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On behalf of the staff at the Township of Zorra, I would like to welcome you to as a Councillor for 
the 2018-2022 term of Council.  We look forward to working with you to make this a successful 
term and to continue the tradition of open and transparent governance, respectful Council/staff 
relations and strong fiscal management. 

Zorra has 28 full time employees, 25 part-time and seasonal employees as well as 60 volunteer 
firefighters.  These employees oversee two arenas/community centres, three fire stations, two 
public works shops, one outdoor swimming pool and over 530 km of roads.  The net book value of 
all Township assets exceeds $60 million dollars and is managed through an annual budget that in 
2018 was approximately $8 million dollars. 

The municipal government landscape is constantly evolving and changing and Zorra has always 
prided itself on adapting and being on the forefront of change.  This has been accomplished 
through strong Council leadership and dedicated staff that are able and willing to take on the varied 
challenges facing them.  We look forward to next four years! 

 

 

Don MacLeod,  
Chief Administrative Officer 

______________________________________ 
The information in this guide can help you meet your responsibility and the municipality’s goals 
and objectives, satisfy provincial and federal requirements and provide continued high-quality 
service to the residents of your community. This package includes legal documents (policies, 
regulations, by-laws, etc.) and general guidelines. The legal documents, and the provisions within, 
must be followed by Council members, whereas the general guidelines are more so rules of thumb. 
This document is not intended, nor should be construed, as legal advice. 

For more information on municipal government roles and operations see the Ministry of Municipal 
Affairs Municipal Councillors Guide.  
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Township of Zorra’s Brand 
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Township of Zorra Ward Map 

Ward 1 – Ron Forbes 

Ward 2 – Katie Davies 

Ward 3 – Paul Mitchell 

Ward 4 – Steve MacDonald 
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 2014-2018 Council Achievements   

 

Shortly after the 2014 Election, Council and 
Staff were asked to prepare a list of ideas, 
goals, objectives, projects, buildings, etc. 
they would like to see accomplished over 
the term of this Council. The ideas and 
thoughts were wide-ranging and provided 
valuable input on the collective vision from 

Council and Staff on the future of the 
Township. Members of the public were also 
asked for input on what they would like to 
see accomplished over the term of Council. 

In review of the goals and objectives, it 
became clear the Township Council was 
focused on long-term strategic planning. 
The discussion and debate that took place 
mimiced a typical strategic planning process 
without the formality or substantive public 
input.  At that point, Council decided it was 
the appropriate time to consider enshrining 
a mission statement, vision and key 
principles and then refine specific goals to 
set the direction of the Township in its day 
to day operations.  A set of specific strategic 
objections were then developed which 
underwent public consultation to provide 
assistance to Council in defining a mission 
statement, vision and key principles. 

What started out as a goal setting exercise 
morphed into a community based strategic 
plan that established a vision, mission, 
values and goals for the Township of Zorra. 

The mission is for Zorra to be "A vibrant, 
prosperous, engaged and environmentally 
conscious community that evokes pride in 
residents for its accomplishments and 
continuing resilience as it forges the future".   
 
For the remainder of this term, key initiatives 
and undertakings were tested against the  

Strategic Plan to ensure what was being 
proposed met the spirit and intent of the 
Plan.   
 
This also led to Council undertaking a 
branding exercise to build upon the 
excellent work that led the creation of the 
Strategic Plan.  In 2017, Zorra Township 
Council decided that a branding exercise 
was necessary in Zorra. The goals were to 
establish Zorra Township as a desirable 
destination for possible residents and 
visitors and to strengthen and update visual 
identity. 
 
As part of this exercise, the Township 
identified the following needs: 
• New tag line (new positioning line) 
• Communications standards guide 
• Community entrance signs 
• Promotional items 
 
Working closely with Karen Sample and her 
team at 31st Line Strategic 
Communications, the new brand was 
created and was officially launched at the 
December 19, 2017 Council meeting, with 
several community and staff members 
present.   
 
After a successful launch the brand has 
taken off with Council, staff and the public 
embracing our new brand.  In 2018 the 
Township installed 18 new gateway signs to 
welcome visitors to Zorra.  
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Renewing Our Infrastructure 
 
A vital element of maintaining and 
enhancing the community we live in is to 
ensure that critical infrastructure is not only 
maintained, but also improved.  Zorra 
Township’s book of assets includes, roads, 
bridges, storm sewers, arenas, fire stations, 
community centres and other public 
facilities.  The net book value of all these 
Township assets is approximately $41.5 
million dollars. 

In order to wisely manage these assets, 
Council and staff prepared a financial 
strategy to ensure that sufficient funds are 
allocated on an annual basis for capital 
spending.  This multi-year capital 
forecasting allows for strategic planning 
 
Thamesford Fire Station 
 

 
 
The first meeting of the 2014 – 2018 term, 
saw a proposal to proceed with tendering of 
a new Thamesford Fire Station.  Although, 
the background work had been carried out 
by the previous Council, it was the current 
Council that had the final decision to 
proceed with tendering of the project.  After 
a careful and thorough review of the project, 
a contract was awarded on April 21, 2015 to 
Sierra Construction in the amount of 
$1,984,291 and the total estimated project 
cost was $2,119,535.  The total project final 
cost was $2,155,873 or 1.93% over 
estimate.   

The new facility acts as the Township’s 
emergency management operations centre  

 

and while not considered LEED Certified is 
extremely energy efficient.  This building will 
serve the needs of the community for 
generations to come. 

Embro Town Hall Lift 

The Township, in partnership with Thistle 
Theatre made an application for funding 
under the Ontario 150 Grant Program to 
install a lift at Embro Town Hall and for 
improvements to washroom facilities.  This 
project was spearheaded by Wendy 
Marshall and she worked closely with 
Director of Finance Maureen Simmons and 
former Recreation and Facilities Manager, 
Doug Mills to see this project come to 
fruition. 

 

The project received a $160,000 grant from 
the Ontario Trillium Foundation to help 
offset project costs of $220,000. 
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Thamesford Spray Pad and Skateboard 
Park 

What started out as a vision for a few 
Thamesford and area residents three years 
ago, turned into reality a few short weeks 
ago with the opening of Thamesford Spray 
Pad and Skate Board Park.  Committee 
Chair, Don Weir and members, Wendi 
Jackson, Bronwen Metcalf, Amanda Breen-
Cowan, Andrew McClure Derek Collins, 
Councillor Marie Keasey and staff resource, 
Stephanie Starchuck worked tirelessly to 
see this project come to fruition. 

 

With the support of Council in the form of a 
$150,000 contribution to the project, the 
Committee worked diligently to secure a 
$150,000 Ontario Trillium Grant and 
$50,000 donations from the Thamesford 
Lions Club, Vito Frijia of Southside 
Construction and Bill Loyens/Vito Frijia of 
Toil Development Inc.  In addition, the 
Thamesford and area community 
contributed almost $110,000 in corporate 
and private donations. 

 

  

 

Council Chamber Renewal    

In order to improve accessibility for 
members of the public attending Council 
meetings a new layout with enhanced audio 
visual capabilities was completed in 2018.  
Council agendas and supporting documents 
are readily accessible from all areas of the 
Council Chamber. 

 

 

 

 

 

 

 

 

Embro Soccer Pitch 

The Township was approached by 
representatives from various soccer 
associations in Embro with a proposal to 
construct a full-sized dedicated soccer pitch 
on the grounds of Embro Zorra Community 
Centre.   

In coordination with Zorra’s Recreation and 
Facilities Department a two-year project saw 
a fully irrigated regulation sized soccer pitch 
created at the south-east corner of the 
grounds.  .The addition of this pitch will 
allow for greater flexibility in the use of 
grounds for Embro Fair, Weinerfest and 
possibly Embro Highland Games.  Wayne 
and Carol Fraser donated material for this 
project from a residential subdivision in 
Embro

 Hogg Construction of Thamesford recently 
completed construction of $525,000 project.   
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COUNCIL 2018‐2022 
Mayor Marcus  Ryan 

237175 23rd Line, RR 2 St. 
Marys, ON  N4X 1C5 

Email: mryan@zorra.on.ca 
 Cell: 519‐301‐1634 

 

Ward 1 Councillor Ron Forbes 
642960 Road 64, R. R. # 3 

Ingersoll, ON  N5C 3J6   

Email: rforbes@zorra.on.ca   

Cell: 519‐709‐4527 
 

Ward 2 Councillor Katie Davies 

168 George Street Thamesford, 

ON  N0M 2M0 

 Email: kdavies@zorra.on.ca   

Home: 226‐268‐4495 

 

Ward 3 Councillor Paul Mitchell 

963229 Road 96, RR 2 St. 

Marys, ON  N4X 1C5 

Email: pmitchell@zorra.on.ca   

Home: 519‐349‐2271 

 

Ward 4 Councillor Steve MacDonald 

455703 45th Line, RR 5 

Embro ON  N0J 1J0 

Email: smacdonald@zorra.on.ca 

Cell: 519‐475‐4219 
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This section provides a brief overview of local government for the Township of Zorra. A 
more comprehensive review of general municipal government functions and operations 
can be found in the Ministry of Municipal Affairs’ “Municipal Councillors Guide” (available 
online at http://www.mah.gov.on.ca/AssetFactory.aspx?did=4965).   

1. Council Composition and Term of Office 

The composition of the Township of Zorra Council includes a Mayor and four (4) 
elected councillors. The Mayor serves on Council for both the County of Oxford 
County and the Township of Zorra.  

The term of office for the Mayor and councillors is 4 years. The current term of Council 
being December 3, 2018 to November 14, 2022. 

2. Operating in a Two-Tier municipal structure 

Ontario municipalities may be single-tier or two-tier. In two-tier government structures, 
the upper tier is either a county or a regional municipality and is formed by two or more 
lower-tier municipalities. The Township of Zorra operates in a two-tier county structure 
of government, whereby Zorra is a lower-tier municipality operating under the upper 
tier municipality of Oxford County.  
 
Lower-tier municipalities are categorized as such when there is another level of 
municipal government (i.e. Oxford County) that is involved in providing services to 
residents. As such, some services are delivered by the upper tier municipality to the 
lower-tier municipalities. In many cases, services are assigned by legislation to upper 
or lower tiers either exclusively or non-exclusively. Responsibility can also be shared 
by both levels of local government.  

 
As a citizen and a taxpayer, you have some idea of municipal functions. However, as 
a Councillor, you may need to deepen your knowledge of municipal functions and 
become familiar with the programs and services that your municipality does or does 
not provide. 

Examples of Oxford County services include:  
 

 Public health 
 Social services 
 Emergency medical services 
 Waste management and 

recycling 

 Planning 
 Water supply and wastewater 

treatment  

 
 

 
 

Examples of Township of Zorra municipal responsibilities include: 

Zorra Government Basics
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 Local planning (minor variances) 
 Fire protection 
 Parks and recreation 
 Local tax collection 
 Vital statistics (deaths and marriages) 
 By-law enforcement  

 
3. Exercise of municipal powers  

 
As a body of government, the Township of Zorra must comply with the laws under 
which governments act. The Township of Zorra may only exercise powers that 
are designated to the municipality through the relevant legislation (see below, 
“Guiding Legislation”). 
 
According to the Municipal Act, 2001 (see page 15 for more information on this 
Act), the powers of every municipality are required to be exercised by its council 
by by-law. Perhaps the biggest way you can make an impact on your municipality 
is through your council’s by-laws. The policies established by council will shape 
the long-term health and well-being of your community for years to come.  
  

4. Guiding Legislation  
 
Below is a short description of some significant Acts that guide the political and 
administrative operations of the Township of Zorra.  
 
(a) Accessibility for Ontarians with Disabilities Act, 2001 S.O. 2005, Chapter 

11  

The Accessibility for Ontarians with Disabilities Act was adopted in 2005 to 
end discrimination against persons with disabilities in Ontario and to develop 
and implement accessibility standards for the people of Ontario.  This act 
applies to every person or organization in the public and private sectors in the 
Province of Ontario and all facilities, buildings, structures and premises are to 
be accessible on or before January 1st, 2025.   

The Corporate Services Department is reviewing the legislation in addition to 
developing accessibility standards of facilities programs and services within 
the Township of Zorra as per the 2014-2018 Accessibility Plan for the 
Township of Zorra. The 2019-2022 Accessibility Plan will be completed in 
early 2019. 

(b)  Municipal Act, 2001 S.O. 2001, Chapter 25 

The Municipal Act is a consolidated statute governing the extent of powers 
and duties, internal organization and structure of municipalities in Ontario. The 
Act provides for the structure of local municipalities and counties, and sets out 
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their basic powers including the ability to regulate (e.g. licensing), provision of 
services, finances and roads. 

Accordingly, the Municipal Act is a framework document for municipal 
government that the Township of Zorra must abide by.  
 
The Municipal Act will be referenced repeatedly throughout this booklet and it 
will govern your operations as a Council member. As such, you should 
familiarize yourself with this statute (available online here: 
https://www.ontario.ca/laws/statute/01m25?search=municipal+act).   
 

(c) Municipal Conflict of Interest Act, R.S.O. 1990, Chapter M.50 

The Municipal Conflict of Interest Act, which is Provincial Legislation, was 
enacted to prevent an individual from receiving financial benefit as a result of 
a decision made at a Council Meeting or Local Board Meeting.  Members of 
Council are to make a decision on whether there will be any pecuniary interest 
(or financial interest) from any matter being discussed by Council.  If so, a 
Member of Council should refrain from; 
 

 Discussing the matter;  
 Voting on the matter; and  
 Influencing any other member of Council in voting on the matter.  

 
The Municipal Conflict of Interest Act contains rules regulating a Councillor’s 
participation in matters in which they have a direct or indirect pecuniary 
interest. Councillors who offend the Municipal Conflict of Interest Act may face 
significant consequences including the risk of losing their seat.  
 
Township Staff cannot provide advice to individual Members of Council as to 
whether or not they have a conflict with respect to a specific issue. The 
determination must be made by the member who may wish to seek outside 
legal counsel as necessary. 

 

(d) Municipal Freedom of Information and Protection of Personal Privacy 
Act, R.S.O. 1990, Chapter M.56 

The fundamental purpose of the Municipal Freedom of Information and 
Protection of Personal Privacy Act is accountability to the public.  The intention 
of the Act is to create an open and accountable government by providing as 
much information as possible to the public, while ensuring that their personal 
privacy is protected. 

In order to adhere to the provisions put forth in the Municipal Freedom of 
Information and Protection of Privacy Act, the Township of Zorra has 
mechanisms in place to protect the privacy of an individual’s personal 
information existing in government records, as well as provides individuals the 



 

 

16 

COUNCIL ORIENTATION GUIDE 2018 

right to request access to municipal government information (including most 
general records and records containing their own personal information). 

