
 REVISED AGENDA 

ACCESSIBILITY ADVISORY COMMITTEE 
March 20 at 6:00 p.m. 

River Plate Room, Town Hall 

    Meeting No. 3 

 
Online Agenda:  Anything in blue denotes an attachment/link. By clicking the links on the agenda   

page, you can jump directly to that section of the agenda. To maneuver back to 
the agenda page use the Ctrl + Home keys simultaneously OR use the 
“Bookmark” icon on the navigation panel to the left of your screen. 

 
Alternative formats available upon request by contacting:  

sarah.moore@ajax.ca or 905-619-2529 ext. 3347 
 
1. Call to Order 

 
1.1     New Members Welcome/Roundtable Introductions 

 
 

2. Disclosure of Pecuniary Interest 
 
 

3. Approval of Minutes  
 

3.1     February 19, 2014 ........................................................................................................ Page 3 
 
 

4. Presentation/Discussion Items 
 
4.1    Wind Reach Farms (6:00 – 6:30 p.m.) 
         Kate Bird, Chief Executive Officer 
         
4.2    Committee Review (6:30 – 7:00 p.m.) .......................................................................... Page 8 

Sarah Moore, Committee Coordinator 
 

4.3.1.     Advisory Committee Policy & Procedure ...................................................... Page 9  
4.3.2.     Advisory Committee Code of Conduct ........................................................ Page 25 
4.3.3.     Accessibility Advisory Committee Profile................................................... Page 27 

         4.3.4.     Advisory Committee Recruitment and Appointment Process ................... Page 28 
4.3.5.     Advisory Committee Application Form  ...................................................... Page 35 

 
4.3    National Access Awareness Week Recognition (7:00 – 7:15 p.m.) 
 
4.4     “Accessibility Opens Doors” Information Piece (7:15 – 7:25 p.m.) .... circulated separately 
 
4.5     Accessibility Training Opportunity – Recreation & Culture (7:25 – 7:40 p.m.) 
 
4.5     Facility Retrofit Wish List (7:40 – 7:50 p.m.) 
 

 
5. Standing Items 

 
5.1  2014 Work Plan ......................................................................................................... Page 37 
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5.2     Regional AAC Chairs Group Update 

 
5.3     Pan Am 2015 Local Host Committee Update 

 
 
6. Correspondence 

 
 
7. Update from Council 

 
 

8. New Business 
 
 

9. Adjournment 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Next Meeting: Wednesday April 16, 2014 at 6:00 p.m., River Plate Room, Town Hall 



DRAFT MINUTES 
Accessibility Advisory Committee 

January 22, 2014 
River Plate Room, Town Hall 

Alternative formats available upon request by contacting:                                Meeting No. 1 
sarah.moore@ajax.ca or 905-619-2529 ext. 3347 

 
Committee Members:  Marcia Bowen  
    Camille Gooden 
    Donna Mullings, Co-Chair 
    Kathreen Smith, Chair 

Michel St-Arneault 
Julia Stevenson 

        
Staff: Sarah Moore, Committee Coordinator  
 
Guests: Geoff Romanowski, Development Approvals Coordinator 
 David Forget. Manager – Quality Service & Special Projects 
  
Regrets: Councillor Pat Brown, Sepelene Deonarine, Barb Dowds,  
 

1. Call to Order 
 
Chair Smith called the meeting to order at 6:15 p.m. 

 
 

2. Disclosure of Pecuniary Interest 
 
None 
 

 
3. Approval of Minutes 

 
Moved by:  D. Mullings 
Seconded by: M. St-Arneault 

  
That the Minutes of the Accessibility Advisory Committee Meeting held on January 22, 2014, 
be adopted.   

CARRIED  
 

4.      Presentation/Discussion Items 
                                       
4.1  Update on Recent Development Applications 
 
Mr. Geoff Romanowski, Development Approvals Coordinator, provided a comprehensive 
overview of the Planning & Development department, types of applications received, 
components of an application and the site plan review process. He defined planning and 
indicated that applications are dealt with through a lens of public interest.  
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Members posed several questions relative to it is decided what id developed and where and   
how land use and zoning can change. Mr. Romanowski discussed the intent of two key 
planning documents: the Official Plan, as a long-term land use map planning and 
categorizing development, and the Zoning By-law, the document used to define what is 
specifically permitted within a particular location.  
 
Members inquired the timeline for a development application to move through the review 
process. Mr. Romanowski noted that the process can take an average of 7-9 months before 
final approval, which may require multiple submissions and circulations. 
  
Mr. Romanowski reviewed three current developments: Grand Harwood Place, a Volvo & 
Range Rover/Jaguar Dealership, and the Pan Am Sportsplex. Details were provided on the 
development scope, progress and any accessibility concerns that had been identified to 
date. The Committee was encouraged to provide comments and input at any time 
throughout the review process of such applications.  
 
As the Committee had expressed challenges with reviewing the technical site plan 
documents, the Committee’s involvement through the review process was encouraged 
through the provision of an accessibility ‘wish list’ and comments forwarded through Ms. 
Moore to bring forward on the Committee’s behalf. The Committee may also choose to invite 
staff and/or applicants to attend a Committee Meeting for detailed discussion of applications 
of significant interest to the Committee (i.e. Pan Am Sportsplex). 
 
Members inquired how the Town can be proactive in encouraging accessibility 
considerations beyond the legislated minimum. It was noted that with Ms. Moore’s recent 
participation in the Pre-Consultation Committee, reviewing applications even before they are 
formally submitted, the accessibility wish list can be encouraged early on in the process. As 
review of site plans may be a complex task, staff encouraged the Committee to develop 
wish lists of criteria both broad and detailed in scope, to be considered throughout the 
review process. Potential incorporation of such criteria may also be considered in the site 
plan manual.   
         
4.2  2014 Customer Polling 
 
Mr. Forget, Manager – Quality Service & Special Projects, presented information relative to 
upcoming customer polling to be conducted on behalf of the Town. The polling is follow-up 
to telephone surveys conducted in 2010 and other years prior. Customer polling was 
identified to gain insight from residents on programs, services and spending. Customer 
polling in 2014 will provide comparative data to previous polls.  

 
Mr. Forget reviewed the history of customer polling conducted for the Town by Environics 
Research Group. Subject matter was noted to have changed over time in order to reflect 
relevant community issues and trends (community safety, political participation, customer 
service, diversity & community engagement, downtown revitalization and more). He focused 
on past results relevant to accessibility and barriers to programs and services.  
 
Members posed several questions relative to whether control questions are used in the 
survey for reliability and validity of responses, and whether there are any potential barriers 
for respondents, such as threshold criteria, for their participation in the survey. The 
Committee inquired if the survey could be completed online through the Town’s website for 
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increased accessibility. It was noted that the survey is conducted by phone in order to 
provide clarification and encourage full completion of the poll. TextNet and multi-language 
capabilities were also identified through the telephone method.   

 
The results of the 2014 poll will assist with shaping the strategic plan of the new Council 
term. The poll was identified to be conducted by telephone utilizing a sample size of 
approximately 600 participants before Easter. Mr. Forget advised that copies of the 
questions asked and reports from the previous polls are available on the Town’s website for 
review.  
 
Members expressed significant concern for the representation of accessibility-related data 
extrapolated from the poll, when no context for the number of respondents with disabilities 
could be provided. It was strongly encouraged that the script, as well as final report from 
Environics incorporates person-first language. Members inquired why, with the Town’s 
population growth in recent years, the sample size of residents is not being increased, as a 
sample size of 600 may not be statistically representative of the population. Mr. Forget 
advised that it was a result of budget constraints. 

 
4.3  “Accessibility Opens Doors” Information Piece 
 
Ms. Mullings discussed her frustration with the lack of automated door entrances throughout 
commercial and retail establishments in Ajax. She introduced a proposal to create an 
informational piece for local businesses relative to the cost, available funding, process, and 
benefits to installing a power door opener.  
 
The Committee expressed support for this initiative as an opportunity for businesses to 
become more accessible and capitalize on the impact of the Pan Am Games coming to Ajax 
in 2015. 
 
Ms. Mullings agreed to take the lead on the project and investigate funding opportunities. 
Chair Smith agreed to look into potential costs. Ms. Moore will provide information on the 
Town’s process (building permits, etc.). Ms. Bowen will review legislative requirements and 
Ms. Gooden will draft key benefit points. Content is to be forwarded to Ms. Moore by March 
12, 2014 for inclusion in the agenda package.   
 
