifying Interest 
 
 
 

Meeting Date & Type: 

Meeting Type: _______________________________________________ 
(Committee/Council)  

Date of Meeting:    
Subject Matter: 

Item Number:    

Item Title:    
Declaration: 

 

I, member declare a disqualifying 
interest with respect to: 

     _________________  
 

on the Council / Committee agenda dated 
For the following reason(s) I am prevented from making an impartial decision on the matter: 

 

 
 
 
 
 
 

Original sign by (your name) 

                 Member Signature 
A disqualifying interest is an interest in a matter regarding which a reasonable person fully informed of the facts and 
circumstances would conclude that the Member could not participate impartially in the decision-making process related 
to the matter either because to do so would not be in compliance with the Municipal Conflict of Interest Act, or, because 
the Member’s relationship to persons or bodies involved in the matter or affected by the decision is so close, a 
reasonable person would conclude that the Member could not effectively carry out their public duty with impartiality. 
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Appendix 'J' 
Declaration of Interest Form 

 
        Non-Disqualifying Interest 
 

Meeting Date & Type: 

Meeting Type: 
(Committee/Council)    

  Date of Meeting:    

Subject Matter: 

Item Number:    

 Item Title:    

Declaration: 
 

I, member declare a non- disqualifying 
interest with respect to: 

 
 
 

on the Council / Committee agenda dated   
For the following reason(s) I am not prevented from making an impartial decision on the matter: 

 
 
 
 
 
 
 

Original sign by (your name) 

                 Member Signature 
 
A non-disqualifying interest is an interest in a matter that, by virtue of the relationship between the Member and other 
persons or bodies associated with the matter, is of such a nature that a reasonable person fully informed of the facts 
and circumstances would conclude that the Member could still participate impartially in the decision-making processes 
related to the matter only so long as: 
 

The Member fully discloses the interest so as to provide transparency about the relationship; and 
The Member states why the interest does not prevent the Member from making an impartial decision on the matter. 
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PROCEDURAL HANDBOOK 
FOR CITIZEN APPOINTEES TO  

CITY OF HAMILTON LOCAL BOARDS 
For comments or questions, please contact:  

905-546-2424 Ext. 4304 

Appendix “B” to Report CM23029 
Page 62 of 62Page 76 of 99



CITY OF HAMILTON 
CITY MANAGER'S OFFICE 

Digital Innovation & Strategic Partnerships 
and 

Communications & Strategic Initiatives 

TO: Mayor and Members 
Governance Review Sub-Committee 

COMMITTEE DATE: October 27, 2023 
SUBJECT/REPORT NO: City of Hamilton Flag and Sign Policy (CM23014) (City Wide) 
WARD(S) AFFECTED: City Wide 
PREPARED BY: Shannon Honsberger (905) 546-2424 Ext. 6524 
SUBMITTED BY: Cyrus Tehrani 

Chief Digital Officer & Director of Innovation 
City Manager’s Office 

SIGNATURE: 

SUBMITTED BY: Matthew Grant 
Director of Communications & Strategic Initiatives 
City Manager’s Office 

SIGNATURE: 

RECOMMENDATION 

a) That the City of Hamilton’s Flag Protocol (Report 11-003 to Governance Review
Sub-Committee) be repealed and replaced with the City of Hamilton Flag and
Sign Policy in Appendix A to Report CM23014;

b) That the City of Hamilton Flag and Sign Policy be posted on the City website to
guide the raising and lowering of flags and lighting of the 3D Hamilton sign, and;

c) That the City of Hamilton Flag and Sign Policy be brought forward for
amendment at such time that the City adopts an official days of recognition
policy.
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SUBJECT: City of Hamilton Flag and Sign Policy  
                     (CM23014) (City Wide) - Page 2 of 4 

 
OUR Vision: To be the best place to raise a child and age successfully. 

OUR Mission: To provide high quality cost conscious public services that contribute to a healthy,  
safe and prosperous community, in a sustainable manner. 

OUR Culture: Collective Ownership, Steadfast Integrity, Courageous Change, Sensational Service, 
 Engaged Empowered Employees. 

 

 
ANALYSIS AND RATIONALE FOR RECOMMENDATION 
 
The City of Hamilton’s current Flag Protocol was approved at the Governance Review 
Sub-Committee in 2011. This protocol, respecting national flag etiquette, outlines the 
types of flags flown, how they should be flown, and when they should be flown at half-
staff to recognize a day of significance to the community. In addition, the City accepts 
community requests to raise flags at City Hall to recognize days and months of 
significance to the community.  
 
In 2018, the City unveiled the 3D Hamilton sign in the forecourt of City Hall. There is no 
Council-approved policy that outlines the sign lighting criteria, however the 
administration of the community requests to light the sign have been completed in the 
spirit of the flag protocol since unveiling. 
 