 
(e) Municipal Elections Act, 1996 S.O. 1996, Chapter 32  

The Municipal Elections Act sets out the rules that must be followed when 
conducting Municipal Elections. Provisions are set out in the Act with respect 
to who is eligible to run for office, who may vote in a municipal election, 
campaigning rules and requirements and the conduct of the election. 

(f) Occupational Health and Safety Act 

The Occupational Health and Safety Act sets out roles and responsibilities of 
workplace parties with respect to workplace violence and workplace 
harassment, including developing and implementing policies and programs 
and providing information and instruction on these.  

As such, Zorra has a number of policies in place to adhere to the provisions 
put forward in the Occupational Health and Safety Act, including, an 
Harassment and Violence in the Workplace policy (see pages 51-64). 

Authority for important municipal activities can also be found in many other acts 
including the Planning Act, the Building Code Act, 1992, the Fire Protection and 
Prevention Act, 1997, and the Emergency Management and Civil Protection Act, 
which are all administered by the provincial government. 
 
There are many more Acts that dictate the Township of Zorra’s conduct. The list 
of Acts above is not conclusive, but was provided here as a starting point for your 
education in municipal statutes as all of these will affect the governance of the 
Township, as well as your own conduct as a Council member.  
 
For more information on these acts, as well as any other acts that govern the 
Township of Zorra’s conduct, please visit https://www.ontario.ca/laws.  
 

5. Financial Role of Government   

Municipal governments face a constant balancing act in delivering new and 
improved services and facilities to local residents in a way that is fiscally 
sustainable. Pressures may come from servicing growing urban areas as well as 
from maintaining and replacing aging infrastructure. To meet or balance these 
demands, your municipality must manage its finances effectively.  

The fundamentals of effective finance management include:  

 An effective cash management and budgeting system;  
 Effective capital financing policies;  
 Regular financial reporting to Council; and  
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 Regular programs, services, and delivery reviews.  

See Section H for more information on the fiscal context for municipal 
governments.  
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The Township of Zorra is both a government (Township Council) and a corporation. 
The Corporation of the Township of Zorra must comply with the laws under which 
governments act, and also with laws of a corporation and an employer in the 
Province of Ontario.  

The structure of local government is divided into two primary roles: political (policy 
making and administrative (day-to-day operations). The framework looks like this:  

Political        Administrative 
Council - policy makers    Municipal Officers 
Mayor - chief executive officer (CEO) Manager - chief 

administrative officer (CAO)  

1. Role of Staff  
 
Councils and their administration have different roles within the municipality, but 
their roles have common goals and purposes. A key feature of effective and 
efficient Council is a well-developed understanding of Council-staff relations, 
more specifically the role of each party. 
 
In general, it is the role of the elected Council to represent the community and 
set the direction and policy for the municipality, and it is the role of staff to 
manage people and resources to achieve Council’s vision. 
 
Just as section 224 of the Municipal Act, 2001 outlines the role of Council, 
section 227 sets out the role of staff: 

“227. It is the role of the officers and employees of the municipality,  

1. To implement Council’s decisions and establish administrative 
practices and procedures to carry out Council’s decisions;  

2. To undertake research and provide advice to Council on the policies 
and programs of the municipality; and  

3. To carry out other duties required under this or any act and other 
duties assigned by the municipality.” 
 

Council and staff should act as a team. As such, Councils frequently, formally or 
informally, delegate important powers and responsibilities to their staff. 
 
 

Corporate Overview
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2. Policy Decisions  
 
Governance is achieved by Council setting policies within its legislative authority 
that are then acted on by the administration under the direction of the Chief 
Administrative Officer (CAO).  Council speaks by resolution; the Administration’s 
role is to carry out the policies established by resolution of Council.   
 
Additionally, staff provides the research and expert advice to help Council in 
their decision making process. Once Council makes a decision, staff has 
general responsibility to implement the policy of Council, for example through 
administering and delivering services and programs to the community. Since the 
role of the Administration is to implement Council’s policies, the Administration 
is always accountable to Council for its actions. 
 

3. Statutory Officers Role  

The positions of Clerk, Treasurer, Chief Building Official and Fire Chief are 
required by legislation to fulfill certain duties which may not be superseded or 
affected by Administration or by Council direction or resolution.  

The Clerk is a statutory officer of the Corporation and is assigned various duties 
by a number of Provincial statutes such as the Municipal Act, the Planning Act, 
the Municipal Elections Act and the Vital Statistics Act.  

In accordance with the Municipal Act, the Treasurer is a statutory officer of the 
Corporation and is responsible for handling all of the financial affairs of the 
municipality on behalf of and in the manner directed by the Council of the 
municipality. 

The Chief Building Official is a statutory officer of the Corporation in accordance 
with Section 3.2 of the Building Code Act, for the enforcement of the Act. 

The Fire Chief is a required officer, in accordance with the Fire Protection and 
Prevention Act, of the Corporation for the management and delivery of fire, 
rescue and emergency response to the residents of the municipality. 

 
4. Direction by Individual Councillors  

Council, as a whole, directs the Administration by resolution. Individual 
councillors may not give direction to the Administration, civic agencies, or 
employees nor interfere with the performance or work of the Administration, 
unless Council has delegated authority to that councillor to give direction.  

The CAO is responsible by by-law for the direction of Township employees.  
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5. Township Staff – Roles and Responsibilities – See PowerPoint in 
Resources. 
  

6. Our Services – See pages 24-25. 
 

7. Contact Page – See pages 26-29.  
 

8. Township Staff Organizational Structure – See page 31-32. 
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Contact Info  

Township of Zorra Internal Staff Contact Information 

Name  Extension  Cell Phone  E‐mail Address 

Jenna Belleau  221    jbelleau@zorra.on.ca 

Kelly Hall  222    khall@zorra.on.ca 

Stephanie Starchuck  223  519‐617‐7977  sstarchuck@zorra.on.ca 

Mike Hughes  224  519‐617‐2804  mhughes@zorra.on.ca 

Maureen Simmons  225    msimmons@zorra.on.ca 

Don MacLeod  226  519‐617‐3353  dmacleod@zorra.on.ca 

Aden Corcoran  227  519‐617‐6305  acorcoran@zorra.on.ca 

Karen Martin  228  519‐617‐2741  kmartin@zorra.on.ca 

Mathew Paul  230  519‐617‐2817  mpaul@zorra.on.ca 

Lisa Teeple  231    lteeple@zorra.on.ca 

Meghan House  237  519‐539‐9800 x 3219  mhouse@oxfordcounty.ca 

John McFarlan  240  519‐617‐4606  jmcfarlan@zorra.on.ca 

Matthew Brown  243  519‐617‐2793  mbrown@zorra.on.ca 

Committee Room  250     
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Township of Zorra Recreation Staff Contact Information 

Name  Cell Phone  Fax  E‐mail 

Matthew Brown, Rec & Facilities 

Manager 
519‐617‐2793    mbrown@zorra.on.ca 

Rick Ackert  226‐919‐5211    *Cell is personal – not work 

Jamie Adams  519‐617‐1955     

Scott Eaton  519‐617‐2824     

Stephanie Starchuck, Program 

Coordinator 
519‐617‐7977    sstarchuck@zorra.on.ca 

Shawn McNaughton  226‐378‐8654    *Cell is personal – not work 

Embro Zorra Community Centre 

355644 35th Line, Embro 
519‐475‐6061  519‐475‐4226  ezcc@zorra.on.ca 

Thamesford District Recreation Centre 

85 Middleton St, PO Box 490, 

Thamesford 

519‐285‐2236  519‐285‐2461  tdrc@zorra.on.ca 

Thamesford Area Swimming Pool 

204 George St, PO Box 490, Thamesford 
519‐285‐3063    thamesfordpool@zorra.on.ca 

 

 

Township of Zorra Fire Dept Contact Information 

Name  Home Phone  Cell Phone  E‐mail 

Embro ‐ District Chief Matt Cockle 

135 Huron St, Embro 
  519‐494‐3534 

embrofire@zorra.on.ca 

cocklefamily@yahoo.ca 

Thamesford ‐ District Chief Jim Manzer 

682820 Road 68 (Hwy 2), Thamesford 
519‐285‐2540  519‐617‐2540 

thamesfordfire@zorra.on.ca 

jmanzer2540@rogers.com 

Uniondale ‐ District Chief Ron King 

962992 Road 96, Uniondale 
  519‐275‐4958 

uniondalefire@zorra.on.ca 

hightowerfarms@quadro.net 
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Township of Zorra Public Works Contact Info 

Name  Home Phone  Cell Phone  Info 

Aden Corcoran  519‐268‐1800  *519‐617‐6305 
*Cell number is 

private 

Steve Oliver(Embro)  519‐533‐7459  *519‐617‐6176 *private cell  soliver@zorra.on.ca 

Derek Eddy (Embro)  519‐421‐6111     

Steve Gordon (Embro)  519‐619‐2118     

Murray Gunter (Embro)  519‐475‐6006     

Chris Jensen (Embro)  519‐475‐4734     

Scott Simmons (Embro)  519‐475‐6910     

Derek Collins (Kintore)  519‐295‐0100  *519‐617‐6307 *Private Cell  dcollins@zorra.on.ca 

Ross Ball (Kintore)  519‐475‐4488     

Chris DeBoer (Kintore)  519‐349‐2428     

John Dunlop (Kintore)  519‐283‐6345     

Jamie Horne (Kintore)  519‐475‐6349     

Doug Nairn (Kintore)  519‐285‐3545     

Al Thirkettle (Kintore)  519‐295‐0079     

Embro Shop  519‐475‐4088  Spare Cell 519‐808‐6399  8 Commissioner St 

Kintore Shop  519‐283‐6335  Spare Cell 519‐617‐0196  783036 Road 78 
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Additional Contact Info 

Name  Work Phone  Cell Phone  Other Info 

Fire/Ambulance  911     

O.P.P.  1‐888‐310‐1122     

Bell Repair  611     

Locate Ontario 1  1‐800‐400‐2255     

Hydro One  1‐800‐434‐1235     

Erie Thames  519‐485‐1820     

Kismutt Dog Rescue  519‐283‐6585  519‐619‐6203  882702 Road 88 

Environmental Spill Reporting  1‐800‐268‐6060     

Oxford County Landfill  519‐485‐1516    Salford Dump 

Carman Molnar (Embro)  519‐537‐2141  519‐536‐0639   

Beven Matheson (Highland)  519‐475‐4120  519‐536‐0637   

County Emergency Number  519‐537‐7961     

Pam Antonio (Waste Manager)  519‐539‐9800 x 

3114 
   

Waste Management Cust 

Service 

519‐539‐9800 x 

3159 
   

Rob Osmond (Leadhand 

Distribution) 
  519‐670‐0097   

County of Oxford Customer 

Service 

519‐539‐9800 or 

1‐866‐537‐7778 
  Fax 519‐421‐4711 

Southwestern Public Heath 

*NEW* 

1‐400‐922‐0096 or 

519‐421‐9901 
  www.swpublichealth.ca 

Ingersoll Fire Service  519‐485‐3910     

North Embro Cemetery    519‐535‐4361  Donna Schurman 

Ingersoll Rural Cemetery  519‐485‐0169    Caroline French 

Dispatch for Burn Permits  519‐537‐2323    dispatch@woodstockpolice.ca 
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1. Role of Council 

Council, as a whole, represents the people, their values and their beliefs. As such, 
individual councillors may not give direction to the Administration, civic agencies, 
or employees, nor interfere with the performance or work of the Administration, 
unless Council (as a whole) has delegated authority to that Council member to 
give direction.   

Section 224 of the Municipal Act, 2001 is a good starting point for laying out the 
role of Council. It outlines the role of the municipal Council as follows:   

(a) Representation: to represent the public and to consider the well-being 
and interests of the municipality;  

(b) Policy and Program Development: to develop and evaluate the 
policies and programs of the municipality;  

(c) Service Delivery: to determine which services the municipality 
provides;  

(d) Practices and Procedures: to ensure that administrative practices 
and procedures are in place to implement the decisions of Council;  

(e) Financial Stewardship: to maintain the financial integrity of the 
municipality; and  

(f) Law-making: to carry out the duties of Council under this or any other 
Act.  
 

Limitations on Council decisions/actions  
 

(a) Not in bad faith: actions cannot be based on fraud, oppression or improper 
motive – often question of interpretation;  

(b) Public interest: if it serves a private interest only, not generally upheld – 
must be able to demonstrate a public interest;  

(c) Reasonableness: lack of reasonableness may be used as evidence of bad 
faith; and  

(d) Not discriminatory: the duty to act consistently and without discrimination 
(can “differentiate” but don’t “discriminate”) 
 

2. Role of the Mayor 
 
The Mayor for the Township of Zorra is the head of Council.  
 
The duties of the Mayor as the Head of Council are laid out in the Municipal Act, 
2001 in s.225 and are as follows: 

Role of Council, Mayor & Councillor  
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(a) To act as Chief Executive Officer of the Municipality;  

(b) To preside over Council meetings so that its business can be carried 
out efficiently and effectively; 

(c) To provide leadership to Council; 

(d) To represent the municipality at official functions; and 

(e) To carry out the duties of Head of Council under any Act. 
 

As chief executive officer of the municipality, the head of Council has special 
responsibilities, which are set out in section 226.1 of the Act and include the 
following actions: 

(a) Uphold and promote the purposes of the municipality;  

(b) Promote public involvement in the municipality’s activities;  

(c) Act as the representative of the municipality both within and outside the 
municipality, and promote the municipality locally, nationally and 
internationally; and  

(d) Participate in and foster activities that enhance the economic, social 
and environmental well-being of the municipality and its residents.” 

With such responsibilities, the head of Council has a prominent and public profile. 
Nevertheless, decisions of the municipality are made by Council as a whole. The 
head of Council does not have any more power than any other member of Council 
to make decisions on behalf of the municipality.  

 
3. Role of the Councillor 

As a member of Council you will make decisions that will develop and evaluate 
the policies and programs for your municipality.  

As a councillor, you have three main roles to play in your municipality:  

(a) A representative role;  
(b) A policy-making role; and  
(c) A stewardship role.  

These roles may often overlap. You will be called on to consider and make 
decisions on issues that will sometimes be complex and controversial. Many of 
those decisions will have long-term consequences for your municipality that 
extend beyond your four-year term of office, and should be made in the context 
of your municipality’s directions for the long-term health and welfare of your 
community. 
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Representative Role  

On the one hand, you were elected by your constituents to represent their views 
as closely as possible when dealing with issues that come before Council. 
However, your constituents have many views and opinions, and you cannot 
represent all of them all of the time.  

On the other hand, your election to office requires you to have a broader 
understanding of the issues. With many issues you will have to consider a 
variety of conflicting interests and make decisions that will not be popular with 
everyone.  