4.4  Ontario Trails Strategy Workshop  
 
Ms. Stevenson summarized her account (documented in Item 6.1 Letter of Complaint 
regarding AAC Member Experience at Provincial Trails Strategy). She circulated the 
materials distributed at the event for the Committee’s interest. No response to the 
Committee’s letter of complaint had been received to date. If no response is received within 
6 weeks of the date the letter was sent, staff will follow-up.  

Ms. Gooden exited the Meeting (8:30 p.m.) 
 
4.5  Volunteer Recognition Awards Selection Committee 
 
Ms. Moore reminded the Committee that representatives were needed to participate in the 
Volunteer Recognition Award Selection Committee Meeting on March 11, 2014. Ms. Bowen 
and Chair Smith tentatively expressed interest. 
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5.      Standing Items 
 
5.1 2013 Work Plan 

 
In the interest of time, this item was not discussed in detail. 
 
5.2 Site Plan Application Review 

 
This Item was addressed in Item 4.1 Update on Recent Development Applications.  
 
5.3 Regional AAC Chairs Group Update 

 
Ms. Smith provided a summary of the February 2014 Regional AAC Chairs Group meeting. 
Clarington was noted to be reviewing options to construct an accessible playground. The 
Region was noted to have circulated its Accessibility Report and Plan. A deadline for 
content submission to the Regional Accessibility Newsletter was identified for May 2014.  
Members expressed interest in providing content to submit to the newsletter. Further 
discussion will continue at a future meeting.  

 
 

6.  Correspondence 
 

6.1      Letter of Complaint regarding AAC Member Experience at Provincial Trails 
Strategy Workshop (November 2013) 
 

With consent of all Members present, the Item of Correspondence identified on the February 
19, 2014 Meeting agenda was received for information.  

 
 
7.      Update from Council 

 
None. 
 

 
8.  New Business 
 

8.1     Pan Am 2015 Update 
 
Ms. Moore acknowledged Ms. Gooden as the Committee representative on the Pan Am 
Ajax Local Host Committee. She noted that Ms. Gooden would be providing an update to be 
shared with the Committee via email.  

  
 
9.  Adjournment 
 

Moved by:  J. Stevenson  
Seconded by: M. Bowen 
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That the February 19, 2014 meeting of the Accessibility Advisory Committee be adjourned 
(8:45 p.m.). 

CARRIED 
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ADVISORY COMMITTEE REVIEW 
OVERVIEW & SUMMARY OF CHANGES  

  
  
A comprehensive review of the Town of Ajax Advisory Committee structure, procedures & processes has been 
conducted. A 2013 member, staff and Council Advisory Committee survey was conduct and a broad best 
practice research was carried out, to assist with shaping and identifying necessary and proposed changes.  
 
The following DRAFT documents are included hereafter for your review and comment: 
 

1. Advisory Committee Policy & Procedure (new) 
2. Advisory Committee Recruitment and Appointment Process (revised) 
3. Advisory Committee Application Form (revised) 
4. Advisory Committee Code of Conduct Sign-off (new) 
5. Advisory Committee Profile (new – to help form Terms of Reference) 

 
In preparation for discussion, the following represents a summary of changes and recommendations: 
 

1. Advisory Committee Policy & Procedure  
• Removed from appendix to Council Procedural By-law 
• Consolidated policies and procedures into one guiding document (Council approved) 
• Added inclusion/accommodation language; diversity lens (resident vs. citizen, no gender-

specific pronouns, etc.)  
• Recommending that the Youth Engagement Advisory Committee be directed to report to the 

Recreation & Culture Department, instead of Council. (YEAC appointment process, structure, 
role etc. is different from a formal advisory committee of Council). 

• Tightened attendance management section 
• Added specific criteria for the establishment of new advisory committees 
• Added requirement for minimum number of committee meetings; if less than 5/year, the 

Committee efficiency/effectiveness shall be reviewed by staff/Council 
• Expanded and documented training/orientation requirements 

 
2. Advisory Committee Recruitment and Appointment Process  

• Revised to document the actual process used 
• Recommending that term limits not be imposed for Advisory Committees to allow for continuity 

and balanced turnover 
• Note that priority will be given to new applicants 
• Members seeking reappointment will need to reapply for consideration 
• Added inclusion/accommodation language 
• Recommending specific appointment dates for consistency 
• Proposing Advisory Committee “open house” evening as part of new term recruitment 

 
3. Advisory Committee Application Form  

• Generalized, more open-ended questions, reformatted 
• Will be made in accessible online format through Town’s website 
• Added inclusion/accommodation language 

 
4. Advisory Committee Code of Conduct Sign-off  

• Aligns with Council Code of Conduct, part of formal orientation package 
 

5. Advisory Committee Profile  
• “bird’s-eye” view of Committees to assist with creating terms of reference 
• Identifies interests/technical/experience/skill assets to assist with diverse composition 
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CORPORATION OF THE TOWN OF AJAX 

CORPORATE POLICIES AND PROCEDURES 
 
SUBJECT: ADVISORY COMMITTEE POLICY &        

PROCEDURE 

ISSUED:       
 
      

REVISED:   Click here 

to enter a date. 

REVISION NO.:  Page 1 of 16 

 
POLICY:  

 

1. POLICY OBJECTIVE 
 
1.1. Advisory committees are established by Council for the purpose of encouraging 

community participation on a variety of issues relevant to the municipality. Such bodies 
play an important role in the corporate decision-making process by providing a means 
for elected representatives and staff to receive the views and advice from Ajax residents 
on a variety of matters.   
 

2. SCOPE & APPLICATION 
 
2.1. This policy outlines a fair, equitable and transparent approach and process for the 

establishment and operation of advisory committees. The Advisory Committee Policy & 
Procedure is intended to address: 
 

 The process for establishing and reviewing public advisory committees 
 Advisory committee recruitment, selection, appointment and resignation processes 
 Duties and conduct of Members 
 Operating procedures 
 Sub committees /  working groups 
 Reporting requirements 
 Media relations 
 Financial requirements 

 
2.2. This Policy applies to the following Council approved advisory committees: 

 
 Accessibility Advisory Committee 
 Active Transportation & Trails Advisory Committee 
 Diversity & Community Engagement Advisory Committee 
 Environmental Advisory Committee 
 Heritage Advisory Committee 
 Recreation & Culture Advisory Committee 

 
2.3. Changes of clarifications of policy or procedure shall be reflected in updates to the 

Policy, which may be supplemented by guidelines and training materials, as deemed 
appropriate by the Clerk.   
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3. DEFINITIONS 

 
3.1. “Advisory Committee”  a committee created by Council to act in an advisory capacity 

to council on municipal issues during the Council term 
 
3.1.1. Ongoing committee: provides regular policy or program advice to Council on 

a specific municipal matter, as defined in a terms of reference, established by 
by-law. Ongoing committees may also be involved in the organizing and 
promotion of special events or activities require a budget allocation. An ongoing 
committee may be comprised of resident, organization and Council 
representatives. 
 

3.1.2. Task force / Steering Committee: assists in the short term study and analysis 
of a specific municipally-related issue, as defined in a terms of reference, 
established by by-law. Generally a task force will be completed within six 
months to one year of their establishment, and may be comprised of resident, 
staff, organization and Council representatives. Any extension in time to a task 
force shall be made by Council resolution.  
 

3.2. “Advisory Committee Member” means an Ajax appointee meeting the eligibility 
criteria or Council Member Appointee.  
 

3.3. “Chair” means the elected head of the advisory committee. 
 

3.4. “Conduct” means the way one acts and behaves. 
 

3.5. “Council” means the Council of the Corporation of the Town of Ajax. 
 

3.6. “Council Member Appointee” means any Member of Council that sits as a voting  
member of an advisory committee. 
 

3.7. “Mandate” means the statement that describes the advisory committee’s purpose or 
responsibilities. The mandate shall align with Council’s strategic directions. 
 

3.8. “Quorum” means the number of members required to be present at any meeting in 
order that business may be conducted. 
 

3.9. “Subcommittee” means a team chaired by a member of the advisory committee or 
the Committee’s staff liaison, created to carry out a specific project included in the 
annual work plan of the advisory committee. To be implemented sparingly and 
disbanded upon completion of the project.  
 