To enhance the delivery of this program, a proposed policy has been drafted,  
included in Appendix “A” to Report CM23014, and a proposed commemorative 
schedule is included in Appendix “B” to Report CM23014. 
 
The proposed approach seeks to create a simple framework for commemorating days 
and months of significance. The City would recognize a minimum calendar of dates as 
defined by Provincial and Federal proclamation and legislation, with the continued 
opportunity for community groups to seek recognition via requests.  
 
In order to ensure transparency and equitability to the request process, the evaluative 
criteria for both the flag and sign would be available to the public via the City website, 
and staff would only deny requests if they did not meet the criteria outlined in the policy.  
 
The Policy outlines the requirements of the request including: 

• Is made on behalf of a local, provincial, national, or international organization 
• Does not contravene any City policy 
• Does not duplicate an existing request 
• Supportive of inclusion, diversity, equity, and accessibility and does not promote 

hate 
• Does not promote a specific religious denomination or sect 
• Is not political in nature 
• Does not promote commercial interests 
• Does not reflect personal occasions (i.e., an individual’s birthday) 
• Takes place no more than once a year 
• Aligns with the Global Affairs Canada list of national days 
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SUBJECT: City of Hamilton Flag and Sign Policy  
                     (CM23014) (City Wide) - Page 3 of 4 

 
OUR Vision: To be the best place to raise a child and age successfully. 

OUR Mission: To provide high quality cost conscious public services that contribute to a healthy,  
safe and prosperous community, in a sustainable manner. 

OUR Culture: Collective Ownership, Steadfast Integrity, Courageous Change, Sensational Service, 
 Engaged Empowered Employees. 

 

 
Updates to the duration of flag and sign requests are included in the policy to 
acknowledge operational limitations and ensure equitable access to all requesters. This 
includes a maximum flag request of two business days, except for major  
commemorative events as defined by the City, and a single night for the lighting of the 
sign.  
 
It is recommended that this policy, as well as the annual calendar, be posted on the City 
website to provide transparency around community requests and the commemorative 
activities to expect from the City.  
 
Alternatives for Consideration  
 
N/A 
 
FINANCIAL – STAFFING – LEGAL IMPLICATIONS 
 
Financial: N/A 
 
Staffing:  Approving this updated policy would improve clarity for staff and the 

administration of the flag and sign program. 
 
Legal:  N/A 
 
HISTORICAL BACKGROUND 
 
The City of Hamilton’s current Flag Protocol was approved at the Governance Review 
Sub-Committee in 2011 – Report 11-003 – and respects national flag etiquette. Flag 
raisings have been occurring at City Hall for several decades. 
 
Of particular interest to the community are the flag poles on the parapet of City Hall. 
There are thirteen flag poles, eight of which fly permanent flags such as the Canadian, 
Ontarian, Hamiltonian, Francophone, and local Indigenous flags. There are five 
courtesy poles that are available for temporary flags such as the current Ukrainian flag, 
and flags for visiting dignitaries, including community flag requests. 
 
There is no Council-approved policy governing the 3D Hamilton sign. 
 
In late 2022, the Mayor’s office delegated the administration of these two programs to 
the City Manager’s Office. 
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SUBJECT: City of Hamilton Flag and Sign Policy  
                     (CM23014) (City Wide) - Page 4 of 4 

 
OUR Vision: To be the best place to raise a child and age successfully. 

OUR Mission: To provide high quality cost conscious public services that contribute to a healthy,  
safe and prosperous community, in a sustainable manner. 

OUR Culture: Collective Ownership, Steadfast Integrity, Courageous Change, Sensational Service, 
 Engaged Empowered Employees. 

 

 
POLICY IMPLICATIONS AND LEGISLATED REQUIREMENTS 
 
If Council were to approve the recommendations in this report, the Flag Protocol in 
Report 11-003 would be repealed, and the policy in Appendix A would replace it.  
 
RELEVANT CONSULTATION 
 
In preparing the policy before Sub-Committee, staff have consulted with those involved 
in administering it – the Facilities team, Communications, the Community Engagement 
team, and the Mayor’s Office. Community members making flag or sign requests were 
also asked informally about the process. Key consultation was with the Community 
Engagement team to help define the days and months of significance to the community, 
including equity-deserving groups.  
 
Other jurisdictions were also consulted. The Cities of Burlington and Toronto were 
engaged verbally, and staff reviewed available policies for the City of Ottawa, City of 
Vancouver, City of Calgary and City of Toronto. Provincial, Federal, and international 
days and months of significance calendars were reviewed as inputs into the proposed 
approach.  
 