You should use your judgement and decide based on the best interests of the 
municipality as a whole. In practice, there is no single, correct approach to the 
representative role and on most issues you may find that you fall somewhere 
between the two opposing viewpoints.   

Policy-Making Role  

Many Council decisions are routine, dealing with the ongoing administration of 
the municipality, but others establish general principles to help guide future 
actions. Those are considered policy decisions.  

Council is the primary policy-making body of the municipality. The administration 
is responsible for carrying out Council’s policy decisions. The two roles would 
appear to be distinct, but there can be much overlap. Although staff is responsible 
for implementing a policy, your Council should develop appropriate reporting 
mechanisms to help ensure that the policies are being carried out as intended, 
and as effectively as possible. 

Stewardship Role 

Part of a councillors’ role, together with the rest of Council, is to ensure that 
administrative policies, practices and procedures are in place to implement the 
decisions of Council and to maintain the financial integrity of the municipality. 

4. Disqualifications  

The Municipal Act, 2001 s.258 and 259, specifies certain actions that lead to the 
disqualification of Members of Council. 

You must be eligible for nomination under the Municipal Elections Act when you 
are nominated and you must remain eligible throughout the term. A Member of 
Council is disqualified if they fault under any provisions under section 258 or 
259 of the Municipal Act. 
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1. Code of Conduct  

Section 223.2 of the Municipal Act, 2001, requires the municipality to establish 
codes of conduct for their members of Council and local boards. On January 1, 
2011, Township of Zorra City Council adopted a new Code of Conduct for 
members of Council (see pages 45-46). The Township’s Code of Conduct may 
be amended to include legislative requirements under Bill 68. 

This code establishes the ethical standards expected of all Council members, 
including the Mayor and local board members. The Code of Conduct has been 
structured based on a number of principles. Contained within each principle are 
the expectations of Council and staff relative to their roles, and what will be 
required to ensure a healthy and positive working relationship. Principles 
include working together as a team, trust founded on respect, accepting 
accountability, timeliness and confidentiality of information, how disagreements 
are dealt with, climate and conduct of Council Committees.  

Integrity Commissioner  

As of March 1, 2019, it will become mandatory (vs. optional) to appoint an 
Integrity Commissioner. Integrity Commissioners will have new powers to 
conduct inquiries about whether members have contravened the municipal code 
of conduct and/or the Municipal Conflict of Interest Act (MCIA).  

The role of the Integrity Commissioner is to report to Council and to operate in 
an independent manner. His or her role is to perform the functions assigned by 
Council with respect to the application of a Code of Conduct for members of 
Council and local boards, as well as the application of procedures, rules and 
policies governing the ethical behavior of members of Council and local boards. 
The Commissioner’s functions may include conducting inquiries into complaints 
from Council or a local board, a member of Council or a board, or a member of 
the public. If the Commissioner reports that a member of the Council or local 
board has contravened the Code of Conduct, the municipality may impose a 
penalty in the form of a reprimand or a suspension of pay. 

It is the duty of all members to abide by all applicable legislation and policies 
pertaining to their position as a member. For example:  

i. Criminal Code (R.S.C., 1985, c. C-46) 
ii. Municipal Act, 2001, S.O. 2001, c. 25 
iii. Municipal Conflict of Interest Act, R.S.O. 1990, c. M.50 
iv. Municipal Elections Act, 1996, S.O. 1996, c. 32, Sched. 
v. Declaration of Office 

Council Conduct
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Members are also required to follow specific Township policies, by-laws and 
protocols, which include but are not limited to the following:  

i. Procedural By-law 
ii. Accountability and Transparency Policy  
iii. Workplace Harassment Policy  
iv. Council-Staff Relations Policy (Coming soon) 

 
2. Procedural By-Law 

Township Council makes its decisions by passing resolutions and by-laws. 
Township Council must conduct itself in accordance with its Procedural By-law 
and must meet regularly in a public forum. The Township of Zorra’s Procedural 
By-law #04-18, as amended (see pages 45-46) is a By-law to govern the 
proceedings of committees and Council and as such:  

 Establishes rules of procedure for Council meetings, including the 
manner by which resolutions may be passed, and the manner by which 
by-laws may be adopted;  

 Provides for the taking and certifying of minutes at Council meetings; and 
 Establishes procedures for giving advance public notice of Council 

meetings. 
 

3. Accountability and Transparency  

Accountability and transparency are a priority in maintaining public trust in 
Council and in the management of your municipality. Part of the role of Council 
is ensuring the accountability and transparency of the operations of the 
municipality. Councillors are, of course, accountable to the public every 4 years 
through municipal elections, but it is important that procedures and policies are 
clearly set out and accessible, and that the day-to-day operations of the 
municipality are transparent as well.  

Furthermore, the Township of Zorra has an Accountability and Transparency 
Policy #100-08 (see pages 47-50) to provide guidance for the delivery of the 
municipality’s activities and services so that the Township is accountable to the 
public for its actions and the manner in which the municipality will try to ensure 
that its actions are transparent to the public. 

4. Workplace Violence and Harassment  
 
In 2010, the Township’s Harassment and Violence in the Workplace Policy 
#300-25 (see page 51-64) was developed for the Township under the 
Occupational Health and Safety Act. The policy defines behaviour that 
constitutes workplace violence and harassment, and explains procedures for 
reporting and resolving such incidents. The Township of Zorra is committed to 
providing a working environment free of violence and harassment by 
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familiarizing all workplace parties with the related terminology as well as their 
individual responsibilities for prevention and corrective action.  
 

5. Council-Staff Relations  
 
The Corporate Services Department is currently working on a Council-Staff 
Relations policy that will be completed by March 1, 2019.  
 
The purpose of this policy will be to guide the nature of business interactions 
between Members of Council and Township staff. The policy will provide 
direction on how the Township of Zorra ensures a respectful, tolerant and 
harassment-free relationship and workplace between Members of Council and 
the officers and employees of the corporation.   
 

6. Municipal Conflict of Interest 
 
If a Council member has a direct or indirect pecuniary interest in a matter, the 
member must declare a conflict and cannot participate in the decision. As soon 
as possible after a member discloses an interest, the member shall file a written 
statement of the interest and its general nature with the Clerk. A Municipal 
Conflict of Interest Registry shall be established and maintained on the 
Township website and the registry shall include the copies of the written 
statements provided by Council members.  The above requirements are 
legislated through Bill 68 and come into effect March 1st, 2019.  
 
For more information about the Municipal Conflict of Interest Act (MCIA), please 
go to 
https://www.ontario.ca/laws/statute/90m50?search=municipal+conflict+of+intere
st.  
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The main purpose of a meeting is to see that ideas or items of business are 
proposed, considered and decided.  

Section 238(2) of the Municipal Act, 2001, provides that every municipality and 
local board shall pass a procedure by-law for governing the calling, place and 
proceedings of meetings. As was previously mentioned in the “Council Conduct” 
chapter, the Township of Zorra’s Procedural By-law #04-18, as amended 
(hereinafter referred to as the “Procedural By-law”) establishes Township Council 
procedures for governing the proceedings of Council, the conduct of its members 
and the calling of meetings of the Township Council.  

Prior to reading this Chapter, you should familiarize yourself with the Township of 
Zorra’s Procedural By-law. You can find a separate, detached copy of the 
Procedural By-law on pages 45-46 of this booklet.    

This chapter will elaborate on some of the components found in the Procedural By-
law as well as expand on some concepts that are not contained within the 
Procedural By-law, but are worth noting for proper preparation for and procedure of 
meetings.   

1. Meeting schedule and notice 

Each year, Council is requested to approve an annual schedule of meetings for 
the following year. Under the current Council meetings are normally held on the 
second and fourth Tuesday of every month.  

The Director of Corporate Services gives notice of every Council meeting to 
Members of Council, the CAO, department heads, and the public. Notice to 
councillors is in the form of an agenda, including all reports and any relevant 
material for consideration at the meeting. The agenda is posted on the 
Township’s website as well as emailed to each councillor member of Council no 
later than 48 hours prior to the meeting date and time but usually the Friday 
afternoon, prior to a Tuesday meeting. 

2. Attendance and voting  

Attendance at and participation in Council and committee meetings is important 
if you are to fulfill the representative and legislative responsibilities of elected 
office. 

Council members not only attend meetings, but also vote on matters. As a 
member of Council, you are required to vote on all items of business, unless you 
have an obligation or right to abstain under the Municipal Conflict of Interest Act. 
You must abstain if you have a pecuniary interest in the matter.  

Meetings & Procedure
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Voting on motions is how policy is created. Council members should review the 
information before them and vote, whether in the affirmative or negative. A 
Council member who is present and abstains or does not respond to a roll call 
vote shall be counted as voting in the negative and shall be recorded, unless 
otherwise excused or prohibited by law from voting.  

3. Meeting record  

The Municipal Act, 2001 specifies that minutes be kept of all meetings of Council. 
The Municipal Act, 2001 239(7) states:  

“A municipality or local board or a committee of either of them shall record 
without note or comment all resolutions, decisions and other proceedings at a 
meeting of the body, whether it is closed to the public or not.” 

4. Preparation of the agenda 

The Director of Corporate Services is responsible for the preparation and 
distribution of agendas, in accordance with the Procedural By-law and related 
administrative procedures for agendas. 

Minutes of previous Council meetings are circulated in the agenda package 
for Council approval. Approval is for form and content only. If there are any 
errors or omissions, Council must correct the minutes and adopt them as 
amended. The Director of Corporate Services should be advised 
immediately upon the discovery of an error to ensure the minutes are 
corrected in accordance with procedure. 

 
Staff reports proposed to be included as agenda items on any Council agenda 
are signed off by the department head and submitted to the Director of Corporate 
Services for the review and approval of the CAO by the Wednesday before the 
meeting at 4:30 p.m. This deadline also applies to any notice of motion that a 
member of Council may wish added to an agenda. 

5. Sample Agenda and Order of Business – See pages 69‐75. 
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COUNCIL MEETING AGENDA 

CORPORATION OF THE 
TOWNSHIP OF ZORRA 

274620 27TH LINE, P.O. BOX 306 
INGERSOLL, ONTARIO N5C 3K5 

(date)  
(time) 

 

1. CALL TO ORDER 

  Mayor – “I Call the meeting to order at ____ (time).” 

 

2. ADOPTION OF AGENDA 

 Mayor – “The first resolution is the adoption of the agenda.”  

 The resolution is then read by the Mayor.  

(date)    Moved by: __________  Seconded by: __________ 

           “THAT the agenda be adopted as circulated.” 

           A vote is taken. 

           The Mayor – “All those in favour? Opposed?”    

           If the majority of members vote in the affirmative then the motion is carried 
 whereas if the majority of members vote in the negative then the motion fails.  

              

3. DECLARATION OF PECUNIARY INTEREST OR THE GENERAL NATURE 
THEREOF 

 Mayor – “Are there any declarations of pecuniary interest or the general nature 
thereof?” 

 Council members who have a pecuniary interest for a particular item(s) on the 
agenda must raise their hand and complete the required form provided by the 
Director of Corporate Services.  

 If there are no pecuniary interests, the Mayor will move forward with the Council 
meeting – “Seeing no pecuniary interests, we have the resolution of the minutes.” 
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4. MINUTES & BUSINESS ARISING OUT OF THE MINUTES 

 Mayor – “Are there any questions about the minutes?”  

The councillors are then given the opportunity to ask any questions pertaining to the 
minutes. Councillors are urged to contact the Director of Corporate Services with 
administrative changes to the minutes prior to the meeting (e.g. spelling mistakes, 
punctuation, etc.). 

(a) Minutes from the Council meeting held on ________________. 
 
 (date) Moved by: _________  Seconded by: __________ 
 

“THAT the minutes from the __________ Council meeting be adopted as 
printed and circulated.” 

  
 

5. PUBLIC MEETINGS & DRAINAGE MEETINGS 

This portion of the meeting is for planning and drainage reports. Specific times are 
set for these reports.  

A resolution is passed to adjourn the Council meeting and open a planning/drainage 
meeting under the relevant legislation.  

 (date) Moved by: __________   Seconded by: __________ 

“THAT the Council meeting be adjourned at ____ (time). for the purposes of 
holding a public meeting pursuant to the provisions of the Planning Act.”  

 

6. DELEGATIONS 
 
Delegations are any individual or group presenting information to Council regarding 
a specific subject matter. Specific times are set for these presentations.         
                                                                                                                                                             
Any individual shall be limited in speaking for not more than 15 minutes and any 
group more than 3 people shall be limited to not more than 20 minutes. The Mayor 
will enforce these timelines.  

 (a) (time) – 
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7. REPORTS FROM STAFF & CORRESPONDENCE REQUIRING DIRECTION 

  Reports from staff - Department reports are provided monthly to Council as well 
as additional reports regarding specific subject matter relative to that department. 
A motion is required to either receive and file the report or take action on the 
recommendation within the report.   

______________________________________________________________________ 

7.1 Fire Department  

 

(a) Memorandum 2018-XXX from the Fire Chief regarding monthly departmental 
activities. 

 
 (date)       Moved by: _________   Seconded by: __________ 

 
“THAT Memorandum 2018-XXX from the Fire Chief be received and filed 
for information purposes only.”  

 Disposition: Carried 
 

7.2      Recreation Department  
 
(a) Memorandum 2018-XXX from the Recreation Facilities Supervisor regarding 

monthly departmental activities. 
 

 (date)       Moved by: _________   Seconded by: __________ 
 

“THAT Memorandum 2018-XXX from the Recreation Facilities 
Supervisor and Program Coordinator be received and filed for 
information purposes only.”  

 Disposition: Carried 
 
 

7.3 Building and Drainage Department  

 (a) Memorandum 2018-xxx from the Chief Building Official/Drainage 
 Superintendent regarding monthly departmental activities. 

 (date)       Moved by: _________   Seconded by: __________ 

“THAT Memorandum 2018-XXX from the Chief Building Official/Drainage 
Superintendent be received and filed for information purposes only.”  

 Disposition: Carried 
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7.4  Public Works Department 
 

(a) Memorandum 2018-xxx from the Director of Public Works regarding monthly 
departmental activities. 

 (date)       Moved by: _________   Seconded by: __________ 

“THAT Memorandum 2018-XXX from the Director of Public Works be 
received and filed for information purposes only.”  

 Disposition: Carried 
 

7.5 Finance Department  

 The Finance Department does not provide a monthly report. However, the 
department provides quarterly budget updates and other required reports as 
needed.  

 

7.6 Clerks Department  

 The Clerks Department does not provide a monthly report. However, the 
department provides other required reports as needed.  

 

7.7 Administration Department 

 The Administration Department does not provide a monthly report. However, the 
department provides monthly project management updates and other required 
reports as needed. 