3.10. “Terms of Reference” means the document that provides a general overview of the 
advisory committee, the content of which is prescribed by the Advisory Committee 
Policy & Procedure 
 

3.11. “Vice-Chair” means the elected member of an advisory committee who assumes the 
duties of the Chair in the Chair’s absence. 
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4. ESTABLISHMENT OF AN ADVISORY COMMITTEE 

 
4.1. Advisory Committees are established by Council. The creation of a new advisory 

committee shall first be based on statutory requirement. 
 
4.1.1. If there is not a statutory requirement, the establishment of the Committee must  

fulfill five (5) of the following criteria: 
 
 Aligns with the Community Action Plan (Council strategic plan) and other 

Master Plans or guiding documents; 
 

 Requires resident consultation and external stakeholder expertise to 
develop public policy or fulfill corporate mandate; 
 

 Represents broad subject matter handed by multiple internal departments 
or external stakeholders; 
 

 Significantly helps stream-line discussion and decision-making at Standing 
Committees and Council; 
 

 Handles work that staff do not perform; 
 

 Involves an emerging or sustained issue of clear importance to the 
municipality and needed for the long-term (minimum of 5 years);  
 

 Mandate and work plan can be clearly articulated. 
 

4.1.2. A by-law shall be required to establish each advisory committee, without 
exclusion. The by-law shall incorporate the terms of reference. 
 

5. REVIEW OF ADVISORY COMMITTEES 
 
5.1. All advisory committees shall dissolve at the end of each term of Council, allowing for a 

review the efficiency and effectiveness of advisory committees and refresh of the 
committee structure as a whole. 
 

5.2. As early as possible in a new term of Council, Council shall review advisory committees 
in place at the time of the previous term of Council. The Clerk and Management 
Committee shall assist in this effort by providing an overview profile of all advisory 
committees (see template COR-0XX), including but not limited to: 
 
 name of committee 
 type (statutory/discretionary) 
 mandate, goals and objectives 
 number of meetings held 
 achievements and challenges 
 recommendations on future direction of each committee and committee structure 
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 review and recommendations on the reporting and functional relationship of 
advisory committees 

 review and recommendations on orientation and training needs 
 

6. TERMS OF REFERENCE 
 
6.1. The Terms of Reference for any advisory committee shall be approved by Council 

and amendments can only be made with Council approval. The Policy addresses a 
number of areas, therefore the Terms of Reference for an advisory committee shall 
address the following: 
 
 Purpose 
 Mandate 
 Work plan 
 Lead Department 
 Reporting Relationship 
 Committee Membership & Composition 
 Chairperson 
 Meeting Structure & Format 

 
7. ORIENTATION 

 
7.1. Every Advisory Committee member shall be required to attend at least one (1) 

orientation session.  
 

7.2. The first regular meeting of any advisory committee may be devoted to orientation 
and training, as well as clarifying goals and objectives.  
 

7.3. The Legislative & Information Services Department (Committee Coordinator) shall be 
responsible for coordinating and delivering orientation to all Committee Members. 
Orientation content shall include: 
 
7.3.1. An overview of the Town of Ajax Advisory Committee Member rights,  

responsibilities, policies and procedures;  
 

7.3.2. Mandatory Accessibility for Ontarians with Disabilities Act, Ontario Human 
Rights Code, and Occupational Health & Safety Act training;  
 

7.4. Committee Members shall be provided with a member “handbook”, including a copy 
of the Advisory Committee Policy & Procedure, terms of reference, and relevant Town 
of Ajax policies and supporting documents.  
 

7.5. Advisory Committee Members shall consult the Legislative & Information Services 
Department (Committee Coordinator) for support and assistance. Additionally, all 
Advisory Committees shall have clearly identified Council representatives and Staff 
Liaisons who may be consulted for support.  
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8. ACCESSIBILITY & INCLUSION 

 
8.1. While serving on any Town of Ajax Advisory Committees all Committee members 

shall comply with all Town of Ajax accessibility-related policies, practices and 
procedures.  
 

8.2. Notification of accommodation availability throughout the Advisory Committee 
Membership shall be provided (from recruitment to end of appointment). 
 

8.3. The Town of Ajax shall ensure that adequate provisions are made to ensure that 
meeting places, agenda and minute formats, communications and conduct of 
meetings are accessible, to provide maximum participation.  

 
9. MUNICIPAL FREEDOM OF INFORMATION AND PROTECTION OF PRIVACY ACT 

 
9.1. Town of Ajax Advisory Committees are accountable for complying with the Municipal 

Freedom of Information and Protection of Privacy Act and related Town of Ajax 
policies and practices.  
 

10. HEALTH AND SAFETY 
 
10.1. Advisory Committee Members shall never be asked to do anything unsafe and have 

the right to refuse any request, function or activity they feel is unsafe.  
 

10.2. All Advisory Committee projects will comply with the Occupational Health and Safety 
Act and Regulations.  

 
10.2.1. Training shall ensure that Advisory Committee Members understand their duties, 

rights, responsibilities, health and safety issues and accident and emergency 
procedures. 
 

10.3. Advisory Committee members must report all accidents and injuries to the Chair, 
Council Member Appointee, or staff liaison immediately. The Committee Chair, 
Council Member Appointee or staff person shall notify the Health & Safety/WSIB 
Advisor of any accident or injury immediately.  
 

10.4. Advisory Committee members shall adhere to the Alcohol and Drug Use in the 
Workplace Policy (108).  

 
11. ELECTIONS OF CHAIRPERSON AND VICE-CHAIR 

 
11.1. Election of the Chair and Vice Chair by simple nomination shall be conducted by staff, 

within the first or second advisory committee meeting, as appropriate.  
 

11.2. The Chairperson is responsible for leading the discussion at each meeting pursuant 
to the meeting agenda and the committee’s mandate. Members of Council are not 
eligible to serve as a Chairperson or Vice-Chair. 
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11.3. If a Chair or Vice-Chair is not present, members are to select an acting chairperson to 
serve in the same capacity for the duration of the meeting.  
 

11.4. The Chair and Vice-Chair shall be elected to a one (1) year term. 
 

11.5. The Chair and/or Vice-Chair may be re-elected for consecutive terms.  
 

12. MEMBERSHIP ADIMINISTRATION 
 
12.1. The process for acquisition, selection, appointment and dismissal from Town of Ajax 

Advisory Committees is detailed within the Town of Ajax Advisory Committee 
Appointment Policy (COR-WI-008). All applicants shall be required to submit the 
Town of Ajax Advisory Committee Application Form (LIS-032), to initiate the 
process. 
 

12.2. An Advisory Committee information session shall be held as part of the recruitment 
process at the onset of the new term of Council. The session shall provide the public 
and potential applicants with information regarding the Town’s Advisory Committee 
structure, mandate and responsibilities.  
 

12.3. Principles of equity and accommodation for all candidates shall be adopted and 
implemented by enforcing application deadlines, selection criteria and consistent 
screening/interviewing procedures.  
 

12.4. Membership, as much as possible, shall be representative of the Ajax community, 
and achieve balance between diversity, a variety of technical expertise and other 
related skills and experiences.   
 

13. TERM OF APPOINTMENT 
 
13.1. Members are appointed by resolution of Council and shall serve for a term concurrent 

to the term of Council. Appointment shall as close as possible, commence March 1 of 
the first year of a Council term, and end on February 28 or 29 of the first year 
following a Council term. 
 

13.2. Advisory Committee members may only serve on one Town of Ajax advisory 
committee at a time. 
 

13.3. Advisory committee members may seek reappointment to an advisory committee 
upon reapplication for a consecutive term.  
 

13.3.1. New appointments shall be prioritized; however balance between new and 
reappointed members will be sought during the selection process.  
 

13.4. As members appointed to the Committee of Adjustment and Property Standards / 
Animal Services Appeals Committee receive remuneration, such appointments shall 
have a two term limit. Members may only be considered for appointment upon 
reapplication after an absence of one term.  
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14. ATTENDANCE MANAGEMENT 

 
14.1. Absenteeism 

 
14.1.1. Wherever possible, members shall inform staff of any planned absence. 

 
14.1.2. Members shall not be absent for more than three consecutive meetings.  

 
14.1.3. Members shall attend at least two-thirds of all regularly scheduled meetings 

within a calendar year.  
 