APPENDICES AND SCHEDULES ATTACHED 
 
Appendix “A” to Report CM23014 – City of Hamilton Draft Flag and Sign Policy – clean 
version   
 
Appendix “B” to Report CM23014 – City of Hamilton Draft Flag and Sign Policy – 
tracked version 
 
Appendix “C” to Report CM23014 – Proposed Flag & Sign Recognition Calendar 
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City Manager’s Office Policy Content Updated: 2023.06.27 
Corporate Wide  Approval: TBD 
Policy No. TBD 

Page 1 of 6 

City of Hamilton Flag and Sign Policy 
Purpose: To provide direction with respect to Flag and Hamilton Sign etiquette and 
protocol, the half-staffing and the raising of flags at Hamilton City Hall and City of 
Hamilton-owned facilities, including the permanent flags on top of City Hall.  

Scope: This protocol applies to all properties and facilities owned and operated by the 
City of Hamilton, as well as the locations of all City-run events, except those where the 
policies of another government body would take precedence.  

Responsibility: The Communications and Strategic Initiatives Division is the owner of 
this protocol and responsible for periodically reviewing and updating this protocol. The 
Division is also responsible for the coordination of the raising or lowering of the flags 
and illumination of the sign as determined by this policy. This team will also prepare 
appropriate communications to inform the community of the lowering of the Flag. (i.e. 
social media/information on the City of Hamilton Website). 

Definitions: 

3D Hamilton Sign: refers to the 3D LED lightable HAMILTON sign in the City Hall 
forecourt 

Half-Staff: refers to when a flag is flown at the half-way point on a freestanding flag 
pole, often referred to as half-mast. 

Current Employee: refers to an individual employed by the City of Hamilton that is 
actively attending part-time or full-time work duties, on short term or long-term disability, 
or on a leave of absence from their role at the city. 

Use of the Flag and Sign 
The flag poles, permanent poles on City Hall, and the 3D Hamilton sign at City Hall are 
opportunities for the City to raise awareness and show respect for community events, 
causes, and major events. The City will observe major world events, commemorative 
dates, the passing of dignitaries and important community members, and the visitation 
of dignitaries via a raising or lowering of a flag or illumination of the 3D Hamilton sign. 
Where there are community requests for the same time, preference will be shown to the 
recognition of visiting dignitaries, including former and current political leaders of other 
Canadian and international jurisdictions. 

Neither option will be used to promote hate, discrimination, oppression, political or 
religious factions, or other harmful causes. The City of Hamilton retains the right to 
make this determination on a case by case basis. 
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Flag Protocol: 
All flag raising and lowering will be in line with Federal flag etiquette. 

In recognition of the City’s affiliations, flags be flown on the roof of City Hall in the 
following order beginning on the extreme left as viewed from the front of the building:  

1. Canadian Flag  
2. Provincial Flag  
3. Municipal Flag 
4. United Nations 
5. Franco-Ontarian 
6. Courtesy flags subject to change  
7. Métis Nation 
8. Mississauga of the Credit First Nation 
9. Inuit Tapiriit-Kanatami 
10. Haudenosaunee Confederacy 

As a gesture of respect and friendship, the City of Hamilton will fly the appropriate flag 
on the occasion of a visiting dignitary, including former and current politicians from other 
Canadian and international jurisdictions. The flag will be flown from a courtesy flagpole 
at City Hall for the duration of the visit. In the event that there is a community request for 
a flag raising on a community pole at the same time, the visiting dignitary’s flag will fly in 
a position of prominence. If there are no courtesy poles available to raise the dignitary’s 
flag, a community requested flag will be lowered in deference to the visiting dignitary. 
The Canadian, Provincial, Municipal, and Indigenous flags will not be lowered to make 
space for community requests.  

On days of significance, the Canadian Flag flying on the free-standing flagpole at City 
Hall may be changed, provided it still flies on a permanent pole on top of City Hall. 

Flags are also to be flown at the five Municipal Service Centres, on their own masts, 
with the ability to raise and lower, in the following order: 

1. Canadian Flag  
2. Provincial Flag  
3. Municipal Flag 
4. Franco Ontarian Flag 
5. Métis Nation 
6. Mississauga of the Credit First Nation 
7. Inuit Tapiriit-Kanatami 
8. Haudenosaunee Confederacy 
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When there are less than eight flag poles available, preference will be shown to the 
Canadian, Provincial, and Municipal flag. 

Flying of the Flag at Half-staff  

Flags are flown at half-staff as a sign of mourning and respect upon death. 

If there is more than one flag flying in unison, all flags flown together should be flown at 
half-staff.  