 

 7.8 CORRESPONDENCE REQUIRING DIRECTION (“NEW BUSINESS” for 
Committees) 

Items that have not been previously presented, considered and/or acted upon 
that require direction or a decision.  
 
A resolution is required for each item with the intended direction.  
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8.      INFORMATION ITEMS 
 

Information items are items that do not require action. A resolution is passed to 
receive and file all information items. Should Council wish to take action on an 
information item, the Mayor shall ask for a resolution duly moved and seconded 
to remove the item from the information section and place it in the appropriate 
section of the agenda.  

 

9.     UNFINISHED BUSINESS 
 
    Items from prior meetings which have not been disposed of. 

 

10.     COUNCIL QUESTION PERIOD & NEW BUSINESS 
 

Council Question Period – Members of Council may submit to any other member 
or staff any question pertaining to the business of the Council and matters of 
community interest. Members are urged to contact staff prior to the meeting so 
that an item may be properly researched and presented to Council.  

 
(a) County Council update – Mayor to provide an update to Council on previous 

County Council meeting.  

New Business – May include matters that are introduced by a member, however, 
consideration of the matter shall be given at the next regular meeting unless 
otherwise determined by consent of the majority of the members. This may also 
include announcements about past or upcoming events. Announcements are not 
required to be recorded in the minutes.  

 

11.   BY-LAWS 

The number and an explanation of every by-law that is noted in the agenda shall 
be listed here.  

______________________________________________________________________ 
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12.      PUBLIC QUESTION PERIOD (time – time) 
 
 Day meetings – 11:45 a.m. – 12:00 p.m.  
 
 Night meetings – Time for night meetings vary depending on agenda items. 
 

Members of public may submit to any Council member or staff any question 
pertaining to the business of the Council and matters of community interest. The 
public are urged to contact staff prior to the meeting so that an item may be 
properly researched and presented to Council. 

  

13.      CLOSED MEETING SESSION 
 
     Proceedings or deliberations that takes place where access is restricted and no   
 public representation is present. The Municipal Act allows for a meeting, or part  

of a meeting, to be closed to the public if the subject matter falls under one of the 
exceptions in the Act.  
 
A resolution is required to go into closed session. A vote may be taken in closed 
session if the vote is for a procedural matter or for giving directions or instructions 
to Township staff.  

 

14.   CONFIRMATORY BY-LAW 
 

Since the powers of every municipality are exercised by its Council, by by-law, 
many municipalities, pass what is called a "confirmatory by-law" at the end of 
each council meeting, confirming all decisions taken at that meeting. 

 A resolution is required to pass this by-law.  

 xx-18 Confirmatory By-law. 

 (date)  Moved by: __________  Seconded by: __________ 

  “THAT By-law xx-18, being a by-law to confirm the proceedings of 
Council held _____________, 2018, be read a first, second and third time 
this __________, 2018, and further that the Mayor and Clerk are hereby 
authorized to sign the same and affix the corporate seal thereto.”  
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15.      ADJOURNMENT 
 
 Mayor – “If there’s nothing further, I now have a motion to adjourn the meeting.” 
 

 (date)  Moved by: __________  Seconded by: __________ 

  “THAT this session of Council be now adjourned and herewith closed at 
______ p.m. and the next meeting of Council be called for the____ day 
of ______, 2019 at ______ in the Council Chambers at the Township 
Municipal Office.”  
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Municipal Councils have a broad range of responsibilities and work load. For this 
reason, Councils often have a number of standing or advisory committees made up 
of a mix of councillors and appointees from the public. These committees carry out 
much of the work of Council and then report back to Council with recommendations. 

Committees assist municipal councillors and staff in understanding the challenges and 
needs for meeting community goals. Council should ensure that they utilize Zorra 
committees to their full potential and relay information that pertains to each 
committee’s mandate back to said committee whenever possible.   

1. Role 

The role of an advisory committee may be summarized as follows:  

(a) To advise and recommend; 
(b) To provide knowledge and expertise;  
(c) To facilitate community awareness, support and education about the issues at 

hand;  
(d) To assist in the work of the municipality by ensuring open dialogue on specific 

issues;  
(e) To create a climate of consensus;  
(f) To enable and share best practices;  
(g) To be sensitive to the range of views in the community which it represents;  
(h) To promote good-will and trust within the community; and  
(i) To act as a liaison between politicians, organizational staff, members of the 

public, and other stakeholders. 
 

2. Legislative Requirements 

A committee of Council is subject to similar legislative requirements that Council is 
subject to under the act (e.g., open meetings, procedural by-law, etc.).  

(a) Appointment of Members 

Council appoints citizens to various boards and committees. Each committee 
has a Township of Zorra councillor to serve as a member with full voting 
privileges.  

Additionally, the Mayor sits ex officio on the committee and may attend all 
meeting and shall have full voting privileges but shall not be counted for the 
purpose of quorum.  

 

Committees
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(b) Structure  

All committees shall consist of the following executive structure:  

i. Chair;  
ii. Vice-Chair; and  
iii. Recording Secretary  

     All committees shall consist of the following general structure:  

i. Voting members who must be Zorra residents;  
ii. Member(s) of Council who shall have full voting privileges; and  
iii. The mayor who shall sit “ex officio” on the committee and may attend 

all meetings and shall have full voting privileges, but shall not be 
counted for the purpose of quorum. 
  

3. Committee minutes/recommendations 

Once the committee approves and signs the minutes they will be received by Council. 
Substantive recommendations will be forwarded by the committee secretary to the 
department staff for review and Council action if deemed necessary. 
Recommendations must relate to the committee’s mandate. 

Prior to the adoption of the committee minutes/recommendations, any member of 
Council may request that an item be separated for further discussion, or to be voted 
separately. Where an item has been separated for the purpose of discussion/separate 
vote, parliamentary practice requires that the recommendation of the committee be 
disposed of prior to a contrary motion being presented for consideration. While Council 
may amend the recommendation of the committee, it may not consider a contrary 
motion without first voting down the recommendation of the committee.  

4. Policy-Making Role 

In some cases, Council refers a policy issue to a committee of Council to take 
advantage of the committee’s expertise in a particular area or to reduce Council’s work 
load. A committee of Council may follow the same steps in contributing to policy 
development or making recommendations back to Council (outlined in Section L, 
“Resources”  
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5. Zorra’s Committees 
 

Committee Description 
Zorra Recreation 
Advisory 
Committee 
(ZRAC) 

 
The Zorra Recreation Advisory Committee makes recommendations to 
Council on all aspects relating to the provision of leisure, recreation, 
parks, trails, arts and culture services in the Township of Zorra. ZRAC 
abides by the visions and goals put forward in the Township of Zorra’s 
Strategic Plan and Recreation, Arts and Culture Master Plan.  
 

Zorra Community 
Policing 
Committee (ZCPC) 

 
The Zorra Community Policing Committee’s mandate is to make 
recommendations to Council on all aspects relating to the provision of 
police related matters in the Township of Zorra while adhering to the 
visions put forward in the Township of Zorra’s Strategic Plan.  

Zorra Local 
School Committee 
(ZLSC) 

 
The Zorra Local School Committee makes recommendations to Council 
regarding opportunities for the Township of Zorra to maximize long 
term economic development by attracting and retaining students 
through the development of a “School Retention Plan” in accordance 
with the Township of Zorra’s Strategic Plan.  
  

 

See pages 82-93 for ZRAC’s Terms of Reference, pages 94-105 for ZCPC’s Terms of 
Reference, and pages 106-117 for ZLSC’s Terms of Reference. 

Furthermore, Council members are required to sit on various committees/boards 
throughout their term in office. Council members will be appointed to one or more 
committees when the appointment by-law is brought to Council in December. The table 
depicts the committee/boards that Zorra Council represents as well as the number of 
Council members that are to be appointed to the respective committee/board.  

Committee/Board Name Frequency of 
Meetings 

Meeting 
Time 

# of Council 
Members  

*Zorra Recreation Advisory Committee 9 times per year evening 2 councillors 

*Zorra Community Policing Committee 3-4 times per year evening 1 councillor 

North Embro Cemetery Board 3 times per year evening 1 councillor 

Ingersoll Rural Cemetery Board 4-6 times per year evening 1 councillor 

Beachville & District Museum Board 10 times per year evening 2 councillors 

Upper Thames River Conservation Authority 10 times per year daytime 1 councillor 

*Zorra Local School Committee 3 times per year daytime 1 councillor 
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(Excerpts from the 2014 Municipal Councillors Guide developed by 
the Ministry of Municipal Affairs and Housing)  

 
 

This section will provide an overview of the general financial aspects of municipal 
government. This section should be reviewed prior to the budget meeting that will 
be held in January 2019.  
 

1. FINANCIAL ADMINISTRATION 

Budgeting 

Budgets are powerful management tools. They help your municipality define levels 
of municipal services and identify how revenues will fund expenses. Budgeting 
involves prioritizing projects, programs and service levels in light of limited financial 
resources. 

Your Council must prepare and adopt an annual budget that includes estimates of 
all amounts required during the year (see sections 289 and 290 of the Municipal 
Act, 2001, referred to throughout this section as the Act: 
https://www.ontario.ca/laws/statute/01m25?search=municipal+act.  

Your municipality has flexibility as to the format and level of detail of its budgets. 
While the operating and capital components of budgets are inter-related, some 
municipalities prepare them separately.  

      Essential Elements of Budgeting 

Budgeting involves at least three key elements: planning, co-ordination and 
control. 

1. Planning 
 
This may begin with the development of broad statements of your 
municipality’s needs and what it hopes to accomplish for several years 
ahead. This means thinking strategically, clarifying the challenges facing 
your municipality, and setting priorities. This may help provide a framework 
for your municipality to identify: 
 

 Services or functions that must be provided; 
 Services or functions currently provided that do not need to be 

provided; and  

Financial Information
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 Services or functions not being provided that could be provided.  
 

2. Coordination 
 
The budget process involves all of Council and senior staff and usually has 
the mandate to: 
 

 Produce and circulate an approved statement of municipal priorities 
and goals to department heads;  

 Provide technical budgeting assistance through finance staff to 
departments;  

 Evaluate individual budgets; and  
 Consolidate departmental and local board budgets into an overall 

budget document for Council’s review and consideration.  
 

3. Control  
 
Once a budget is approved, quarterly reports to management and Council 
may help show whether actual expenditures and revenues conform to the 
budget. Significant differences may be addressed and a course of action 
prepared and approved to get back on track by alleviating or at least 
minimizing the variances. Once Council adopts the budget, it may serve 
multiple purposes as a municipal policy document, an operations guide, a 
financial plan, and a communications tool. 

 
           Preparation of the Budget 
 

The time of year when budgets are started and finalized varies among 
municipalities. However, the steps usually taken include: 

 
 Establishing a budget timetable;  
 Inviting a budget plan, supporting data and guidelines;  
 Evaluating/reviewing draft estimates;  
 Compiling an overall budget document;  
 Approval of the budget and levying by-law(s); and  
 Budget implementation and budgetary control.  

 
Check with your municipal finance staff to see how your municipal 
budgeting process is completed.  
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      Operating Budgets 

Operating budgets are normally used to plan for your municipality’s day-to-
day expenditures, such as salaries, wages, benefits, heat, hydro, 
maintenance of buildings and infrastructure. As a policy document, your 
operating budget may include a statement of budgetary policy in the form 
of goals, objectives and strategies. As a communications tool, the budget 
may help provide summary information that can be used by the media and 
the public. 

As an operations guide, operating budgets may include a chart of the 
municipal organization, a description of workforce organization (what each 
municipal department, board and commission does) and enough data to 
provide a basis for comparison (for example, the previous year’s budget, 
spending in the previous year, and current year-to-date spending on 
operations). 

As a financial plan, a budget usually includes projected operating 
expenditures and revenue sources for the period covered, and it is 
formatted in such a way that it parallels a municipality’s accounting and 
financial reporting system. This may help with the monitoring and evaluation 
of the budget performance. 

Capital Budgets 

A capital budget typically provides for existing infrastructure, such as 
protective services, recreation centres, parks and roads to be maintained, 
or new infrastructure needs to be met in the future. It may set out the specific 
capital projects to be approved for the budgetary period, such as capital 
improvements, land acquisitions, new facilities and equipment, and 
identifies a source of financing for each. 

Through capital budgets, your municipality can plan future operating budget 
expenditures, debt repayment and potential reserve fund needs to manage 
the financial position of your municipality over a specific period of time. 

The capital budget process typically calls for a coordinated effort between 
municipal departments and results in a financing plan for the new 
construction, acquisition or replacement of municipal assets. 
 

Public Accounting Standards 
 
Municipalities are required by legislation to prepare annual financial statements 
according to the Public Sector Accounting Board (PSAB)’s recommended 
accounting principles (see section 294.1 of the Act: http:// www.e-
laws.gov.on.ca/html/statutes/english/elaws_statutes_01m25_e. htm#BK355). 
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PSAB acts as a national standard-setting authority that is committed to 
addressing accounting and financial issues of local governments: 
http://www.frascanada.ca/public-sector-accounting-board/. As a national 
organization, PSAB helps to ensure completeness and consistency in financial 
reporting across Canada. Although PSAB does not prescribe the way 
municipalities budget, it is prudent to keep these principles of financial reporting 
in mind when preparing the budget. 
 
Since 2009, municipalities have used PS 3150 – Tangible Capital Assets (TCA) 
for external reporting. PSAB requires municipalities to record TCAs on the 
statement of financial position and to amortize (expense) the asset over its 
useful life on the statement of operations. This has implications for municipal 
budgeting as amortization expense is expected to be considered when 
preparing a budget.  
 
The Act was changed and Ontario Regulation 284/09 (Budget Matters – 
Expenses) put in place to reflect the new PSAB standards. The regulation 
states that a municipality may exclude certain expenses (amortization expense, 
post- employment benefit expense and solid waste landfill closure and post-
closure expense) from the budgeted amounts for which revenue must be 
raised. 

 
Municipalities must include “surpluses” or “deficits” (as determined according 
to legislation) from the previous year’s operations in its budgeting process (see 
sections 289 and 290). 

 
Section 291 of the Act allows municipalities to prepare and adopt a multi-year 
budget covering a period of up to five years. Generally, multi-year budgets must 
comply with the provisions of sections 289 or 290. The municipality must review 
and re-adopt multi-year budgets each year. 
 

Financial Reporting to the Public 
 
Municipalities are required by legislation to publically publish the audited financial 
statements of the municipality for the previous year within 60 days of receiving 
them (see section 295(1) of the Act).  