14.1.4. After two (2) consecutive absences by any Member at regularly scheduled 
meetings, the following process shall be followed: 
 

14.1.4.1. Staff shall informally contact the absent member to determine if they plan 
to attend the next regularly scheduled meeting and reaffirm the Advisory 
Committee Policy and Procedure relative to absenteeism. Any reasonable 
or compassionate circumstances which would prohibit their attendance 
shall be noted. 
 

14.1.4.2. If no reasonable or compassionate response is given, staff shall inform 
the absent member that if they are absent from the next regular meeting, 
the Committee shall declare their seat vacant and recommend to Council 
the removal of the Member. 
 

14.1.4.3. If staff were unable to reach the absent member within a reasonable 
period before the third meeting, or no reasonable or compassionate 
grounds for absences were given at the time of preparing the agenda for 
the third meeting, staff shall include the  agenda item “absentee member” 
just prior to adjournment. 
 

14.1.4.4. Upon consideration of the item, staff shall briefly identify the requirements 
of the policy and the name of the absent member, and will be noted in the 
minutes.  
 

14.1.4.5. Removal from advisory committee membership shall be by resolution of 
the committee.  
 

14.1.4.6. The Chair and Committee Coordinator, based on evidence of 
absenteeism due to compassionate grounds, waive the attendance 
requirements of the Advisory Committee Policy & Procedure.  
 

14.1.4.7. To address the conflicting commitments of Members of Council to attend 
meetings of Advisory Committees, statutory authorities and other Council 
business, Member of Council are excluded from the provisions of Section 
13 of the Policy. 
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14.2. Resignation 
 

14.2.1. Advisory committee members wishing to resign their appointment shall submit 
their resignation in writing to the Legislative & Information Services Department. 
 

15. RELATIONSHIP BETWEEN ADVISORY COMMITTEES AND COUNCIL  
 
15.1. The nature of advisory committee recommendations to Council is purely advisory, and 

Council may approve, amend, refer or propose other resolutions, as Council sees 
appropriate.  
 

15.2. Advisory Committees shall not reconsider, recommend or advise on a matter that has 
been decided by Council, unless otherwise directed by Council.  
 

15.3. Advisory Committee Members shall rely exclusively on appointed staff support to 
communicate and dispense with recommendations and actions taken by advisory 
committees and shall not intervene in the administrative practices of the Town of Ajax.   
 

16. CONDUCT & CONFLICT RESOLUTION 
 
16.1. Advisory Committees work on behalf of Council as community ambassadors for the 

Town of Ajax. The Committee may consult with community stakeholders or engage in 
activities that puts members in direct contact with residents and community 
organizations. Members shall reflect a professional and courteous manner when 
interacting with the public.  
 

16.2. All members shall be required to review, sign and comply with the Advisory 
Committee Code of Conduct (COR-0XX). 
 

16.3. When conflict or inappropriate, unconstructive, or offensive conduct becomes 
ongoing, intervention with an appropriate conflict resolution mechanism shall be 
implemented. This process may be initiated confidentially by a committee member, or 
staff.  
 

16.4. The Clerk shall be contacted directly with respect to initiating a conflict resolution 
mechanism, and may employ HR Services to identify and select and appropriate 
process for solving dispute(s).  

 
17. RESPONSIBILITIES & EXPECTATIONS OF CHAIRS AND VICE-CHAIRS 

 
17.1. The Advisory Committee Chair is expected to: 

 
 Preside over all advisory committee meetings and be responsible for the overall 

administration of the business of the advisory committee, ruling on any points of 
order;  

 Provide assistance to staff with the preparation of meeting agendas;  
 Facilitate the meeting and follow the Advisory Committee Policy & Procedure; 
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 Participate as an active member, encouraging participation by all committee 
members;  

 Generally refrain from discussion until all committee members have had an 
opportunity to speak on a matter; 

 Refrain from voting unless a tie is present;  
 Undertake any necessary work, including special projects and research, between 

meetings;  
 Be the point of contact for the committee; 
 Lead the preparation of the annual report/presentation to Council;  
 Review the mandate, goals and objectives of the committee and ensure the work 

plan is realistic, up-to-date and being followed;  
 Recognize workload limitations of the advisory committee; 
 Attend any training sessions offered by the Town of Ajax. 

 
17.2. The Advisory Committee Vice-Chair is expected to: 

 
 Assume the duties of the Chair (Section 17.1) if the Chair is not present within the 

first ten (10) minutes of an advisory Committee meeting;  
 Attend any training session offered by the Town of Ajax. 

 
18. RESPONSIBILITIES & EXPECTATIONS OF MEMBERS 

 
18.1. Advisory Committee Members (inclusive of the Chair, Vice-Chair and Council Member 

Appointee) are expected to: 
 
 Attend all scheduled and special advisory committee meetings, sending regrets 

otherwise; 
 Understand their role and expectations, including relevant Town policies; 
 Follow the agenda and stay focused on the topic at hand;  
 Understand and adhere to the mandate of the advisory committee, including its 

relationship to Council; 
 If the Chair and Vice-Chair are not present within the first ten minutes of an 

advisory committee meeting, the members present shall appoint another member 
as Acting Chair, who will preside for the duration of the meeting;  

 Participate as an active and voting member, asking questions and seeking 
clarification through the chair;  

 Undertake work necessary to implement the work plan, reading agendas, doing 
research, etc. between meetings;  

 Develop and maintain a climate where mutual support and trust, respect, inclusion, 
courtesy, teamwork, creativity, and a sense of humour are valued; 

 Respect the individual worth and dignity of other members, and at all times, 
maintain a high degree of professionalism;  

 Challenge ideas and not people, creating a climate where it is okay to disagree;  
 Respect that resolutions made shall reflect the majority view of the advisory 

committee;  
 Respect that decisions of Council are final; 
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 In a public forum, clearly identify that you are speaking as an independent resident, 
unless otherwise designated to speak on behalf of the advisory committee; 

 Respect confidential information;  
 Comply with the Advisory Committee Policy & Procedure; 
 Attend any training sessions provided by the Town for members.  

 
19. RESPONSIBILITIES & EXPECTATIONS OF COUNCIL MEMBER APPOINTEES 

 
19.1. Council member appointees are appointed to the Committee for the complete term by 

resolution of Council. 
 

19.2. Council member appointees are voting advisory committee members, but shall have 
regard for the Council Code of Conduct and Procedural By-law. 
 

19.3. The Towns and Council’s interests prevail in the event and to the extent of any 
conflict between the Council Member’s role as a member of an advisory committee 
and the role as a member of Council.   
 

19.4. Council Member Appointees are expected to: 
 
 Liaise between Council and the Advisory Committee during Council meetings; 
 Ensure that advisory committee members are aware of Council issues that may 

affect the goals and objectives of the advisory committee; 
 Assist the Chair in reviewing the goals and objectives of the committee and ensure 

the work plan is realistic and up to date. 
 

20. RESPONSIBILITIES & EXPECTATIONS OF STAFF 
 
20.1. Staff has two principle functions in regard to advisory committees: secretariat role 

and staff liaison role, providing content support and policy advice.  
 

20.2. Secretariat Role (Committee Coordinator) shall perform the following duties: 
 
    General 
 

 Provide secretariat service to advisory committees of Council. Secretariat services 
are not provided to subcommittees; 

 Call the first regular meeting of the advisory committee and conduct the election of 
the Chair and Vice-Chair; 

 Understand the mandate of the committee, including its relationship to Council, and 
the role of all participants; 

 Implement attendance management (Section 13); 
 Regularly disclose all work in regard to advisory committees to their immediate 

supervisor;  
 Coordinate a bi-annual training workshop for advisory committee members; 
 Facilitate an advisory committee ‘open house’ in conjunction recruitment efforts at 

the onset of a new term of Council; and, 
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 Oversee general meeting expenses (i.e. refreshments, subscriptions, event 
registrations) 
 

    Prior to Meetings 
 

 Prepare agendas, including relevant resolutions(referrals) of Council, materials, 
etc. in cooperation with the Chair and staff liaison(s); 

 Electronically distribute agendas to all advisory committee members one week 
before the regularly scheduled meeting and post on the Town of Ajax website; 

 Arrange for booking, and set up of meeting areas giving considerations to the 
nature of matters being discussed, any audio-visual requirements, attendance by 
the public, and any identified accessibility accommodations; and,  

 Arrange for attendance of invited guests/presenters at meetings in conjunction with 
the Chair. 
 