Half-staffing will occur immediately upon notification of a death until sunset on the day 
of the funeral, or for a period of five business days if no funeral or visitation has been 
scheduled, for the following occasions:  

1. Sovereign or a member of the Royal Family related in the first degree to the 
Sovereign (i.e. sibling, spouse, parent, child) 

2. Governor General of Canada (current/former)  
3. Lieutenant Governor of Ontario (current/former)  
4. Canadian Prime Minister (current/former)  
5. Ontario Premier (current/former)  
6. Mayor (current/former)  
7. Member of Council (current and former of Hamilton, Ancaster, Dundas, 

Flamborough, Stoney Creek, Glanbrook)  
8. Local Member of Federal or Provincial Government (current/former)  
9. All current City employees including Police, EMS and Fire Services to be lowered 

at the employee’s immediate workplace. Should the workplace not fly flags, the 
flags flown at City Hall will be lowered to half-staff*.  

10. A major tragic event, such event or remembrance of fatal natural disasters and 
mass shootings, at the discretion of the policy owner 

*It would be the responsibility of the individual’s people leader to notify the 
Communications & Strategic Initiatives team and coordinate a flag lowering.  

In the event that there are community emergencies which prevent the lowering of the 
flag on the dates of passing to the funeral, the City may designate a future date to 
acknowledge the passing with the flag at half-staff. This substitution should be 
communicated on City communication channels to ensure awareness for the 
acknowledgment. The determination of this day will be made by the policy owner in 
collaboration with the individuals’ family/friends. 

Half-staffing will also occur on events or special circumstances such as events deemed 
to represent a significant tragedy or a loss of life, including publicly announced 
Canadian Forces fatality on any Canadian or Canadian-involved mission at home or 
abroad. 
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Disposal of Flags  

When a flag becomes worn, noticeably faded or otherwise unfit to be flown, it should be 
disposed of in a respectful manner and immediately replaced. The department of Public 
Works shall hold responsibility for ensuring this is done. 

3D Hamilton Sign Protocol: 
With respect to the 3D Hamilton Sign outside of the Hamilton City Hall, sign protocol is 
that the sign be illuminated in the appropriate colour to reflect commemorative dates 
identified by the Provincial government, and Federal government, such as 

• Provincial or national celebrations 
• Days of remembrance or mourning 
• Significant days of diversity 

Requests for sign illuminations will also be accepted from the community in accordance 
with the procedure below. 

Annual Calendar 

The Communications and Strategic Initiatives team, on an annual basis, will review the 
Federal and Provincial commemorative dates and schedule the appropriate sign lighting 
and flag raising/lowering. This calendar will be posted for public awareness.  

Communications 

Sign lighting schedule and flag raising and lowering information will be posted on the 
City’s website, and/or social media channels as appropriate, to ensure community 
awareness. 

Community Requests 
In addition to the annual calendar, community members may make requests for flag 
raising, lowering, and sign lighting.  

In general, flags raised through a community request will be raised for two business 
days. In the event of major awareness months, City of Hamilton staff retain the authority 
to raise flags for additional dates, where space allows.  

The lighting of the sign by community request will be for a single night, from dusk until 
dawn of the following day. A maximum of two requests will be accommodated per day 
on a 30-minute rotating basis.  
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In all cases, flag and sign requests are approved on a first come first served basis, with 
the exception of visiting dignitaries which takes precedence over community requests. 

Request Requirements: 

To submit a request, the party must submit their information via webform, including 

• Persons name, organizations name, and contact information 
• Date and rationale of request 
• Colour/flag requested 
• Agree to provide a 3 foot by 5-foot flag with grommets, should the City not have 

the specific flag in storage  
• Self-evaluation of the request against proscribed criteria.  

The request must be made four weeks ahead of the requested date. 

Evaluation Criteria: 

Community requests will be evaluated against the following criteria. 

1. The request is made by a local, provincial, or national organization 
2. The request recognizes a municipally, provincially, nationally, or internationally 

recognized day or month of significance, cause, or initiative  
3. The request does not contradict any City of Hamilton By-Laws, or Provincial or 

Federal statute. 
4. The request does note duplicate a sign lighting/flag raising or lowering already 

scheduled within a calendar year. 
5. The request is supportive of equity, diversity, and inclusion, and does not promote or 

encourage any hate, discrimination, or negative outcomes to marginalized 
populations 

6. The request does not sponsor or promote the practice of a specific faith 
denomination or political ideology 

7. The request does not imply any allegiance or support for a specific political 
movement, ideology or other statement of beliefs on behalf of the City of Hamilton 

8. The request is not affiliated with any commercial, for-profit, or private entities 
9. In the case of flag requests, the request aligns with the approved national days list 

approved by Global Affairs Canada 

Evaluation Process 
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All requests will be reviewed by City of Hamilton staff and to ensure that they clearly 
adhere to the protocol criteria. Requests that do not clearly meet the criteria may be 
brought forward by City staff to other departments to support decision making. 