      Annual Financial Statements 

Annual financial statements provide information on a municipality’s financial 
position: 
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 Its assets (generally, what a municipality owns and controls) and 
liabilities (generally, what a municipality owes); 

 Its net debt, its accumulated surplus or deficit; 
 Its tangible capital assets and other non-financial assets; 
 A meaningful summary of the sources, allocation and use of municipal 

economic resources; 
 How the activities of the period have affected the municipality’s net debt; 
 How municipal activities were financed; and 
 How cash requirements were met. 

  
Each indicator gives the readers of the financial statements information about 
the status of the municipality’s finances. 

 
Financial statements must include a statement of financial position, a statement 
of operations, a statement of change in net debt and a statement of cash flow. 
Additional supplementary information is provided in schedules and notes to the 
financial statements. 

 
Financial Information Return (FIR) 

 
The Financial Information Return (FIR) is the main document used by the 
Government of Ontario to collect financial information from municipalities on an 
annual basis. 

 
All municipalities are required to submit FIR data to the Ministry of Municipal 
Affairs and Housing (MMAH) by May 31st of each year. If your municipality 
does not meet the reporting deadlines, it may not be able to access provincial 
funding programs. The FIR captures detailed standardized financial and 
statistical information that allows comparisons with other municipalities over 
time. The FIR data is used by MMAH and other ministries for a number of 
purposes, such as: 

 
 Calculating grant amounts; 
 Developing provincial fiscal policy; 
 Developing municipal finance policy; 
 Monitoring local sector performance; 
 Examining the financial status of municipalities;  
 Preparing municipal debt limit reports;  
 Forecasting and budgeting;  
 Preparing local economic profiles and information on local services and 

service levels for use by industry; and  
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 Requests for financial and statistical data. 
 

You can view the data by municipality, by schedule or by multi-year. A 
provincial summary showing all the municipal returns is available online at: 
oraweb.mah.gov.on.ca/fir/welcome.htm. The information is also used by 
municipalities, municipal associations, the financial community, the academic 
community, the Ontario Municipal Board, ratepayer groups, credit rating 
agencies and consulting firms. 

 
The data is also useful from a municipal perspective: 

 
 For preparation of year over year comparisons, trend analysis, 

forecasting; 
 Performance measurement and for comparative purposes with other like 

municipalities on key indicators (for example, debt and reserve levels); 
and 

 To support land use planning, strategic planning, and asset 
management planning. 
 

The information contained in the FIR is invaluable as a decision making tool for 
Council. For example, during budget deliberations, you may be concerned 
about the impact of certain decisions on individual ratepayers. Data about 
other, similar municipalities can be taken from the FIR to give you a sense of 
relative taxation level. This is one of many ways the data can be used. 
 

The Municipal Auditor and the Audit Function 
 
Municipalities must appoint an auditor licensed under the Public Accounting Act, 
2004. A municipal auditor shall not be appointed for a term exceeding five years. 
The auditor must not be an employee of a municipality or local board of a 
municipality. (See section 296 of the Municipal Act.) 
 
The municipal auditor’s responsibilities may extend to the municipality’s local 
boards, as well as to a local board of more than one municipality (sometimes called 
a joint board). A municipal auditor reports to Council. 

       The Auditor’s Responsibilities 

The auditor’s role in the financial management of your municipality is 
important. His or her responsibilities include: 

 Annually auditing the accounts and transactions of the municipality and 
its local boards, and expressing an opinion on their financial statements 
based on the audit; and 
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 Performing duties for the municipality or local board, as required. 

In connection with these responsibilities, a municipal auditor has special powers 
that may include rights of access to records, rights to require information from 
Council or municipal officers, and rights to require a person to give evidence under 
oath, and the ability to attend certain meetings. (See section 297 of the Act) 
http://www.e-laws.gov.on.ca/html/statutes/english/laws_statutes_01m25_e.htm#BK358.  

Financial Transactions 
 
There are five main components to the financial statements of a municipality: 
statement of financial position, reserves and reserve funds, statement of 
operations, statement of change in net financial assets (debt), and statement of 
cash flow. 
 
Statement of Financial Position 
 
The statement of financial position provides information about the municipality’s 
financial position in terms of its assets (what the municipality owns or controls) and 
liabilities (what the municipality owes) at the end of the fiscal year or accounting 
period. It reports the municipality’s net debt, and its accumulated surplus or deficit, 
because these figures are indicators that can be used to assess a municipality’s 
financial position. Net debt shows the amount of future revenues that will have to 
be raised to pay for past transactions and events. The accumulated surplus is the 
primary indicator of the resources (financial and physical) the municipality has 
available to provide future services. 
 
Reserves and Reserve Funds 
 
Reserves and reserve funds are included in the accumulated surplus of the 
municipality. Reserves and reserve funds are used, among other things, to account 
for transactions which, for legal or policy reasons, require that amounts specifically 
earmarked for a particular project or purpose be identified and spent on that project 
or activity. Usually, the use is specified when the reserve or reserve fund is 
established. Reserve fund uses generally are not converted to other uses without 
Council’s approval. 
 
Statement of Operations 
 
The statement of operations reports the revenues, expenses, results, and surplus 
or deficit from operations in the fiscal year or accounting period. The statement 
shows the cost of municipal services provided in the period, the revenues 
recognized in the period and the difference between them. It summarizes cost-of-
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service information at a functional level – for example, social services, recreation, 
general government, transportation, and protection, to name a few. 
 
Statement of Change in Net Financial Assets (Debt) 
 
The statement of change in net financial assets (debt) explains the difference 
between the annual surplus or deficit and the change in net financial assets (debt). 
It tracks what the municipality has spent to acquire tangible capital assets and 
inventories of supplies. It reports on the disposal of tangible capital assets and the 
use of inventory. 
 
Statement of Cash Flow 
 
The statement of cash flow identifies where cash came from, shows how cash was 
used and provides details on changes in cash and cash equivalents since the 
previous reporting period. Sources and uses of cash are reported by major activity: 
operations, capital transactions (acquisitions and disposals), investments 
(purchases and disposals), and financing (debt proceeds and payments). 
 

2. SOURCES OF MUNICIPAL REVENUE 

Revenues may be seen as income for your municipality. They are typically used to 
pay for the services that the residents of your municipality receive. Some examples of 
revenue that municipalities may receive include: 

 Property taxes;  
 Special area taxes;  
 Conditional and unconditional grants; 
 User fees and charges for services such as recreational and cultural facilities 

(arenas, pools, etc.) and local improvement charges (sidewalks, etc.); 
 Fees for licenses, permits and rents; 
 Fines and penalties; 
 Investment income; and 
 Development changes.  

Payments in lieu of taxes are payments made to municipalities for certain properties 
exempt from municipal taxation, such as certain property owned by the province or 
the federal government. 

Property Taxes 

The property tax is your municipality’s main source of revenue. It is calculated by your 
municipality based on two main components – a tax base, determined in accordance 
with the Assessment Act, and tax rates, determined by your municipality, but subject 
to provincial rules. 
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Assessment (Tax Base) 
 
The base for property taxation is the assessment roll. The Assessment Act 
authorizes the establishment of a value for real property and provides rules on 
how this value is derived. 
 
Properties are assessed by the Municipal Property Assessment Corporation 
(MPAC). Every municipality is a member of this corporation and pays MPAC 
for the services it receives. 
 
The assessment of land is based on current value, generally as measured by 
the price that would be paid by a willing buyer to a willing seller at arm’s length. 
 
Section 19.2 of the Assessment Act provides that the value of land is to be 
updated every four years. Section 19.1 of the Act provides for the phasing in, 
over a four-year period, of an eligible increase in the current value of land that 
happens as a result of a general reassessment. 
 
If a ratepayer in your municipality believes that the assessed value, as shown 
on his or her notice of assessment, is not appropriate, there are ways they can 
address it. A ratepayer should be encouraged to contact MPAC’s Customer 
Contact Centre to discuss their concerns. If they still disagree with their 
assessed value, the ratepayer could then ask MPAC to review their 
assessment by filing a Request for Reconsideration. For more information on  
the reconsideration and appeal process and related deadlines, see MPAC’s 
website: mpac.on.ca. 
 
Section 7 of the Assessment Act and Ontario Regulation 282/98 set out the 
seven main categories of property classes on the assessment roll. Your 
municipality can also adopt optional classes within the multi-residential, 
commercial, and industrial classes. 
 
Tax Rates 
 
A tax rate is the rate applied to each dollar of taxable assessment to determine 
the amount of taxes to be paid. In simple terms, a tax rate of 1.23000% raises 
1.23 cents per dollar of assessment. 

 
Tax rates are a tool to generate revenues for: 

 Single or lower-tier municipalities; 
 Upper-tier municipalities; and 
 Primary and secondary education. 
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For each of these purposes, there are separate tax rates for each property class 
within municipalities. With some limits, municipalities may set their own 
municipal tax rates. However, education tax rates are set annually by the 
province. 

Special Area Taxation 

Section 326 of the Act allows municipalities to impose special area rates to 
recover the cost of a special service for only a designated area of the 
municipality. A special service is a service that is not generally provided 
throughout the municipality, or is provided in a different way or at a different 
level in other parts of the municipality. Currently, Ontario Regulation 585/06 
prevents certain health programs and services from being area-rated. 

 
Setting Tax Rates 

 
To minimize the possibility that taxes are shifted arbitrarily from one property 
class to another, the provincial government restricts the relative tax burden on 
the different property classes in a number of ways such as tax ratios, transition 
ratios and ranges of fairness. 

 
Tax Ratios 

 
A tax ratio is the ratio that the tax rate for a property class must be in relation 
to the residential class tax rate. They determine how much of a municipality’s 
tax burden is borne by each of the property classes. Municipalities (upper Tier) 
with authority to set tax ratios are limited by transition ratios and tax ratio ranges 
of fairness in accordance with the Act. 
 
Transition Ratios 
 
A transition ratio indicates the historical share of the municipal levy associated 
with each property class and represents the maximum tax ratio values the 
municipalities can adopt. Tax ratios can only be equal to or less than transition 
ratios. 
 
Ranges of Fairness 
 
The ranges of fairness are target levels of taxation prescribed by the province 
for each property class to encourage the reduction of tax rate differences and 
tax shifting between classes. If the property class tax ratio falls outside the 
range of fairness set for that class, the municipality must either maintain the 
existing tax ratio or adjust the ratio so that it moves closer to the range of 
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fairness. A municipality cannot move its tax ratios away from the ranges of 
fairness. 
 
Tax Restrictions on Multi-residential, Commercial and Industrial Classes 
 
Tax ratio limits (known as municipal levy restriction thresholds) also apply with 
respect to the commercial, industrial and multi-residential property classes. 
 
Municipalities with a property class tax ratio that is above the applicable limit 
cannot impose general levy increases on the property in the class until the ratio 
is brought to or below the limit. Ontario Regulation 73/03 sets out the tax ratio 
limits and provides partial relief from the levy restriction. 
 
For more information regarding tax ratios please refer to Part VIII of the 
Municipal Act: 
https://www.ontario.ca/laws/statute/01m25?search=municipal+act.   
 
Reduced Rates for Farm and Managed Forest Classes 
 
Properties in the Farm and Managed Forests property classes are taxed at 25 
per cent of the residential rate established in the municipality. Upper-tier and  
single-tier municipalities can further reduce the municipal tax rate on the farm 
property class to below 25 per cent of the residential tax rate. 
 
Tax Tools 
 
To help lessen tax shifts resulting from reassessments or provide relief to 
certain types of properties, your municipality has several tax tools under the 
Municipal Act. These tools are summarized as follows: 
 

Optional Classes 
 
As stated earlier, single-tier and upper-tier municipalities have the flexibility 
to adopt, in addition to the standard property classes, optional classes, 
which give municipalities more flexibility in spreading the municipality’s 
property tax burden within the multi-residential, commercial and industrial 
property classes. 
 
Graduated Tax Rates (Banding) 
 
Single-tier and upper-tier municipalities have the authority to create two or 
three bands of assessments for commercial and industrial properties for the 
purposes of applying graduated tax rates. Graduated tax rates allow your 
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municipality to shift some of the tax burden from lower-valued properties to 
higher-valued properties while maintaining overall class revenues. 
 
Tax Ratio Flexibility 
 
Municipalities have the flexibility to increase tax ratios on business classes 
to prevent tax shifts from business taxpayers onto residential taxpayers as 
a result of reassessment. However, this flexibility does not permit 
municipalities to further increase the burden on business owners. 

  
Lowering Tax Ratios 
 
Your municipality can alter your tax ratios toward or within the range of 
fairness established by the provincial government. 
 
Tax Relief for Low-Income Seniors and Low-Income Disabled Homeowners 
 
Under the Act, single-tier and upper-tier municipalities must pass a bylaw 
to provide for deferrals or other relief from increases resulting from  
reassessment on residential properties owned by low-income seniors or 
low-income disabled persons. An upper-tier bylaw providing for such relief 
also covers the tax increases for lower-tier purposes. 
 
Rebates for Charities and Tax Reduction for Heritage Properties 
Under the Act, single-tier and upper-tier municipalities must establish a 
program to provide property tax rebates to registered charities located in 
commercial and industrial properties, and may provide rebates to similar 
organizations, located in any property type as determined by the 
municipality: https://www.ontario.ca/laws#BK426.  
 
Local municipalities can also provide property tax reductions or refunds to 
owners of eligible buildings designated under the Ontario Heritage Act as 
being of architectural or historical value:  
https://www.ontario.ca/laws/statute/90o18?search=ontario+heritage+act.  
  

Tax for General Municipal Purposes 
 
Simply put, tax rates are calculated after the budget is determined. In summary, 
estimated revenues from all sources other than property taxes are subtracted 
from the estimated total expenses to calculate the tax levies (or rates). Deficit 
and surplus must also be added. Then the tax rates are calculated. Even in 
cases where the budget remains constant from one year to the next, taxes may 
change because of property reassessments. 
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Tax for Region, County and School Purposes 
 
The tax rate for any upper-tier municipality (county or regional government) is 
calculated by the upper-tier in the same way as the local levy for general 
municipal purposes by the lower-tier (local government) or single-tier. In other 
words, municipalities determine their total expenditures, subtract their non-tax 
revenues, add any surplus/deficit amounts and then calculate their tax rates. 
 
The upper-tier rate for each class of property must be the same for each lower- 
tier municipality. The amounts raised by each lower tier depend on the amount 
of assessment and the types of properties located within its boundaries. Upper- 
tier taxes are collected by the lower-tiers and are given in instalments to the 
upper-tier. 
 
For schools purposes, the province sets a single education tax rate each year 
for residential, multi-residential, and new multi-residential classes across the 
province. (Farm and managed forest classes are set at 25 per cent of the 
residential rate). 
 
Education tax rates for business property classes are set annually for each 
individual upper-tier and single-tier municipality. All education taxes are 
collected by the local municipality and given to the local school boards on a 
quarterly basis. 