    During Meetings 
 

 Record when the meeting started and adjourned;  
 Record the members present and absent; 
 Determine if quorum is met; 
 Take meeting minutes, recording a summary of the discussion for each item, 

actions to be taken and recommendations, including the names of movers and 
seconders of motions; 

 Review and correct any errors in the minutes of previous meeting; and, 
 Offer procedural and process advice to the Chair and the Committee Members. 

 
    After meetings 
 

 Finalize minutes for distribution 
 Prepare a recommendations summary and draft minutes and forward to the Clerk 

prior to applicable Council agenda publishing deadlines (one week prior to the 
scheduled Council meeting);  

 Electronically distribute advisory committee minutes to all members and post on 
the Town’s website; 

 Ensure staff are aware of any additional work requested of them, outside the 
general parameters of their position; 

 Ensure any correspondence, comments from a department and resolutions are 
followed up by the advisory committee in a timely manner;  

 Liaise with the Clerk in instances where there are questions of procedure or 
administrative process; and, 

 Shall not be responsible for the distribution of personal correspondence, solicitation 
of Council or staff, advocacy work, organization or meetings or other activities that 
are not within the general parameters of their position.  
 

20.3. Staff Liaison Role shall perform the following duties: 
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General 
 

 Attend each meeting of the advisory committee or arrange for a designate to be 
present. Attendance at subcommittee/working group meetings is optional; 

 Understand the mandate of the committee, including its relationship to Council, and 
the role of all participants; 

 Oversee and determine operating budget availability for committee-related and 
departmental work plan items/projects;  

 Conduct and present research, offer policy advice, provide discussion content; 
assist with special events and projects (including the annual report/presentation to 
Council).  

 Staff liaisons shall regularly disclose all work relevant to the advisory committee to 
their immediate supervisor.  

 Assist the advisory committee to review goals and objectives and ensure the work 
plan is realistic and up to date; 

 Assist the Chair in preparing any reports of the Chair/Committee; and, 
 Ensure appropriate follow-up with relevant staff. 

 
21. RESPONSIBILITIES & EXPECTATIONS OF DEPARTMENTS 

 
21.1. The department role shall be fulfilled by managers/supervisors of staff involved with 

advisory committees and shall include: 
 
 Understanding the role and expectations of the advisory committee members, 

Chairs and staff; 
 Ensure staff receive appropriate training and coaching to serve advisory 

committees; 
 Track and approve staff work load relevant to advisory committees and ensure the 

nature and amount of work performed by staff is appropriate; 
 Contact advisory committee Chairs and Legislative & Information Services 

department if issues/concerns related to staff arise; 
 Encourage staff to bring forward content related to departmental work plans to 

advisory committees for consultation; and, 
 Contribute to the advisory committee agenda forecast. 

 
22. OPERATING PROCEDURES 

 
The following operating procedures apply to advisory committee meetings and are optional 
for subcommittees:   
 
22.1. Quorum 

 
22.1.1. Quorum shall be a simple majority of the total advisory committee members. 

Non-quorum meetings shall be permitted, but may not contain any actions to be 
taken or recommendations.   
 

22.1.2. Minutes of a non-quorum meeting shall be recorded in the same format as 
regular meetings.  

20



 

ISSUED:    REVISED:   
 

REVISION NO.: Page 13 of 16 
 

POLICY:      

 
 

22.2. Agendas 
 

22.2.1. Meeting structure, agenda and minute formats should meet the needs of 
individual advisory committees, while ensuring consistency, completeness and 
accountability. The following components shall be included in advisory committee 
agendas, where specific subject items are included under each component: 
 
 Call to Oder 
 Approval of Minutes 
 Disclosure of Conflict 
 Presentations/Delegations 
 Standing Items (work plan) 
 Correspondence 
 Update from Council 
 New/Other Business 
 Next Meeting  
 Adjournment 

 
22.2.2. Staff and the Committee Chair shall submit agenda content to the Committee 

Coordinator, by no later than noon one week prior to the scheduled meeting date. 
This will allow for an agenda to be created and circulated one week in advance of 
the meeting. 
 

22.2.2.1. If no substantive agenda content is received, the Chair shall cancel the 
meeting.  
 

22.3. Minutes 
 

22.3.1. Minutes shall briefly outline the substance of each of the items listed on the 
agenda, including actions taken and recommendations.  
 

22.3.2. Minutes shall require the approval of the advisory committee.  
 

22.4. Open and Closed Meetings 
 

22.4.1. All meetings of advisory committees shall be open to the public to ensure 
accountability and transparency. 
 

22.5. Conduct of Business 
 

22.5.1. The committee meeting schedule shall be established by Council and shall not 
conflict with any other advisory committee, standing committee or Town Council 
meeting.  
 

22.5.1.1. Meetings shall generally be scheduled once monthly; with the exception of 
July and August (Council summer break). December meetings shall be 
scheduled only if necessary.  
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22.5.1.2. Advisory Committees shall meet a minimum of five (5) times per year. 
Three (3) or more cancellations of meetings or failure to meet five (5) 
scheduled meetings within a calendar year, shall result in a report to 
Council for evaluation as to the Committee’s mandate and functionality 
(Section 5), except in the following situations: 
 
 Committees may determine that meetings shall not be held during the 

summer months, and possibly December, to recognize holiday 
schedules as they relate to quorum requirements. 
 

 During a municipal election year, meetings will be scheduled in the last 
quarter of the calendar year only if necessary.  
 

22.5.2. The business of each meeting shall be taken up in the order in which it is listed 
on the agenda, unless otherwise agreed to by the committee. 
 

22.5.3. All acts of direction and recommendations shall be by resolution; moved and 
seconded by two members with the exclusion of the Chair and anyone who has 
declared conflict with a particular item.  
 

22.5.4. Recorded votes shall not be permitted.  
 

22.5.5. The Chair shall preside over the conduct of the meeting, including the 
preservation of order and decorum, ruling on points of order and deciding all 
questions related to the procedure of meetings, subject to an appeal by any 
member to the committee from any ruling of the Chair.  
 

22.5.6. Every member present at a meeting when a vote is taken on a matter shall vote. 
If any member present refuses or abstains from voting, they shall be deemed as 
voting in the negative. 
 

22.5.7. Any motion on which there is a tie vote shall be deemed lost.  
 

22.5.8. Standing Committees and Council may approve, amend, refer or propose other 
resolutions as deemed appropriate. Once Council has decided on an advisory 
committee recommendation, an advisory committee shall not reconsider, 
recommend or advise on the matter unless directed by Council. 
 

22.6. Adjournment 
 

22.6.1. Meetings shall be adjourned by resolution.   
 

23. ANNUAL REPORTING REQUIREMENTS 
 
23.1. Each year, at minimum, the advisory committee shall prepare an annual 

report/presentation to Council, outlining accomplishments and work plan initiatives.  
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24. SUBCOMMITTEES 

 
24.1. Subcommittees are to be used sparingly. They may be established as required, to 

carry out a specific project included in the annual work plan submission, and 
disbanded on completion.  
 

24.2. A subcommittee shall be chaired by a member of the advisory committee or a staff 
liaison to the Committee, but membership may be drawn from relevant stakeholders 
or the general public with appropriate interest and expertise. 
 

24.3. Subcommittee membership is approved by the advisory committee and guided by 
advisory committee meeting procedures. 
 

24.4. Any staff support for subcommittees, including secretarial, policy liaison or research 
assistance will be arranged and approved by an appropriate department head.    
 

25. FINANCIAL MATTERS 
 
25.1. Budget 

 
25.1.1. Advisory committees may make requests for budget allocations through their 

lead department, in advance of the Town’s annual budget process. 
 

25.1.2. Requests must relate to specific activities approved in the committee’s mandate 
and work plan.  
 

25.1.3. Committee staff liaisons shall submit the committee’s request to the appropriate 
department head for consideration during the Town’s operating budget review.   
 

25.2. Fundraising Activities 
 

25.2.1. Without prior approval from Council, advisory committees shall not undertake any 
fundraising activities. 
 

25.3. Member Remuneration 
 

25.3.1. Members of advisory committees are volunteer members and shall serve without 
remuneration.  
 

25.3.2. Members may be reimbursed for official advisory committee attendance at 
conferences and special events, including reasonable travel expenses previously 
approved by the advisory committee and operating budget.  
 