Preference will be shown to the City’s annual calendar of recognized days and months 
of significance. Following this, requests will be considered on a first come first serve 
basis with a maximum of two sign lightings per day (on a rotating basis).  

The City of Hamilton staff have full and final authority to implement the flag 
raising/lowering and 3D Hamilton Sign Community Lighting Program criteria. By 
submitting a lighting request for the Flag raising or 3D Hamilton sign, the applicant 
agrees that the decisions of City staff are final. 

Notification of Acceptance and Approval 

Staff will endeavor to provide notification of acceptance within two weeks of the date 
that the request was received via webform.  

Requests should not be submitted more than six months in advance. 

History 

The following stakeholders were consulted in the creation or revisions made to this 
Policy: Communications & Strategic Initiatives, Government Relations & Community 
Engagement, the Mayor’s Office, and Facilities. 

This policy replaces the former policy named the City of Hamilton Flag Protocol dated 
May 26, 2011. 

The policy comes into force January 1, 2024 
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City of Hamilton Flag and Sign Policy 
Purpose: To provide direction with respect to Flag and Hamilton Sign etiquette and 
protocol, the half-staffing and the raising of flags at Hamilton City Hall and City of 
Hamilton-owned facilities, including the permanent flags on top of City Hall.   

Scope: This protocol applies to all properties and facilities owned and operated by the 
City of Hamilton, as well as the locations of all City-run events, except those where the 
policies of another government body would take precedence.  

Responsibility: The Communications and Strategic Initiatives Division is the owner of 
this protocol and responsible for periodically reviewing and updating this protocol. The 
Division is also responsible for the coordination of the raising or lowering of the flags 
and illumination of the sign as determined by this policy. This team will also prepare 
appropriate communications to inform the community of the lowering of the Flag. (i.e. 
social media/information on the City of Hamilton Website). 

The Mayor or their designate will be authorized to order the raising or lowering of 
flags at properties and facilities owned and operated by the City of Hamilton. The 
Public Works Department will be responsible for the coordination and notification 
of the appropriate staff for the raising or loweing of the flags as determined by 
the Mayor. 

Definitions: 

3D Hamilton Sign: refers to the 3D LED lightable HAMILTON sign in the City Hall 
forecourt 

Half-Staff: refers to when a flag is flown at the half-way point on a freestanding 
flag pole, often referred to as half-mast. 

Current Employee: refers to an individual employed by the City of Hamilton that is 
actively attending part-time or full-time work duties, on short term or long-term 
disability, or on a leave of absence from their role at the city. 

Use of the Flag and Sign 
The flag poles, permanent poles on City Hall, and the 3D Hamilton sign at City 
Hall are opportunities for the City to raise awareness and show respect for 
community events, causes, and major events. The City will observe major world 
events, commemorative dates, the passing of dignitaries and important 
community members, and the visitation of dignitaries via a raising or lowering of 
a flag or illumination of the 3D Hamilton sign. Where there are community 
requests for the same time, preference will be shown to the recognition of visiting 
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dignitaries, including former and current political leaders of other Canadian and 
international jurisdictions. 

Neither option will be used to promote hate, discrimination, oppression, political 
or religious factions, or other harmful causes. The City of Hamilton retains the 
right to make this determination on a case by case basis. 

Flag Protocol: 
Protocol is the official form of ceremony, etiquette, and diplomatic formality 
observed on state occasions. Protocol sets corporate standards for the Council 
and City Departments. Procotol events and activities are designed to be 
politically and culturally sensitive as well as enhance the profile of the City of 
Hamilton.  

All flag raising and lowering will be in line with Federal flag etiquette. 

In recognition of the City’s affiliations, flags be flown on the roof of City Hall in the 
following order beginning on the extreme left as viewed from the front of the building:  

1. Canadian Flag  
2. Provincial Flag  
3. Municipal Flag 
4. United Nations 
5. Franco-Ontarian 
6. Courtesy flags subject to change  
7. Métis Nation 
8. Mississauga of the Credit First Nation 
9. Inuit Tapiriit-Kanatami 
10. Haudenosaunee Confederacy 

As a gesture of respect and friendship, the City of Hamilton will fly the 
appropriate flag on the occasion of a visiting dignitary, including former and 
current politicians from other Canadian and international jurisdictions. The flag 
will be flown from a courtesy flagpole at City Hall for the duration of the visit. In 
the event that there is a community request for a flag raising on a community 
pole at the same time, the visiting dignitary’s flag will fly in a position of 
prominence. If there are no courtesy poles available to raise the dignitary’s flag, a 
community requested flag will be lowered in deference to the visiting dignitary. 
The Canadian, Provincial, Municipal, and Indigenous flags will not be lowered to 
make space for community requests.  
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On days of significance, the Canadian Flag flying on the free-standing flagpole at 
City Hall may be changed, provided it still flies on a permanent pole on top of City 
Hall. 