 
Tax Billing 
 
Each year, MPAC provides every municipality with a copy of the assessment 
roll to calculate taxes for the following year. The roll includes the following 
information about each assessed property: 
 

 The roll number; 
 Description/identification of the property; 
 The name of the property owner; 
 The property’s assessed value; 
 The type of assessment (for example, residential, commercial, 

industrial); 
 The tax qualifier (for example, taxable, tax exempt, exempt but eligible 

for payment in lieu); and 
 In the case of residential properties, the type of school board the 

property owner supports under the Education Act. 
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The roll is known as the “returned assessment roll for the year.” Under 
subsection 340(1) of the Act, the treasurer of your municipality must prepare a 
“tax roll” based on the last returned assessment roll for the year. For the most 
part, the tax roll shows the contents described above. It also needs to show the 
total taxes payable and a breakdown of the general and special local municipal 
taxes payable, for general and special upper-tier taxes, for each school board, 
and for all other purposes. 
 
The tax roll is later changed to show any adjustments made to it from 
assessment appeals, errors and omissions and supplementary assessments. 
For tax-rate-setting purposes, single-tier and upper-tier municipalities can use 
either the returned roll assessments or the assessments on the tax roll, 
provided the adjustments have been made before the tax rating bylaw has been 
set. In two-tier systems, local municipalities must use the local assessments 
that were used by the upper-tier in setting their tax rates. 
 
Preparing tax bills is the responsibility of your treasurer or designate. Only 
lower-tier and single-tier municipalities issue tax bills to property owners. The 
treasurer must send a tax bill to every property owner at least 21 days before 
any taxes shown on the tax bill are due. The tax bill separates the school levies 
and upper-tier levies from the general local levy and other special rates. 
 
For tax billing, your Council must also consider: 
 

 Whether taxes will be paid in one lump sum or in instalments;  
 The dates on which payments will be due;  
 Penalties for late payments; and  
 Discounts for advance payments.  

 
Many municipalities have adopted an instalment payment system. Instalments 
are convenient for taxpayers and provide the municipality with a steady cash 
flow, reducing the need for temporary borrowing. A further reduction in 
borrowing is possible if your municipality introduces an interim tax even before 
adopting its annual budget. 

  
Your municipality must pass a bylaw to levy interim taxes. The interim amount 
levied on a property shall not exceed 50 per cent of the total taxes, both 
municipal and education, levied on the property for the previous year. See 
section 317 of the Act for more information on the interim tax. 
 
Under section 345 of the Act, your municipality can pass bylaws to impose late-
payment charges (penalties) on unpaid taxes. Taxes that are not paid by the 
due date may be subject to a penalty up to a maximum of 1.25 per cent of the 
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amount of taxes on the first day of default and interest up to a maximum of 1.25 
per cent per month if the taxes continue to be unpaid. Interest cannot be 
compounded. 
 
Tax Collection 
 
Your municipality can explore a number of ways to collect unpaid taxes, such 
as through a court, or other processes in accordance with applicable legislation. 
These might include, for example, requiring tenants to pay their rent to the 
municipality instead of their landlord, or seizure of personal property. 
 
Part XI of the Act and other provisions including the tax sales regulations 
(Ontario Regulation 181/03) also provide a way to collect outstanding property 
taxes – selling the property in question to collect the property taxes owed. 
 
Where the property tax on a property goes into arrears, in the third year after 
the amount becomes owing, your municipality can initiate the tax sale to collect 
the tax. 
 

Government Contributions 
 
Payments in Lieu of Taxes 
 
Payments in Lieu of Taxes (PILs), generally, are payments made by provincial 
and federal governments and their agencies on certain property that is exempt 
from property taxation because it is owned and occupied by those governments 
and their agencies. Municipalities also make PILs on some of their public 
utilities, such as transit, sewer and water facilities. 
 
PILs are generally calculated based on the assessment of land or based on a 
set amount. For example, the PIL on institutions such as hospitals, universities 
and correctional institutions is calculated based on $75 per bed, student or 
inmate. 
 
Grants and Subsidies 
 
Grants and subsidies may be contributions made by the provincial and federal 
governments to help a municipality, for example, meet the costs of delivering 
services to its residents. Provincial grants play an important role as a revenue 
source for municipalities, accounting for $9.8 billion in annual revenues in 2012. 

  
Conditional and Unconditional Grants  
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Generally, conditional grants are understood as made for a specific program or 
service. By contrast, generally unconditional grants can be used to pay for 
expenses as Council decides. Conditional grants account for about 94 per cent 
of total provincial grants and are subject to specific eligibility and spending 
criteria. The major conditional grants are for transportation, health, social 
services and the environment. Unconditional grants, which represent about six 
per cent of total provincial grants, consist mainly of funding provided through 
the Ontario Municipal Partnership Fund (OMPF), the province’s main transfer 
payment to municipalities. 

 
Through the OMPF, 388 municipalities are receiving $510 million in 
unconditional funding for 2018. 

 
The program comprises four core grant components as well as Transitional 
Assistance (a guaranteed level of support to municipalities based on previous 
year’s Ontario Municipal Partnership Fund allocation) that reflect the following 
objectives: 

 
 Support areas with limited property assessment;  

 
 Recognize the challenges of northern and rural municipalities, while 

targeting funding to those with more challenging fiscal 
circumstances; and  

 Assist municipalities as they transition to the redesigned program  

 

 

 

 

 

 
Transfer of Municipal Costs to the Province  
 
In 2008, the Province signed the Provincial-Municipal Fiscal Service Delivery 
Review Agreement with municipalities, which resulted in the Province 
assuming costs for services that had previously been supported by the 
municipal property tax base. These costs were then transferred to the Province 
between 2008 and 2018, and included:  
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 100 percent of costs for Ontario Drug Benefits (ODB), Ontario Disability 
Support Program (ODSP), and Ontario Works (OW) benefits; and  

 Up to $125 million annually in court security and prisoner transportation 
costs. 

 

 

In 2018, municipalities are benefiting from $2.1 billion in reduced costs as a 
result of this transfer of these costs to the Province. 

You can find additional information regarding the OMPF at: 
http://www.fin.gov.on.ca/en/budget/ompf/. 

 
Other Revenue Sources 
 
Ontario municipalities, as a whole, rely more heavily on municipal revenue sources 
than on federal and provincial government contributions, both in amount and in 
impact on the municipal budgeting and financing process. These municipal 
revenues are increasingly important for the operation of municipalities. 
 
Many municipalities have diversified and expanded their revenue base in recent 
years to reduce their dependence on municipal taxation as the major revenue 
source. The use of appropriately set user fees can result in more sustainable 
funding for key infrastructure and may contribute towards positive environmental 
impacts. 
 

User Fees 
 
Section 391 of the Act describes important aspects of the power of your 
municipality to impose fees and charges for services and for the use of 
municipal property. Your municipality may have a range of choices in deciding 
on the services for which it will charge a fee, the amount of the fee, the basis 
for calculating the fee, and who will pay the fee. Examples of fees charged by 
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municipalities include fees for licenses, permits and services such as water, 
waste, sewage, transit, recreation and special police enforcement. 
 
Ontario Regulation 584/06 provides that a municipally or local board does not 
have the power to impose fees on a number of things, including, among others, 
fees for: 
 

 Capital costs captured by existing by-laws or agreements under the 
Development Charges Act, 1997;  

 Processing of Planning Act planning applications;  
 Collection of school and upper-tier taxes; or  
 Some services, activities or costs related to telecommunications, 

electricity or gas businesses located on municipal highways.  

Local Improvement Charges 

A local improvement is generally described as a municipal capital work (or 
project) that a municipality undertakes through the local improvements process; 
for example, widening a road. Municipalities may put in place local 
improvement charges to raise all or part of the costs of these capital works. In 
particular, a municipality may impose costs of local improvement works through 
special charges on properties abutting the work, and on properties that will 
immediately benefit from the project. In practice, municipalities often spread the 
costs of local improvements over several years, to help reduce the annual 
amounts those paying the charges – which may include future owners along 
with original owners – must pay. In some cases, a municipality may be able to 
undertake a private work (such as a private road) as a local improvement. 
 
Many of the rules are found in the Local Improvement Charges regulation 
(Ontario Regulation 586/06: http://www.e-laws.gov.on.ca/html/regs/english/ 
elaws_regs_060586_e.htm), which sets out details of the process, addressing 
matters such as an owner’s share of the work, and the ways costs may be 
charged. 
 
Licenses, Permits and Rents 
 
Revenues under this category include those from issuing licenses, permits and 
fees related to businesses, vendors, trailers, and animals. These revenues also 
include rents charged to use or occupy municipal properties, and concessions 
or franchises to use or operate municipal facilities. 
 
The Building Code Act, 1992 includes fee transparency requirements. These 
include requirements for public meetings before permit fees are changed, and 
that there be an annual report, made available to the public, on the total fees 



 

  139 

COUNCIL ORIENTATION GUIDE 2018 

collected, the direct and indirect costs of delivering services, and the amount of 
any reserve fund that has been set up by the municipality. 
 
Fines 
 
This source of revenue includes fines imposed for not complying with municipal 
bylaws, fines related to the Building Code Act, 1992, and various other acts. 
The most common fines are for local parking or traffic violations and for 
violations of building regulations. 
 
Local municipality treasurers may be able add an unpaid Provincial Offences 
Act fine to the property tax roll if all of the owners of the property are responsible 
for paying the fine. 
 
Investment Income 
 
During the year, your municipality may have cash on hand (for example, from 
reserve funds) that is not immediately needed. This cash is often invested to 
earn income. Amounts from interim tax collections or grant payments may also 
not be immediately needed. It may be possible to seek a higher return on these 
monies by keeping the funds in a bank account with little or no interest. Your 
municipal treasurer can research and suggest investments and consider your 
Council’s policy and directions about appropriate levels of risk and reward. 

  
Development Charges 

Development charges are fees imposed by municipalities on developers to pay 
for increased growth-related capital costs (both residential and non-residential) 
related to items such as water lines or recreational facilities. Development 
charges do not pay for operating costs or for the future repair, rehabilitation or 
replacement of infrastructure. In 2012, 202 municipalities in Ontario collected 
development charges. The Development Charges Act, 1997 (DCA) allows 
municipalities to impose development charges on people developing land 
through a municipal development charge bylaw. Before passing the bylaw, your 
municipality must prepare a detailed background study of all costs likely to be 
incurred as a result of new development and must hold at least one public 
meeting. The DCA sets out a framework your municipality must use in setting 
a development charge. Development charges are payable when a builder 
applies for a building permit. Your municipality can deny a building permit if the 
development charge is not paid. 
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3. FINANCING SOURCES 

Sources of capital funding fall into three main groups: internal sources, external 
sources and debt or lease financing. 

a. Internal financing sources include transferring or using funds from or 
identified in the current-year operating budget or existing reserves and 
reserve funds to help finance capital works. The sale of existing assets 
which your municipality no longer needs (such as surplus real estate or 
buildings) can also generate funding for new capital projects.  
 

b. External sources of financing include other government grants (both 
federal and provincial), fundraising or donations, or payments to a 
municipality through public-private partnership arrangements.  
 

c. The third source – debt, lease or other kinds of financing – includes 
external borrowing and other financing involving long-term payment 
obligations for the municipality.  
 

Debt Management 
 
Generally, a municipality may not commit more than 25 per cent of its total own-
purpose revenues to service debt and other long-term obligations without first 
getting approval from the Ontario Municipal Board (see Ontario Regulation 
403/02 – Debt and Financial Obligation Limits). Often, the limit for a municipality 
is referred to as the annual repayment limit (ARL). The ARL is calculated using 
the data that municipalities submit annually through the Financial Information 
Return (FIR) to MMAH on their long-term liabilities and debt charges. 
 
Some of the indicators that municipalities use to figure out their ability to service 
debt are: 
 

 Debt per capita;  
 Debt charges per capita;  
 Debt charges as a percentage of revenue;  
 Debt charges as a percentage of the municipal levy;  
 Debt-to-assessment ratio; and  
 Debt charges to tax rate ratio.  

The decision to use debt or pay-as-you-go financing is the municipality’s 
decision. Either way may be beneficial to individual municipalities in certain 
circumstances. However, as a best practice, municipalities may wish to 
evaluate the long-term financial impact of a proposed approach before making 
these decisions. 
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4. EXPENDITURES VS EXPENSES 

Capital Expenditures or Capital Purchases 

A capital purchase or expenditure is generally one that results in the purchase, 
construction, development or improvement of a tangible capital asset.  

Capital purchases are not considered expenses. Amortization from the tangible 
capital assets is expensed in the statement of operations. 

Operating Expenses 
 
An operating expense is generally seen as something that is consumable or has a 
short life. Operating expenses are often generated by ongoing programs, or 
expenses on goods that are consumable or have a short life, or on projects that 
constantly reoccur. For example, fire and police protection, park maintenance, and 
garbage collection costs are typically recorded as operating expenses. 
 
The following table provides some examples of how capital budget expenditures 
may be different from operating budget expenses. The items listed are suggestions 
only, and may not necessarily be accurate or complete in your municipality’s 
experience. 

 

 

 

 

 

 
Budgets vs Financial Statements 
 
There is a disconnect between the budget used for raising the sums needed by a 
municipality and operating results reported in financial statements which follow 

Type of 
Facility Capital Budget 

Expenditure 
Operating Budget Expense 

Streets Physical change, such 
as street widening or 

design

Paving repair, seal-coating 

Traffic New or upgraded signal 
equipment 

Equipment repair, lane marking 

Public 
Buildings 

Major remodeling and 
structural changes, new 

construction 

Preventive  maintenance repairs that 
do not significantly  upgrade the 

structure or increase its previously 
estimated useful life (for example, 

minor roof repair) 
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Public Sector Accounting Board (PSAB)’s accounting standards. A budget 
disconnect may arise from – among other possibilities – a municipality including 
transfers to and from reserves in the annual budget. Under PSAB, transfers to and 
from reserves are considered neither revenues nor expenses. There may then be 
a difference between the budget used to raise the sums needed by a municipality, 
and a result reported exclusively using PSAB principles. 
 

5. MUNICIPAL ASSET MANAGEMENT PLANNING 
 
Asset management is about seeking the best possible decisions regarding the 
building, operating, maintaining, renewing, replacing and disposing of 
infrastructure assets. It is an integrated, long-term or lifecycle approach to 
maximize benefits, manage risk and provide satisfactory levels of service to the 
public in a sustainable and environmentally responsible manner. 
  
The overall asset management planning process takes a municipality’s objectives, 
determines how these rely on infrastructure, and then develops a plan to provide 
the supporting infrastructure services at the lowest cost over the life of the 
infrastructure. 
 
Having an asset management plan (AMP) in place will be useful in making capital 
financial planning decisions. Council may wish to consult the AMP when making 
these decisions to make sure that it is choosing to fund the highest priority capital 
projects. 
 