26. ADMINISTRATION OF POLICY & PROCEDURE 
 
26.1. The Advisory Committee Policy & Procedure shall be administered by the Director of 

Legislative Services/Clerk. 
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ADVISORY COMMITTEE MEMBER 
CODE OF CONDUCT  

  
  
Advisory Committees are established by Council for the purpose of encouraging community 
participation in a variety of issues relevant to the municipality.  
 
The Town of Ajax recognizes that advisory committees play an important part in the decision-making 
process by providing a means for staff and Council to receive comments and insight from Ajax 
residents on a variety of Town matters, programs, policies, services and initiatives.  
 
The following Code of Conduct is provided as a general standard for all Town of Ajax Advisory 
Committee members to ensure they are acting in a manner that is appropriate with regard to 
accountability and transparency, with appropriate regard for their appointed advisory committee. 
 

1. Committee members shall, when conducting business, preparing written 

correspondence, interacting with the media, Members of Council, staff or members of 

the public, act in a manner that accomplishes the following: 

 
a. Fulfills the mandate of the Committee; 
b. Respects the process and authority of the Chair or Co-Chair; 
c. Demonstrates respect for all fellow committee members, Council, staff and the public; 
d. Respects and gives fair consideration to diverse and opposing viewpoints; 
e. Demonstrates due diligence in preparing for meetings, special occasions or other 

committee related events; 
f. Demonstrates professionalism, transparency, accountability and timeliness in completing 

any tasks or projects undertaken by the Committee; 
g. Conforms with all applicable legislation, by-laws, policies and guidelines; 
h. Works in conjunction with the community; 
i. Contributes in a meaningful manner, offering constructive comments to Council, staff and 

fellow committee members. 
 

2. A member of a Committee shall not: 

 
a. Engage in any business or transaction or have a financial or personal interest that is 

incompatible with the Committee’s official duties; 
b. Engage in any business where the Member is under direct obligation to any person who 

might benefit from the special consideration or favour on the Member’s part or who might 
seek in any way preferential treatment;  

c. Grant, in performance of official duties, preferential treatment to relatives or to 
organizations in which the Member has an interest, financial or otherwise;  

d. Deal with an application to the Town for a grant, award, contract or other benefit involving 
one’s spouse, live-in partner, child or parent;  

e. Place oneself in a position where the Member could derive any direct or indirect benefit or 
interest from any matter about which the Member can influence decisions;  
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f. Benefit from the use of information acquired during the course of the Member’s official 
duties which is not generally available to the public; 

g. Accept gifts, hospitality, or entertainment that could reasonably be construed as being 
given in anticipation or recognition of special consideration by the Member or Committee.  
 

3. A Member of an Advisory Committee shall disclose to Town staff that they could be 

involved in either real or perceived conflict of interest as prohibited by the Code of 

Conduct; and shall abide by any decision made by the Town of Ajax with respect to such 

conflict of interest without recourse. 

 

4. Where an Advisory Committee Member believes or has been advised that they have or may 

have a conflict of interest in a particular matter, they shall: 

 

a. Prior to any consideration of the matter, disclose his or her interest and the general nature 
thereof; 

b. Leave the room for the duration of time that the matter is being considered; 
c. Not take part in the discussion of, or vote on any question or recommendation in respect of 

the matter; and 
d. Not attempt in any way whether before, during or after the meeting to influence the voting 

on any such question or recommendation. 
 

5. Should a Member of a Committee breach any of the clauses set out herein, the following 

actions may occur: 

 

a. An Advisory Committee may censure the Member or recommend to Council removal of 
said Member; 

b. A formal warning may be issued to the member from the Chair of the Advisory Board or 
Clerk; or 

c. Should subsequent breaches occur, following the formal warning, the Clerk may suspend 
the Member and recommend removal to Council. 

 
 
 
      

 
Member’s Name (printed):__________________________________________________ 
 
Committee: ______________________________________________________________ 
 
Signature: __________________________________   Date:_______________________ 
 
 
 
 

 
 

 

 

Form: COR-XXX Revised: YY/MM/DD 
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Town of Ajax Committee Profile 
Alternative formats of this document are available upon request by contacting 

sarah.moore@ajax.ca or 905-619-2529 ext. 3347 
 

 
Name                                 ACCESSIBILITY ADVISORY COMMITTEE (AAC) 
 
Classification         
                                
                   

 

Statutory 
– Ontarians with Disabilities Act, 2001 
– Accessibility for Ontarians with Disabilities Act, 2005 

 
Purpose                  
                                
         

 

The Town of Ajax Accessibility Advisory Committee is committed to improving 
access to its residents, through the requirements and in the spirit of the 
Ontarians with Disabilities Act, 2001 (ODA) and the Accessibility for Ontarians 
with Disabilities Act, 2005 (AODA).  
 
The Committee will advise Council on specific initiatives to be undertaken by the 
Town of Ajax to promote and enhance, where possible, a barrier-free, inclusive 
environment for in all persons to participate.  
 

Mandate                 
                                
          

 

• Provide advice to staff and Council on the development and implementation 
of the multi-year accessibility plan  

• Provide feedback relative to accessibility on site plans and development for 
Town and municipal buildings/facilities 

• Provide guidance regarding Town programs, services and initiatives relative 
to accessibility 

• Monitor the development of ODA and AODA legislative requirements, and 
offer consultation on the Town’s compliance and implementation of various 
regulations contained therein.  
 

Composition 7 – 10 voting members: 1-2 Council representatives; 50% composition shall be 
comprised of persons with disabilities 

Staff 
Representation 

Committee & Accessibility Coordinator, Legislative & Information Services 
Department  

Skill/Experience 
Assets 

 

• Persons with disabilities: physical (visual, speech, hearing, deaf, brain 
injury, use of wheelchair/assistive device), cognitive (intellectual 
impairment), perceptual (learning disability), and mental health 

• Persons representative of children with disabilities 
• Persons representative of organizations involving persons with 

disabilities 
• Persons interested in accessibility matters 
 

Strategic / 
Reference 
Documents 

 

• Town of Ajax multi-year accessibility plan 
• Municipal Election Accessibility Plan  
• Town of Ajax Facility Accessibility Design Guidelines 
• Town of Ajax Accessible Customer Service Standards 
• Town of Ajax Integrated Accessibility Requirements 

 
Challenges  
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1 PURPOSE 

1.1 The purpose of the Town of Ajax Advisory Committee Recruitment and Appointment Process is 
to outline the steps to be taken when appointments are required to the Town’s various 
committees. It ensures fair and equitable appointment that represents the diversity and inclusion 
of the Town of Ajax community.  

 
 
2 DEFINITIONS 

 
2.1 Advisory Committee: any advisory committee or board established by a resolution of Council 

or enabling legislation, to provide advice, make recommendations, fulfill a statutory role, 
organize events or provide program support, among other functions 
 

2.2 Clerk:  the Town of Ajax Clerk or designate. 
 

2.3 Committee Co-ordinator: staff member responsible for the administrative and procedural 
organization and support for Advisory Committees/Committees of  Council. 
  

2.4 Council: the Council of the Corporation of the Town of Ajax. 
 

2.5 Member: a person appointed by Council to serve on a Committee 
 

2.6 Orientation Session: a training session for new Members, to introduce the committee 
structure, member roles and responsibilities. 

 
2.7 Quasi-judicial Board: an entity obligated to objectively determine facts and draw conclusions 

from them to provide the basis of official action on behalf of Council. (i.e. Committee of 
Adjustment, Property Standards / Animal Services Appeals Committee). 

 
2.8 Recruitment Information Session: a public open house where interested applicants can 

inquire about Committee membership opportunities and application requirements. 
 

2.9 Screening Panel: the group responsible for reviewing applications, interviewing applicants and 
developing a short list of applicants for recommendation to Council. The screening committee 
will be comprised of Council representatives, advisory committee staff liaisons, and/or outgoing 
advisory committee Chairs. 

 
2.10 Short Listed Applicants: a list determined by the Selection Striking Committee of the most 

qualified applicants for appointment to a particular Committee. Persons included on this list can 
be appointed or considered as vacancies arise. 
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2.11 Term of Council: the period of time for which Council is elected to serve, as governed by 
applicable legislation, usually 4 years. 
 