Flags are also to be flown at the five Municipal Service Centres, on their own 
masts, with the ability to raise and lower, in the following order: 

1. Canadian Flag  
2. Provincial Flag  
3. Municipal Flag 
4. Franco Ontarian Flag 
5. Métis Nation 
6. Mississauga of the Credit First Nation 
7. Inuit Tapiriit-Kanatami 
8. Haudenosaunee Confederacy 

When there are less than eight flag poles available, preference will be shown to 
the Canadian, Provincial, and Municipal flag. 

Flying of the Flag at Half-staff  

Flags are flown at half-staff as a sign of mourning and respect upon death. 

If there is more than one flag flying in unison, all flags flown together should be flown at 
half-staff.  

Half-staffing will occur immediately upon notification of a death until sunset on the day 
of the funeral, or for a period of five business days if no funeral or visitation has 
been scheduled, for the following occasions:  

1. Sovereign or a member of the Royal Family related in the first degree to the 
Sovereign (i.e. sibling, spouse, parent, child) 

2. Governor General of Canada (current/former)  
3. Lieutenant Governor of Ontario (current/former)  
4. Canadian Prime Minister (current/former)  
5. Ontario Premier (current/former)  
6. Mayor (current/former)  
7. Member of Council (current and former of Hamilton, Ancaster, Dundas, 

Flamborough, Stoney Creek, Glanbrook)  
8. Local Member of Federal or Provincial Government and senators (current/former)  
9. All current City employees including Police, EMS and Fire Services to be lowered 

at the employee’s immediate workplace. Should the workplace not fly flags, the 
flags flown at City Hall will be lowered to half-staff*.  

10. A major tragic event, such event or remembrance of fatal natural disasters 
and mass shootings, at the discretion of the policy owner 
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*It would be the responsibility of the individual’s people leader to notify the 
Communications & Strategic Initiatives team and coordinate a flag lowering.  

In the event that there are community emergencies which prevent the lowering of 
the flag on the dates of passing to the funeral, the City may designate a future 
date to acknowledge the passing with the flag at half-staff. This substitution 
should be communicated on City communication channels to ensure awareness 
for the acknowledgment. The determination of this day will be made by the policy 
owner in collaboration with the individuals’ family/friends. 

Half-staffing will also occur on events or special circumstances such as events deemed 
to represent a significant tragedy or a loss of life, including publicly announced 
Canadian Forces fatality on any Canadian or Canadian-involved mission at home or 
abroad. 

Disposal of Flags  

When a flag becomes worn, noticeably faded or otherwise unfit to be flown, it should be 
disposed of in a respectful manner and immediately replaced. The department of 
Public Works shall hold responsibility for ensuring this is done. 

3D Hamilton Sign Protocol: 
With respect to the 3D Hamilton Sign outside of the Hamilton City Hall, sign 
protocol is that the sign be illuminated in the appropriate colour to reflect 
commemorative dates identified by the Provincial government, and Federal 
government, such as 

• Provincial or national celebrations 
• Days of remembrance or mourning 
• Significant days of diversity 

Requests for sign illuminations will also be accepted from the community in 
accordance with the procedure below. 

Annual Calendar 

The Communications and Strategic Initiatives team, on an annual basis, will 
review the Federal and Provincial commemorative dates and schedule the 
appropriate sign lighting and flag raising/lowering. This calendar will be posted 
for public awareness.  

Communications 
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Sign lighting schedule and flag raising and lowering information will be posted on 
the City’s website, and/or social media channels as appropriate, to ensure 
community awareness. 

Community Requests 
In addition to the annual calendar, community members may make requests for 
flag raising, lowering, and sign lighting.  

In general, flags raised through a community request will be raised for two 
business days. In the event of major awareness months, City of Hamilton staff 
retain the authority to raise flags for additional dates, where space allows.  

The lighting of the sign by community request will be for a single night, from 
dusk until dawn of the following day. A maximum of two requests will be 
accommodated per day on a 30-minute rotating basis.  

In all cases, flag and sign requests are approved on a first come first served 
basis, with the exception of visiting dignitaries which takes precedence over 
community requests. 

Request Requirements: 

To submit a request, the party must submit their information via webform, 
including 

• Persons name, organizations name, and contact information 
• Date and rationale of request 
• Colour/flag requested 
• Agree to provide a 3 foot by 5-foot flag with grommets, should the City not 

have the specific flag in storage  
• Self-evaluation of the request against proscribed criteria.  

The request must be made four weeks ahead of the requested date. 

Evaluation Criteria: 

Community requests will be evaluated against the following criteria. 