The Elements of an Asset Management Plan 
 
The province developed Building Together: Guide for municipal asset 
management plans https://www.ontario.ca/page/ministry-infrastructure which 
outlines the key elements for an asset management plan (AMP): 
 

 State of local infrastructure: asset types, quantities, age, condition, financial 
accounting valuation and replacement cost valuation. 

 
 Desired levels of service: defines levels of service through performance 

measures and discusses any external trends or issues that may affect  
expected levels of service or the municipality’s ability to meet them (for 
example, new accessibility standards, climate change impacts). 

 
 Asset management strategy: the asset management strategy is the set of 

planned actions that will seek to generate the desired levels of service in a 
sustainable way, while managing risk, at the lowest lifecycle cost. 
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 Financing strategy: having a financial plan is critical for putting an AMP into 
action. By having a strong financial plan, municipalities can also 
demonstrate that they have made a concerted effort to integrate the AMP 
with financial planning and municipal budgeting, and are making full use of 
all available infrastructure financing tools. 

 
Additional resources are available through the province’s Asset management 
Toolkit https://www.ontario.ca/page/ministry-infrastructure and the Asset 
Management Checklist https://www.mfoa.on.ca/MFOA/WebDocs/1f_Checklist.pdf 
produced by the Municipal Finance Officers’ Association (MFOA). 
 
There are many benefits to asset management planning and the province has a 
tip sheet on communicating the benefits of asset management 
(https://www.ontario.ca/page/ministry-infrastructure). Council may wish to consult 
the AMP when making capital financing decisions to ensure that it is choosing to 
fund the highest priority capital projects. 
 
Infrastructure Funding 
 
Ontario municipalities must develop detailed AMPs to accompany any request for 
provincial infrastructure funding. Municipalities are responsible for tailoring their 
asset management planning practices to their unique needs and ensuring that all 
the relevant expertise is brought to bear. 
 
On December 13, 2017, the Province approved the regulation that took effect 
January 1, 2018. Although no provisions take immediate effect. 
 
O. Reg 588/2017 sets out new requirements for undertaking asset management 
planning. The proposed phase-in timelines for the preparation of new asset 
management plans that were part of a previous consultation process has 
increased from four to six years. Please note the dates below. 
 

a. July 1, 2019 – all municipal governments to have a finalized initial 
strategic asset management policy. Section 3 of the regulation sets out 12 
matters that this policy must include and the policy must be reviewed 
every 5 years. 
 

b. July 1, 2021: all municipal governments to have an adopted asset 
management plan for core assets (roads, bridges and culverts, water, 
wastewater and stormwater management) that discusses current levels of 
service and the cost of maintaining those services. The regulation sets out 
both qualitative descriptions and technical metrics for each of the core 
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assets. 
 

c. July 1, 2023: Municipal governments to an adopted asset management 
plan for all of its other municipal infrastructure assets, which also discusses 
current levels of service and the cost of maintaining those services. The 
municipality is to set the technical metrics and qualitative descriptions for 
its other assets (e.g., culture and recreation facilities). 

For both b) and c) above, there are some different requirements for 
municipal governments above and below 25,000 population as well as 
those within the Greater Golden Horseshoe growth plan area. 

d. July 1, 2024: The asset management plans shall include a discussion of 
proposed levels of service, the assumptions related to the proposed levels 
of service, what activities will be required to meet proposed levels of 
service, and a strategy to fund the activities. (AMO believes that this 
funding strategy will further identify the gap between municipal own source 
revenues and the need. AMO’s current fiscal analysis for 2016 – 2025 
shows a $4.9 billion gap in municipal operating costs and capital needs). 

 

The proposed requirement for a licensed engineering practitioner to endorse 
completed asset management plans was dropped and the level of detail reduced 
under the financial planning aspects of the regulation. 

In addition, O. Reg. 82/98 to the Development Charges Act, 1997 has been 
amended to provide that on July 1, 2024, its transit asset management plan 
requirements will be repealed and included in this new regulation. The 
requirements in O. Reg 82/98 will continue to apply until July 1, 2024 to 
municipalities that are preparing asset management plans to support a 
development charge by-law in respect of transit services 

The Ministry of Infrastructure is proposing, beginning in 2025 to collect information 
from municipal asset management plans, such as levels of service and financial 
planning information through the Financial Information Return. After the initial FIR 
submission in 2025, municipalities would submit asset management planning 
information every time their plan is updated (at least every 5 years). 
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Section I: 
Remuneration 
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This section provides an overview of the remuneration of Council members that 
includes payment, mileage reimbursement, conferences and seminars, and the 
provision of office equipment and other materials.  
 
1. Remuneration, general  

 
Section 283 of the Municipal Act allows for the remuneration of members of Council. A 
Wage By-law is passed on an annual basis for the remuneration of elected members of 
Council.   
 
(a) Remuneration is payable to Council as part of the regular bi-weekly municipal 

payroll. 
(b) Remuneration includes payment for attendance at Council meetings and any of 

its committees, and for attendance at any other committee, board or commission 
to which the Mayor and councillors may be appointed by resolution. 

 
2. Mileage reimbursement 

 
Councillors may submit a mileage expense claim for travel related to Council, 
committees of Council and other related business travel as directed by the Mayor 
and Council. 

 
Councillors are responsible for keeping track of their own mileage. Parking expenses 
incurred while on Township business, excluding parking tickets/fines, will be 
reimbursed.  Monthly mileage forms must be completed and submitted with receipts 
(where applicable) to the Director of Finance for processing.  

 
3. Conferences and Seminars 
 

The Council budget contains provisions for councillor attendance at conferences and 
seminars. Council attendance at conferences and seminars does not require 
approval by Council unless the annual budget has been exceeded and in that 
instance a resolution of Council is required.  

 
Reimbursement for expenses, mileage and other incidental charges shall be in 
accordance with Policy 200-10 – Business and Travel Expenses (see pages 149-
152). 

 

 

 

Remuneration
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4. Provision of Office Equipment and Materials  
 

To effectively perform their duties and responsibilities, Members of Council receive 
the following:  
 

(a) A personal laptop computer with appropriate software; and 
 

(b) A technology allowance of $720.00/year paid as part of the regular bi-weekly 
municipal payroll, to offset costs associated with internet and phone usage 
relating to the responsibilities of Council.  

 
Members of Council are responsible for setting up their home offices as they require, 
assistance by Information Technology will be provided. 
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Section J: 
Accessibility 
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In 2005, the provincial government committed to the development of five accessibility 
standards under the Accessibility for Ontarians with Disabilities Act (AODA). This act lays 
the framework for the development of province-wide mandatory standards on accessibility 
in all areas of daily life. The five accessibility standards are: 

 Customer Service 
 Information and  

Communications 
 Employment 
 Transportation 
 Design of Public Spaces 

The intent of the AODA is to make Ontario fully accessible for people with disabilities by 
2025. 

1.  Integrated Accessibility Standards  
 
The Integrated Accessibility Standards Regulation (Ontario Regulation 191/11) 
establishes accessibility standards and introduces requirements for information and 
communications, employment, transportation, design of public spaces and customer 
service. The Integrated Accessibility Standards Regulation requires that all relevant 
organizations develop and maintain a multi-year accessibility plan as well as annual 
accessibility status reports. The Integrated Accessibility Standards Regulation applies 
to all public, private and not-for-profit organizations with at least one employee. The 
Township’s IASR policy will be completed in 2019.  
 
Furthermore, the Township has an Accessible Customer Service Policy #200-09 
that ensures that the Township goods and services are provided in a way that respects 
the dignity, independence, integration and equal opportunity for all people as per the 
customer service standards under the IASR. The Accessible Customer Service Policy 
was established under Ontario Regulation 429/07 and is currently being updated to 
comply with the IASR requirements.  
 
Organizations have current and ongoing obligations under the Ontario Human Rights 
Code respecting non-discrimination. The Integrated Accessibility Standards 
Regulation does not replace or affect existing legislation under the Ontario Human 
Rights Code and other laws in respect to accommodation of people with disabilities; 
organizations must comply with both pieces of legislation. 
 
 
 

Accessibility
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2.  Accessibility Plans/Reports  

Under the Accessibility for Ontarians with Disabilities Act, the Township is required to 
develop and maintain accessibility plans and reports. These plans/reports will outline 
how the Township will comply with the AODA and more specifically, the Integrated 
Accessibility Standards Regulation on, or before, the designated deadline dates.  

The accessibility plans/reports will include: 

 Measures taken to identify, remove and prevent barriers to persons with 
disabilities;  

 Measures ensuring proposals for By-laws, programs, practices and services 
are considered for their effect on accessibility; and  

 A list of By-laws, policies, programs, practices and services that will be 
reviewed in the next year to identify, prevent and remove barriers.  

All current and future plans are available on the Township’s website. 
 

3. Accessibility Training  

Members of Council are required to take part in the accessibility training. The following 
training opportunities are available online: 

 AODA Customer Service Standards  
 AODA Integrated Accessibility Standards 

      Website and log in information will be provided by Staff. 
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Section K: 

Township Building for 
the Future 
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1. Strategic Plan  

A strategic plan can be an essential part of municipal governance. It is a document 
that looks to the future, clearly setting out the municipality’s vision and priorities. 
Zorra’s Strategic Plan is about celebrating the Zorra of today and township-building 
for the future. The Township of Zorra’s administrative, financial and planning  

Strategic planning allows the Township to manage change and remain sensitive to 
pressures – both internally and externally. It acts as a tool to help us determine the 
key issues that need to be addressed. It forms the basis of positive actions for the 
municipality, and outlines what we need to focus on, and how to accomplish our 
goals.  

The benefits of a strategic plan are threefold:  

 It gives councillors a greater range of politically defensible options for tough 
resource allocations and an improved capacity for turning promises into 
action;  

 It ensures staff benefit from the leadership, managerial autonomy and 
communication set out in the Plan; and  

 It demonstrates to the public a more proactive and accountable approach to 
municipal decision making and a more consistent use of resources than 
without a strategic plan.  

The Township of Zorra’s 2015-2018 Plan can be found on the Township’s website 
(http://www.zorra.on.ca/Home/Our-Township/Strategic-Plan). Updating this plan will 
be one of your responsibilities as a member of Zorra’s Council.  

2. Recreation, Arts and Culture Master Plan 

Zorra’s Recreation, Arts and Culture Master Plan is a document that outlines the 
Township’s goals to ensure that parks, recreation, arts and culture facilities, 
programs and services are aligned with current and future needs.  

The Township of Zorra’s Recreation, Arts and Culture Master Plan can be found on 
the Township’s website (http://www.zorra.on.ca/Home/Our-
Services/Recreation/Recreation-Arts-Culture-Master-Plan).   

3. New Residents Guide 

The Township of Zorra has developed a New Residents Guide for people that are 
new to the Township. The New Residents Guide is designed to provide quick, 
consistent and comprehensive information to new residents so that they may 

Township Building for the Future
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become familiar with the services provided by the Township. The guide may be 
viewed on the Township website (http://www.zorra.on.ca/Home/Info/Welcome-New-
Residents).  

4. Upcoming “Big Items” 
 
 Strategic Plan update  
 2019 Budget  
 Bill 68 requirements including appointing an Integrity Commissioner  
 2019-2023 Accessibility Plan  
 Cannabis legislation updates  
 Road Needs Study 
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Section L: 
Resources 
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1. Terms/Definitions 

Action Items  

‐ Staff maintains a list of action items from Council meetings, updates them 
monthly and circulates them to Council.  
 

Advisory & Ad Hoc Committees  

‐ A committee whose role is advisory and consultative. It assists council in 
gathering and communicating input on local issues. Their role is to advise and 
make recommendations as defined by the terms of reference approved by 
council.  
 

Agenda  

‐ A set of issues, problems or subjects that covers an entire session of Council 
or committee, in which case it is the order of business for that session and is 
adopted by a majority vote.  
 

By-law 

‐ A law, regulation or rule (with force of law) of a local government that is 
passed by Council. Council both passes and is regulated by By-laws.  
 

Capital budget  

‐  The Capital budget encompasses the purchase and rehabilitation to large 
assets including road infrastructure, buildings, vehicles, machinery and large 
equipment. It also includes Long Term Debt repayments and Reserve’s 
activities.  

‐ Through capital budgets, your municipality can plan future operating budget 
expenditures, debt repayment and potential reserve fund needs to manage 
the financial position of your municipality over a specific period of time.  
 

Capital project  

‐  A long-term, capital-intensive investment project with a purpose to build 
upon, add to, or improve a capital asset. Capital projects are defined by their 
large scale and large cost relative to other investments that involves less 
planning and resources.  
 

Resources
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Chair  

‐ The position of the person appointed to preside, or presiding at, a meeting 
whether the person is the regular Chair or not.  
 

Clerk 

‐ Under the Municipal Act section 228, municipalities are required to appoint a 
clerk who shall perform all statutory duties in accordance with the Municipal 
Act and other applicable legislation.  

‐ The Township of Zorra’s Clerk operates under the job title of “Director of 
Corporate Services”.  
 

Closed Session   

‐ Also referred to as ”in camera” is a proceeding or deliberation that takes place 
in a venue where access is restricted and deliberation takes place in private. 
There is no public representation present.  

‐ In accordance with the provisions of the Municipal Act, a meeting or part of a 
meeting may be closed to the public if the subject matter being considered 
falls under an exceptions in Section 239 of the Municipal Act.  Separate 
minutes are taken for closed session meetings and are approved by Council 
during the subsequent closed session meeting. 
 

Confirmatory By-law 

‐ Since the powers of every municipality are exercised by its Council, by by-
law, many municipalities, pass what is called a "confirmatory by-law" at the 
end of each council meeting, confirming all decisions taken at that meeting. 
 

Correspondence requiring direction  

‐ Correspondence, reports, petitions and communications intended to be 
presented to Council that requires the direction of Council in some way, 
shape or form.  
 

Corporate record  

‐ A ‘record’ is defined as “any record of information however recorded, whether 
in printed form, on film, by electronic means or otherwise.” The definition is 
broad in order to include the full range of possible information formats.  

‐ Corporate records include information that is related to the business of the 
Township, its agencies and boards, and may be requested through MFIPPA.  
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Delegation 

‐ When an individual, group, organization etc. attends the meeting(s) of 
Council/committee and communicates the ideas of acts on behalf of an 
individual, group, organization etc.  
 

 Deputy Mayor  

‐ The member of Council appointed to act on behalf of the Mayor in his/her 
absence.  
 

Information Items  

‐ Items appearing on an agenda not requiring action of Council or Committee.  
 