2.12 Terms of Reference: a document outlining the mandate and Committee operational details, 
including composition, meeting structure, quorum, member roles, etc. Terms of Reference 
documents and any amendments are approved by Council. 

 
 

3 RESPONSIBLITIES 
 

3.1 The Committee Coordinator works with committee staff liaisons and Council representatives 
that comprise the screening panel to coordinate the recruitment and appointment of members. 
 

3.2 The Legislative and Information Services Department is responsible for arrangement of the 
placement of recruitment advertisements in the Town’s News Advertiser Community Page, on 
the Town’s website, social media channels, and other methods as identified.  

 
3.3 The Committee Co-ordinator shall coordinate receipt of applications, distribution of application 

packages (to all members of the screening committee), scheduling of applicant interviews, the 
recommendation report to Council, and appropriate follow-up. 

 
3.4 It is the responsibility of the Committee Coordinator to maintain an updated listing of Committee 

appointments. 
 
 
4 CUSTOMER 
 

4.1 Public 
4.2 Staff and Council 
4.3 Advisory committees established by Council 

 
 

5 LEVEL OF SERVICE 
 

5.1 Notification of recruitment opportunities at the start of a new term of Council shall be publicized 
for a minimum of three (3) weeks. 
 

5.2 All applicants will be sent written notification of appointment confirmation or regret within one (1) 
week of Council’s ratification of appointments. 
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6 QUALITY RECORDS 
 

6.1 Application for Appointment – Boards/Committees (LIS-032) 
6.2 By-laws (enacting Advisory Committee and Committee of Council Terms of Reference) 
 
 

7 PROCEDURE 
 

7.1 Eligibility 
 
7.1.1 Advisory Committee Applicants shall be: 

 18 years of age or older 
 A resident of, or property owner, or spouse of property owner in the Town of Ajax 
 Able to attend monthly evening meetings at Town facilities 
 Willing to undertake special projects which may be coordinated in alignment with the 

advisory Committee’s mandate 
 

7.2 Composition 
 
7.2.1 Reasonable efforts shall me made toward ensuring that membership reflects the 

diversity and demographics of the Ajax community and as much as possible strive to 
achieve a balance between a variety of technical expertise and other related skills and 
experiences in support of the committee mandate, details of which shall be included 
within the advisory committee terms of reference. 
 

7.3 Term of Appointment 
 
7.3.1 Members are appointed by resolution of Council. Members shall serve for a term 

concurrent to the term of Council (4 years) with appointment as close as possible, 
commencing March 1 of the first year of a Council term and ending on February 28/29 of 
the first year following a Council term. 
 

7.3.2 Members may only serve on one Town of Ajax advisory committee at a time. 
 

7.3.3 Members may seek reappointment to an advisory committee upon reapplication for a 
consecutive term.  
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7.3.4 New member appointments shall be prioritized; however balance between new and 
reappointed members will be sought during the recruitment and selection process. 
  

7.3.5 As members appointed to the Committee of Adjustment and Property Standards / 
Animal Services Appeals Committee receive remuneration, such appointments shall 
have a two term limit. Members may only be considered for appointment upon 
reapplication only after an absence for one term. 
 

7.4 Recruitment Process 
 
7.4.1 A Committee may be deemed to have insufficient membership as a result of lack of 

applicants due to resignation and/or removal of appointed members. In these instances, 
the Committee Coordinator with the assistance of Council and staff will determine 
whether recruitment and appointment of new members should occur. 

 
7.4.2 If recruitment is deemed necessary, the number of vacancies for each Committee will be 
 determined, according to the Committees’ Terms of Reference. 
 
7.4.3 At the onset of a new term, recruitment of members will begin as soon as practicable 

after Council has established the advisory committees for the new term.  
 
7.4.4 If a vacancy occurs within three (3) months of a previous recruitment process, 
 unsuccessful applicants may be reviewed by Council and staff in consideration for 
 appointment recommendation.  
 
7.4.5 Available appointments will be advertised in the News Advertiser Community Pages, on 

the Town’s website and by other means deemed appropriate. Creativity and innovation 
will be employed to advertise notice of committee vacancies. Notification of Committee 
vacancies may contain the following information: 
  

 Member eligibility 
 Meeting frequency 
 Where applicable, the date, time and location of the Recruitment Information 

Session  
 Details of the application process, deadline, and submission of the completed 

application 
 Notation that personal information is collected in accordance with the Municipal 

Freedom of Information and Protection of Privacy Act, R.S. O. 1990 

 Notice of accommodation and inclusion 
 Summary of the Committee’s mandate 
 Contact information for the Committee Coordinator 
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  7.4.6 Whenever practicable, at the onset of a new Committee term, a Recruitment Information  
   Session may be held to provide an opportunity for prospective applicants to speak with  
   staff and former committee members regarding membership opportunities. 
 

7.5 Application & Screening Process 
 

7.5.1 All applicants will submit a completed Advisory Committee application form (LIS-032) to 
the Legislative & Information Services Department, along with any additional supporting 
documentation (resume, references, etc.) 
 
7.5.1.1 Applicants may be invited to participate in supplementary screening (interviews 

may be conducted by phone or in-person).  
 

7.5.2 Only those applications submitted before the prescribed deadline will be considered for 
appointment. If fewer applications are received than appointments available, the 
submission deadline may be extended. 
 

7.5.3 Applicants applying to more than one Committee will be requested to prioritize their 
preference and will provide answers to the questions on the application form relative to 
their primary preference. 

 
7.5.4 Once the deadline for receiving applications has past, the Committee Co-ordinator will 

provide a copy of all application forms received to the staff liaison(s), Council 
representative(s) and Committee chairs participating in the screening panel. 
 

7.5.5 The screening panel will provide the Committee Co-ordinator with a list of applicants 
selected to be invited to an interview.  

 
7.5.5.1 Council, staff liaisons, the Committee chair as well as the Committee Co-

coordinator may attend the interview. Any individual may choose to send an 
appropriate delegate in their place. 
 

7.5.5.2 Unless the screening committee decides otherwise, current members eligible 
for reappointment may not be required to attend an interview; however they will 
be required to complete an application form to be considered for re-
appointment. 
 

7.5.5.3 All applicants interviewed for a particular advisory committee shall be asked the 
same questions in order to ensure a fair and equitable appointment process. 

 
7.5.6 Applicant interviews will be scheduled by the Committee Coordinator and will be 
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conducted by the screening panel.  
7.6 Appointment Process 

 
7.6.1 After interviews have occurred, a list of applicants selected for appointment 

recommendation to Council will be provided to the Committee Coordinator to fill the 
identified member vacancies. 
 
7.6.1.1 A short-list of applicants will be maintained in the event vacancies arise within 

three months of recruitment. 
 

7.6.2 Recommendations for appointment will be identified in a report for to the General 
Government Committee. The report will also contain information relative to the 
recruitment process, applications received, applicants interviewed and term of 
appointment.  

 
7.6.3 Once appointments have been ratified by Council, the Committee Coordinator shall send 

a letter, signed by the Mayor, to all successful applicants. Notice shall also be sent to all 
unsuccessful applicants thanking them for their interest.  

 
7.7 Orientation 

 
7.7.1 The Committee Coordinator, in consultation with Committee staff liaisons, will provide 

new Members with an orientation package at the first committee meeting, which will 
generally include: 
 

 Previous meeting minutes 
 Member contact information 
 Meeting dates schedule 
 Terms of reference 
 Town of Ajax policy/training materials 
 Other relevant reference documentation 

 
7.7.2 At the onset of each new Council term and following mid-term recruitment, an 

Orientation Session for newly appointment members will be facilitated by the Committee 
Coordinator. This session may take place during or before the inaugural Committee 
meeting.  

 
7.8 Vacancies 
 

7.8.1 Council may deem a Member’s position be declared vacant when a Member has been 
absent without notice for three (3) consecutive meetings or two thirds of the meetings in 
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any calendar year (Section 14 Attendance Management of Policy 0XX Advisory 
Committee Policy & Procedure).  

 
 7.8.2 A Member who chooses to resign from their appointment position will submit a written  
  notice of resignation to the Clerk, Mayor or Committee Co-ordinator.  
 