1. The request is made by a local, provincial, or national organization 
2. The request recognizes a municipally, provincially, nationally, or 

internationally recognized day or month of significance, cause, or initiative  
3. The request does not contradict any City of Hamilton By-Laws, or Provincial or 

Federal statute. 
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4. The request does note duplicate a sign lighting/flag raising or lowering already 
scheduled within a calendar year. 

5. The request is supportive of equity, diversity, and inclusion, and does not 
promote or encourage any hate, discrimination, or negative outcomes to 
marginalized populations 

6. The request does not sponsor or promote the practice of a specific faith 
denomination or political ideology 

7. The request does not imply any allegiance or support for a specific political 
movement, ideology or other statement of beliefs on behalf of the City of 
Hamilton 

8. The request is not affiliated with any commercial, for-profit, or private entities 
9. In the case of flag requests, the request aligns with the approved national 

days list approved by Global Affairs Canada 

Evaluation Process 

All requests will be reviewed by City of Hamilton staff and to ensure that they 
clearly adhere to the protocol criteria. Requests that do not clearly meet the 
criteria may be brought forward by City staff to other departments to support 
decision making. 

Preference will be shown to the City’s annual calendar of recognized days and 
months of significance. Following this, requests will be considered on a first 
come first serve basis with a maximum of two sign lightings per day (on a 
rotating basis).  

The City of Hamilton staff have full and final authority to implement the flag 
raising/lowering and 3D Hamilton Sign Community Lighting Program criteria. By 
submitting a lighting request for the Flag raising or 3D Hamilton sign, the 
applicant agrees that the decisions of City staff are final. 

Notification of Acceptance and Approval 

Staff will endeavor to provide notification of acceptance within two weeks of the 
date that the request was received via webform.  

Requests should not be submitted more than six months in advance. 

History 
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The following stakeholders were consulted in the creation or revisions made to 
this Policy: Communications & Strategic Initiatives, Government Relations & 
Community Engagement, the Mayor’s Office, and Facilities. 

This policy replaces the former policy named the City of Hamilton Flag Protocol 
dated May 26, 2011. 

The policy comes into force January 1, 2024 
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Proposed Flag & Sign Recognition Calendar 
The dates below are compiled based dates recognized by the Ontario Provincial Governmenti, and relevant dates from the Canadian 
Federal Governmentii. All community requested dates that are not on this list would be evaluated based on the criteria outlined in the 
draft Flag & Sign Protocol.  

Date National Day or Observance Authority City of Hamilton Recognition 
JANUARY 
January Tamil Heritage Month Federal Sign = yellow, green 
1 January New Year’s Day Federal Sign = multicolour 
11 January Sir John A. Macdonald Day Federal Sign = red, white, red 

17 January Raoul Wallenberg Day Federal Sign = blue and yellow 

21 January Lincoln Alexander Day Federal Sign = red, green, gold 
24 January World Day for African and Afrodescenant Culture Federal Sign = red, green, gold 
27 January International Holocaust Remembrance Day Federal Sign = yellow 

Flag = lowered 
29 January National Day of Remembrance of the Quebec City Mosque 

Attack and Action against Islamaphobia 
Federal Sign = green 

Flag = lowered  
FEBRUARY 
February Black History Month Federal Sign = red, green, gold 

15 February National Flag of Canada Day Federal Sign = red, white, red 
3rd Monday in 
February 

Family Day Ontario Sign = multicolour 

MARCH 
March Bangledeshi Heritage Month Ontario Sign = green, red 
March Irish Heritage Month Federal Sign = green 
8 March International Women’s Day Federal Sign = purple 
14 March Commonwealth Day Federal Sign = blue, red, white 
21 March International Day for the Elimination of Racial Discrimination Federal Sign = red 
31 March International Transgender Day of Visibility Federal Sign = blue, pink, white 
APRIL 
April Sikh Heritage Day Federal Sign = blue, orange 
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April Genocide Remembrance, Condemnation, and Prevention 

Month 
Federal Flag = lowered 

9 April Vimy Ridge Day Federal Flag = lowered 
2nd Wednesday of 
April 

International Day of Pink Federal Sign = pink 

April 27-28 Yom HaShoah (Holocaust Remembrance Day) Federal Sign = yellow 
Flag = lowered 

28 April Workers Mourning Day Federal Sign = dimmed 
Flag = lowered 

MAY 
May Canadian Jewish Heritage Month Federal Sign = blue 
May Asian Heritage Month Federal Sign = red 
May Polish Heritage Month Provincial Sign = white, red 
May South Asian Heritage Month Provincial Sign = red 
5 May South Asian Arrival Day Provincial Sign = red 
5 May Dutch Heritage Day Federal Sign = red, white, blue 
5 May Missing and Murdered Indigenous Women, Girls, and 2 