Long Terms Debenture Commitments  

‐ Municipalities can only incur long-term debt for capital projects. They must 
balance their budgets in accordance with legislation and generally can’t 
borrow money over the long term to fund current operating expenses 
 

Majority  

‐ More than half of the votes cast by members entitled to vote and present at 
the vote.  
 

 Mayor  

‐ The Head of Council and Chief Executive Officer of the Township.  
 

 Meeting  

‐ Any regular, special or other meeting of a council, of a local board or of a 
committee of either of them where 

i. A quorum of members is present; and  
ii. Members discuss or otherwise deal with any matter in a way that 

materially advances the business or decision-making of the council. 
 

Minutes 

‐ Written or recorded documentation that is used to inform attendees and non-
attendees about what was discussed and happened during a meeting. 
 

Motion  

‐ A motion is a proposal that Council take certain action, or that Council 
express itself as holding certain views. A main motion (resolution) is required 



 

  166 

COUNCIL ORIENTATION GUIDE 2018 

by council when they want to change a policy, rule, or by-law, or initiate a new 
policy, rule or by-law. Motions are printed and signed prior to Council meeting 
start. 
 

Mover 

‐ When a member states the action s/he proposes to have taken in regards to 
action by Council. Thus a member “moves” (proposes) that a resolution be 
adopted, or amended, or referred to a committee etc. 
 

Notice of Motion 

‐ A Council/committee member may: 
 Give notice to the Clerk that a specific motion will be placed on a future 

agenda (does not require a mover and seconder). To be listed on the 
agenda, a Notice of Motion must be received by the Clerk at 4:30 pm 
on the Wednesday prior to the Council meeting.  

 Introduce the motion during a meeting and it will be placed on the next 
regular meeting agenda OR considered at the current meeting without 
notice if it is duly moved and seconded and receives a majority vote.  
 

Operating budget  

‐ The operating budget encompasses the costs associated to plan for the 
municipality’s day-to-day expenditures and operation of Township services on 
an ongoing basis, such as salaries, wages, benefits, heat, hydro, 
maintenance of buildings and infrastructure.  
 

Pecuniary Interest 

‐ A pecuniary interest in a matter is one where there is a reasonable likelihood 
or expectation of financial loss or gain to the person, or to other persons (i.e. 
member’s parent, spouse or child). 
 

Point of Order 

‐ Infraction of the rules, or improper decorum in speaking. Must be raised 
immediately after the error is made. The Chair shall preserve order and 
decide questions of order.  
 

Quorum  

‐ The majority of members of the Committee not prevented from voting by 
having a pecuniary interest under any Act. Quorum for Zorra Council is 3. 
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Reading of By-law 

‐ “A stage of consideration” and therefore the by-law is not necessarily read 
aloud at the meeting. Members of Council must be provided the opportunity to 
read the full text of the proposed by-law before the council meeting.  
 

 Recorded Vote  

‐ The recording in the minutes of the name and the vote of every member 
present voting on any matter or question.  
 

 Recommendations  

‐ Committees of Council may make recommendations to Council.   
‐ Recommendations have no force or effect until approved by Township 

Council.  

Reserves and Reserve Funds  

‐ A reserve fund is a savings account set aside to cover scheduled, routine and 
unscheduled expenses that would otherwise be drawn from a general fund.  
 

Resolution  

‐ A main motion (resolution) is required by council when they want to change a 
policy, rule, or by-law, or initiate a new policy, rule or by-law. These are 
considered an act of council when adopted. They would normally be “what” is 
to be done, but not how to do it. Council would normally leave the “how to” to 
staff, to develop processes for implementing the new by-law, policy or rule.  
Once a motion is passed it becomes a resolution. Staff reports to Council 
include a recommendation at the beginning of the report in the form of a 
motion.  

o “The official expression of the opinion or will of a legislative body; 
expresses consensus on matters of public policy”  

o A motion that council has voted on  
 

Robert's Rules of Order  

‐ A guide for conducting meetings and making decisions as a group.  
‐ Robert’s Rules of Order (Procedure) shall be followed, as near as is 

practicable in any case or instance of procedure not provided for in the 
Township’s Procedural By-law.   
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Rules of procedure  

‐ The rules and regulations set forth within the Township’s Procedural By-law 
that shall be observed in all proceedings of Council unless otherwise provided 
for, and with the necessary modifications, the committees of Council, and 
shall be the rules and regulations for the order and conduct of business.    
 

Seconder/Seconding Motions  

‐ The seconder is the person who seconds the motion from the Mover and 
indicates support that the motion be received before Council or the 
Committee.  

‐ As a general rule, every motion should be seconded.  
 

Terms of Reference 

‐ Legal document that defines the purpose, authority and structures of a 
committee, who have agreed to work together to accomplish a shared goal.  
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2. IT Information  

The Township will provide each Councillor with a laptop and other peripherals as 
needed.   

 
The main productivity platform used will be Microsoft Office.  Each laptop will come 
pre-loaded with the latest version of Microsoft Office.  The Township is on a 
subscription service and you will always have the latest version through updates.  
Periodically you will see messages from Microsoft requiring an update.  If you are in 
doubt of any message you see, please call in to the Municipal Office before clicking 
OK for an update. 

 
All staff and Council are now using Microsoft Exchange and Outlook as the main 
email platform.  This will allow you to install the Exchange account on a mobile 
device and have the data live and all devices will update when a change is made on 
one.  

 
How to use Outlook Calendar: https://www.youtube.com/watch?v=SPOoS8GlIZw. 
Other video links on Outlook can be found here:  
https://www.youtube.com/user/skaceli/videos  

 
Township staff and Council now use an instant messaging program called Slack.  
This will be the primary tool used for communicating with Township staff.   

 
Introduction to Slack: https://www.youtube.com/watch?v=dJmdHowChWk 

 
Tips and Tricks: https://www.youtube.com/watch?v=rB4ZHD8e8LU 
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3. Township Staff – Roles and Responsibilities (presentation)  

Council Orientation 
Presentation 
December 4th, 2018

 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 

Introduction of Staff

Go to page 
___ of your 
orientation 
package

 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 
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CHIEF  ADMINISTRATIVE  OFFICER

 Administrative head of the municipality 

 Primary policy advisor for Council 

 Providing instructional leadership to department managers 

 Developing and maintaining Strategic Plan and initiatives 

 Preparing and reviewing administrative policies 

 Special project administration 

 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

____________ 

DIRECTOR  OF  CORPORATE  SERVICES

 Council support

 Responsible for conducting municipal election

 Administration of policies and procedures 

 Planning and development co-ordination

 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

____________ 
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BY-LAW  ENFORCEMENT  OFFICER

 Enforcement of Municipal By-laws

 Perform site inspections 

 Give verbal and written warnings 

 Assists with preparing by-laws

 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 

RECORDS  MANAGEMENT  COORDINATOR/ EXECUTIVE ASSISTANT

 Executive Assistant

Website and social media administration 

 Administration of Corporate filing system 

 Administration of Vital Statistics

 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 
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LEGISLATION & POLICY  ANALYST

 Carry out policy, program and legislative development projects 

 Conduct research and analysis of corporate policies/legislation 

 Provide info to senior management and staff 

 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

____________ 

 Administration of day to day Public Works operations, facilities and 
equipment 

 Equipment and goods procurement

 Responsible for construction and maintenance of all Township roads 
and bridges

Winter maintenance

 Public issues and response

Major construction projects

DIRECTOR  OF PUBLIC WORKS

 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 
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 Finance Administration 

 Grant applications

 Accounts Payable 

 Payroll and employee benefits

 Ensure Township staff follow the Purchasing Policy

DIRECTOR  OF  FINANCE

 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

 Tax levy and collection 

 Drainage/Building Department support 

 Accounts Receivable 

 911 administer 

TAX  COLLECTOR/ DEPUTY  TREASURER

 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

____________ 
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 Front counter customer services 

 Departmental assistance

 Locates

 Zorra Now advertising administration

 Payroll and employee benefits  

FINANCIAL  SERVICES  CLERK 

 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

____________ 

 Administration of Ontario Building Code

 Administration of Drainage Act 

 Administration of Tile Drainage Program 

CHIEF  BUILDING OFFICER/DRAINAGE SUPERINTENDENT

 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

____________ 
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 Review building plans

 Site inspections 

 Administration of Building Code Act

BUILDING  INSPECTOR

 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

____________ 

 Zorra Fire & Emergency Services 

 Confer with the District Chiefs regularly

 Training for the fire stations

 Liaise with equipment suppliers

 Emergency planning 

 Fire inspections

FIRE CHIEF

 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

____________ 
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Together the 3 
Stations respond 
to an average of 

185 calls or 
incidents per 

year.

 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

____________ 

 Managing, co-ordinating and promoting all aspects of recreation 
and leisure within the Township of Zorra

Co-ordinates daily operations and maintenance of Zorra’s recreation 
facilities through scheduling and directing of department staff and 
contractors 

Oversee implementation of the Recreation, Arts and Culture 
Master Plan

RECREATION & FACILITIES  MANAGER

 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

____________ 
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 Plan, organize, publicize & evaluate recreation programs 

 Support for Zorra Recreation Advisory Committee

 Event booking/hall rentals 

 Community relations 

 Administrative/financial support

RECREATION & FACILITIES  PROGRAM  COORDINATOR

 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

____________ 

Budget 
&

Financials

 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

____________   
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Each year, a variety of budgetary 
decisions need to be made to balance 
the needs within the Township of 
Zorra.  The decisions are based on the 
long term sustainability of the 
Township’s services and infrastructure,  
while also evaluating the short term 
needs of our residents and industry.  

 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 

The Township of Zorra budget is divided 
into two segments, a Capital and an 
Operating Budget. 

The Capital budget encompasses the 
purchase and rehabilitation to large 
assets including road infrastructure, 
buildings, vehicles, machinery and large 
equipment. It also included Long Term 
Debt repayments and Reserve’s 
activities. 

The Operating Budget encompasses the 
costs associate to operate the Township 
services on an ongoing basis, included 
wages, supplies and utilities.

The 2018 
Capital and 
Operating 

Budgets were 
formally 

adopted by 
Council on May 

1, 2018

The 2018 
Capital and 
Operating 

Budgets were 
formally 

adopted by 
Council on May 

1, 2018

 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 
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2018 BUDGET
OPERATING BUDGET 7,371,476.00$                         
CAPITAL BUDGET 4,291,008.00$                         
TOTAL BUDGET 11,662,484.00$                      
LESS REVENUE SOURCES

OPERATING REVENUES (2,110,520.00)$                       
RESERVES (1,141,688.00)$                       

CAPITAL REVENUES -OTHER SOURCES (599,000.00)$                           

CAPITAL GRANTS (58,520.00)$                             
EQUATES TO LOCAL TAXATION LEVY 7,752,756.00$                         

2018  BUDGET  TAXATION  YEAR

 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 

The following several slides represents the following

information in graph form:

Graph 1:  Operating expenditures categorized by departments; capital 
expenditures categorized between Transfer to Reserves/Capital 
expenditures and Long Term Debenture Repayments.

Graph 2: Revenue not included taxation categorized by its source(s).

Graph 3:  Taxation levy categorized by department – how it is spent.

 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 
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Graph 1 – Operating and Capital Expenditures 

General
$977,585 
8.38%

Policing
$1,163,298 
9.97%

Fire
$639,625 
5.48%

Building & By‐
Law

$301,485 
2.59%

Transportation
$2,898,350 
24.85%

Parks & 
Recreation
$1,199,455 
10.28%Cemeteries & 

Health Services
$104,398 
0.90%

Planning & 
Economic 

Development
$87,280 
0.75%

Capital & 
Transfer to 
Reserves
$3,349,750 
28.72%

Long Term 
Debenture 
Payments
$941,258 
8.07%

2018 Budget $11,662,484.00
Graph 1 – Operating and Capital Expenditures 

2018 Budget $11,662,484.00

 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 

Graph 2 - Revenues Sources not including Taxation

Provincial 
Grants ‐
Operating
$915,000 
23.40%

General 
Revenues; 
User fees
$401,250 
10.26%

Building 
Permits
$251,000 
6.42%

Parks & 
Recreation Fees

$474,750 
12.14%

Capital Revenue 
from Other 
Sources
$86,000 
1.92%

Aggregate 
Royalites
$285,000 
7.29%

provincial 
Grants ‐ Capital

$58,520 
1.50%

Federal Gas Tax
$245,000 
6.27%

Transfer from 
Reserves
$1,141,688 
29.20%

2018 Budget $3,909,728.00

Graph 2 - Revenues Sources not including Taxation
2018 Budget $3,909,728.00

 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 
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Graph 3 -How the Township Levy is spent.
2018 Budget $7,752,756.00

General
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Fire
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20.00%
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Planning & 
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$38,759 
0.50%

Cemeteries
$30,945 
0.40%

Building & 
By-law 
$24,776
0.32%

Graph 3 -How the Township Levy is spent.
2018 Budget $7,752,756.00

 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 

Develop 
Business Plans

Prepare Base 
Budgets & 
Capital Plan

Draft Budget
for internal 
review

October, 2018 

Senior 
Management 

Review

Council –
Review 

results from 
Budget 

Questionaire

Council ‐ First 
Budget Draft

Council ‐
Second Draft

Public 
Information 
Session 

Council –
Finalize 
Budget

November 
2018

January 22, 2019 
special meeting

February 6, 2019
(Regular Meeting)

March 20, 2019
(Regular Meeting)

Proposed 2019 Budget Process

March 6, 2019
(Public Meeting)

November, 2018

Senior 
Managemen
t Meeting

Tax Rating By‐
law Approved

April/May 2019
(Regular Meeting)

December 18, 2018

 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 
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Factors/Information that impact budget Timelines

Budget process is the Township’s participation in a joint on-line budget survey with the 
County of Oxford that closed on July 31, 2018.  

The results of Zorra’s section will be presented to Council at their December 18, 2018 
regular Council meeting.  

The proposed 2019 budget process was designed based on several factors that impact 
in the development of Township’s annual operating budget.

Minister of Finance’s Ontario Municipal Partnership Fund (OMPF) annual allocation 
notice is released in November/December.

Ontario Provincial Police annual costing notice is released in late September.

Payroll rates; CPP, EI and WSIB, OMERS are released in late October.

Cost of Living (COL) October to October figures are available in late November; for 
Council consideration of wages by-law in December.

 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 

Budget Framework

Proposed Consolidated Budget
• Includes Operating Budgets, Capital Budgets, Business 

Plans, Goals and Objectives

Capital Budget and Five Year Capital Plan
• Includes expenditures that are required to build/maintain/replace the 

Township’s major infrastructure
• Roads, bridges, fleet, parks, facilities, etc.

Operating Budget
• Includes costs that are required to maintain existing service levels (core services)
• Includes new initiatives
• Salaries & benefits, contracted services, utilities, general operating costs

 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 
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12. How to/now you know 

 