 7.8.3 Wherever possible, vacancies will be filled from the short-listed applicants. Otherwise,  
  vacancies will be filled as specified in Sections 7.1 – 7.3.  
 
7.9 Completion of Term 
 
 7.9.1 At the completion of a Committee term, or upon receipt of a Member’s resignation,  
  Members will be forwarded a letter from Council thanking them for their service. 
 

7.9.2 The Committee Coordinator may conduct an exit interview or evaluation with out-going 
Members, in order to obtain valuable feedback and suggestions for Committee or 
Member improvement. 

 
8 RELATED DOCUMENTATION 
 

8.1 Policy-0XX Advisory Committee Policy & Procedure 
8.2 Resolutions of the General Government Committee and/or Council 
8.3 Exit Interview Notes/Comments/Questionnaire 
8.4 By-laws (enacting Advisory Committee and Committee of Council Terms of Reference) 
8.5 Advisory Committee Application Form (LIS-032) 
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LIS-032 

 
14-02-14 

 

 

Application for Advisory Committee Appointment 
 

Public Committees are an important part of the municipal governance process. These groups are charged with 
the task of providing program and policy advice to Council on a specific municipal matter defined by formal 
terms of reference.  
 
Please complete this application form in its entirety. Should this form not be fully completed, the Municipality 
reserves the right to reject the application. This form may also be completed online through the Town’s website 
www.ajax.ca. 

Alternative formats of this document are available upon request  
by contacting sarah.moore@ajax.ca or 905-619-2529 ext. 3347 

Personal Information: 
 
Name: 
 
Address (including postal code): 
 
Home Phone:                                                          
  

 
Alternate Phone:  

 
E-mail:                                                                      

Committee Interest: 
Indicate the committee you are interested in applying for (if interested in more than one, please select one 
and indicate an alternate choice): 
    

First Choice: 

Alternate Choice(s): 

Eligibility & Availability:  
 
18 years of Age  

Ability to attend evening meetings  
Ability to undertake projects, as needed 

Additional Information: (additional sheets may be attached)  

1. Please indicate your reasons for seeking appointment: 
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LIS-032 

 
14-02-14 

 

2. Please provide details regarding your understanding of the mandate and responsibilities of 
the Committee of your interest. 

 

 

 
 
 
 

3. Please expand on your work-related and volunteer experience, which illustrates the interest, 
skills or abilities you may contribute to the Committee.   

 

 

 
 
 
 

 
 
Applicant Signature:                                                 
           

 
Date:  

 
Personal information contained on this form is collected pursuant to the Municipal Act and will be used for 
the purpose of advisory committee recruitment. Questions about this collection should be directed to the FOI 
Co-ordinator 905-619-2529 ext. 3343. 
 

The Town of Ajax is an equal opportunity employer, committed to diversity within the workplace. As we grow, it is 
important that our workforce and volunteer base becomes more reflective of the citizens we serve to further the 
diversification of ideas that make Ajax a great place to live and work. We respect, encourage, and celebrate our 
diversity. 
 

The Advisory Committee Policy & Procedure and terms of reference are available from Legislative and Information 
Services upon request or on the Town’s website: www.ajax.ca/en/insidetownhall/citizenadvisorycommittees.asp 
 
We thank all applicants for their submission, however, only those to be interviewed will be contacted. If you require 
further information please contact the Committee Coordinator, at 905-619-2529, ext. 3347 or sarah.moore@ajax.ca .  

Please return your completed application form to: 
Committee Appointments Attn: Sarah Moore, 65 Harwood Ave. S. Ajax, ON, L1S 2H9 

 
Or send a scanned copy via email to: sarah.moore@ajax.ca  
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Last Updated: February 13, 2014  

Item Objective Timeline Status 

1. 

AODA Integrated Accessibility Standard Update  
Participation in consultation and review of Town of 
Ajax compliance with Integrated Accessibility 
Standards Requirements 

 Alternative Formats Policy 

 Policy & Procedure 
 Service Delivery 
 Information  & Communications 

Annual review 
May/June 

2014 
ongoing 

2. 

End-of-term Committee Update Delegation to 
Council 
Review of recent committee achievements and 
future projects. Presented by Committee Chair and 
Members   

 Service Delivery 
 Community Partnerships 
 Information & Communication 

May/June 
2014  

3. 

Regional AAC Chairs Meeting 
Attendance at quarterly Regional AAC meetings with 
Committee Chairs and staff liaisons. Communication 
and participation in annual Regional Joint AAC 
Meeting  

 Community Partnership 
 Information  & Communications 

Quarterly: 
Feb. 12/14 
May 14/14 
Aug. 20/14 
Nov. 12/14 

 

4. 
National Access Awareness Week 
Discussion/brainstorming for 2014 event(s), Council 
proclamation & delegation  

 Community Partnership 
 Information  & Communications 

Planning: 
March/April 

2014 

 
 

5. 

Multi-year Accessibility Plan (2014-2018) 
Review and comment on development and 
implementation of the accessibility plan document 

 Departmental & AAC consultation 

 Public Meeting 

 Annual status report to Council 

 
 Policy & Procedure 
 Service Delivery 
 Information  & Communications 
 Facilities & Infrastructure 

Annual 
Status 

Reporting: 
 

Fall 2014 

 
 
 
 
 

6. 
Taxi By-law Review 
Review and provide comment on Town’s taxi by-law 
with attention to accessible taxi cabs 

 Service Delivery 
 Policy & Procedure 

Dec/13 - 
Spring 2014 ongoing 
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Item Objective Timeline Status 

7. 
2014 DREN Accessibility Award Nomination 
Nomination preparation and submission for annual 
Regional Accessibility Awards 

 Community Partnership 
 Information  & Communications June 2014  

8. 
Volunteer Recognition Awards  
Nomination preparation and submission for annual 
Town of Ajax Volunteer Recognition Awards; 
participation in Award Selection Review Committee 

 Community Partnership 
 Information  & Communications 

March 11, 
2014  

9. 
Accessible Ajax Web Content 
Review  existing content and provide feedback for 
additional elements to include 

 Information & Communication   

10. 
Regional Accessibility Advisory Committee 
Newsletter 
Contribution of article/content submissions 

 Community Partnerships 
 Information & Communication  ongoing 

11. 

Durham Transit Specialized Services 
Annual presentation and discussion of accessibility 
improvements to DRT services & specialized 
services, including compliance plans for the 
Integrated Accessibility Standards, OR 191/11 
Transportation requirements 

 Policy & Procedure 
 Service Delivery 
 Community Partnerships 

Annual 
Update 

 

 
 
 

12. 
2014 Building Approvals/Site Plan Review  
Participate in review of major community and Town 
development proposals to provide feedback on 
accessibility elements.  

 Facilities & Infrastructure Spring 2014  
 

ongoing 
 

13.  

Accessibility for Business Initiatives 
Review and revise Town of Ajax Accessibility 
Brochure to include information on importance of 
accessibility for local businesses.  

 Information & Communications 
 Community Partnerships 
 Service Delivery 

 
 

 
ongoing 
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Item Objective Timeline Status 
14. Accessibility Resource Development 

Development of clear guidelines for staff and 
external clubs/organizations on the following topics: 

 Accessible Ajax 
 Accessible event planning 
 Hosting an accessible meeting 
 Accessibility Opens Doors 

 Information & Communications 
 Community Partnerships 
 Service Delivery 

  

15.  Strengthening Community Partnerships & 
Awareness 
Invitation of local accessibility related organizations 
to present educational information to the Committee; 
investigate and participate in Community 
events/presentations to build awareness/education 
 

 Information & Communications 
 Community Partnerships 
 Service Delivery 

Wind Reach 
Farm 

March 2014 
 

16.  Pan Am 2015 
Participation in Local Host Committee; review of site 
plan; potential community accessibility audit for 
visitors. 

 Information & Communications 
 Community Partnerships 
 Service Delivery 

Monthly Local 
Host 

Committee 
Meetings 

 

17.  2014 Municipal Election 
Participation in voting place locations site visits; 
review of the voting methods and election 
accessibility plan  

 Policy & Procedure 
 Service Delivery 
 Information & Communications 
 

  

18. Advisory Committee Review  
Participation in review of committee structure, 
mandate, terms of reference, appointment process, 
etc. 

 Policy & Procedure 
 March 2014  
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