Spirited People 
Federal Sign = red 

17 May International Day Against Homophobia, Transphobia, and 
Biphobia 

Federal Sign = rainbow 

21 May Ontario Flag Day Provincial Sign = Red, Blue, Green, Gold 
24 May Victoria Day Federal Sign = red, blue, white 
JUNE 
June Seniors Month Provincial Sign = multicolour 
June National Indigenous Heritage Month Federal Sign = White, Yellow, Red, 

Orange 
June Italian Heritage Month Federal Sign = green, white, red 
June Filipino Heritage Month Federal Sign = gold, blue, red 
June Portuguese Heritage Month Federal Sign = green, red 
June Pride Season Federal Sign = rainbow 

Flag = progress pride & 
transgender flag 

19 June United Empire Loyalists Day Provincial Sign = blue, red, white 
21 June National Indigenous Peoples Day Federal Sign = white, yellow, red, 

orange 
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23 June National Day of Remembrance for Victims of Terrorism Federal Sign = dimmed 

Flag = lowered 
24 June Saint-Jean-Baptiste Day / Fête nationale du Québec Federal Sign = blue 
27 June Canadian Multiculturalism Day Federal Sign = multicoloured 
JULY 
July Egyptian Heritage Day Provincial Sign = red, white 
1 July Canada Day Federal Sign = red, white, red 
10 July Nikola Tesla Day Provincial Sign = yellow 
AUGUST 
1 August Emancipation Day Federal Sign = red, green, gold 
2 August George Hamilton Day Municipal Sign = blue, yellow 
3rd week of 
August 

Public Service Pride Week Federal Sign = blue, yellow 

SEPTEMBER 
7 September Ukrainian Heritage Day Provincial Sign = blue, yellow 
10 September Firefighters National Memorial Day Federal Sign = red 

Flag = lowered 
24 September Police and peace Officers National Memorial Day Federal Sign = blue 

Flag = lowered 
25 September Franco Ontarian Day Provincial Sign = green, white 
4th Week of 
September 

Gender Equality Week Federal Sign = pink, purple, blue 

30 September National Day for Truth and Reconciliation Federal Sign = orange 
OCTOBER 
October German Heritage Month Federal Sign = red, yellow 
October Canadian Islamic History Month  Federal Sign = green 
October Women’s History Month Federal Sign = pink 
October Latin American Heritage Month Federal Sign = Green, red, blue, white, 

yellow 
October Hispanic Heritage Month Provincial Sign = red, yellow, orange 
1 October National Seniors Day  Sign = blue, white 
11 October International Day of the Girl Child Federal Sign = pink 
18 October Persons Day Federal Sign = multicolour 
NOVEMBER 
November Albanian Heritage Month Provincial Red 
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November Hindu Heritage Month Federal Sign = orange 
5-11 November Treaties Recognition Week Provincial Sign = white, yellow, red, 

orange 
5-11 November Veterans Week Federal Sign = red 

Flag = lowered 
8 November Indigenous Veterans Day Federal Sign = white, yellow, red, 

orange 
Flag = lowered 

11 November Remembrance Day Federal Sign = red 
Flag = lowered 

20 November National Child Day Federal Sign = multicolour 
20 November Transgender Day of Remembrance Federal Sign = blue, pink, white 
20-26 November Canadian History Week Federal Sign = red, white, red 
15 November – 
10 December 

16 Days of Activism Against Gender Violence Federal Sign = red 

DECEMBER 
3 December International Day of Persons with Disabilities Federal Sign = purple 
6 December National Day of Remembrance and Action on Violence 

Against Women 
Federal Sign = dimmed 

Flag = lowered 
10 December Human Rights Day Federal Sign = multicolour 
11 December Anniversary of the Statute of Westminster Federal Sign = blue, red, white 

 

 
i https://www.ontario.ca/page/ontarios-celebrations-and-commemorations - note, not all dates recognized via provincial legislation are captured on this page, 
so some additional dates have been added that have legislative support (e.g., treaties week). 
ii https://www.canada.ca/en/canadian-heritage/services/important-commemorative-days.html 
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CITY OF HAMILTON 
N O T I C E  OF  M O T I O N 

GOVERNANCE REVIEW SUB-COMMITTEE:  October 27, 2023 

MOVED BY COUNCILLOR M. WILSON …..…..…………..………………... 

Review and Evaluation of Lobbyist Registry By-Law 

WHEREAS the City of Hamilton introduced a Lobbyist Registry By-law in 2015; and 

WHEREAS the public interest would be served in having an updated review and 
evaluation of the Lobbyist Registry By-law, including its exemptions; 

THEREFORE, BE IT RESOLVED: 

The staff be requested to report back to Governance Review Sub-Committee with a 
review and evaluation of the City of Hamilton’s Lobbyist Registry By-law including a 
scan of best practices in other municipal jurisdictions. 
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