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it, unless the Terms of Reference provide otherwise. 

23.5 In establishing a Sub-committee, a Committee can invite but not require 
Members of other Committees to serve as members of the Sub-committee. 

23.6 The same rules outlined in this procedure by-law shall apply to all Sub-
committees.  

23.7 Prior to establishing a Sub-committee, a Committee shall give regard to the 
staffing requirements needed for the Sub-committee.  

 
PART 24 – REPEAL 
 
24.1 This By-law repeals By-law 2015-121. 



Corporate Policy 

Subject: Public Appointments Policy 

Prepared by: Legal and Clerks Services 

Approved by: City Council 

Policy Number: CC-2013-003 

Issue Date: June 2013 

Revision Date: June 27, 2022 

Review Date: January 2024 

Policy: 
The Appointment Policy outlines the requirements and processes for recruitment and 
selection of Public Members to participate on official City of St. Catharines advisory 
bodies (e.g. committees and task forces), local boards, and external bodies. 

Purpose: 
The use of advisory committees and similar entities is an effective opportunity for public 
participation, public consultation, and a source of input to staff and City Council on city 
policies and programs by making recommendations and / or providing key information 
and materials as well as providing a fresh perspective reflecting the City of St. 
Catharines residents. Such bodies play an integral role in the corporate decision-making 
process by providing a means for elected representatives and staff to receive and 
include the views of affected residents on a variety of matters. Through advisory bodies, 
the residents of St. Catharines are able to have greater input on the issues that affect 
them. 

St. Catharines values the input from diverse voices of citizens in local governance. To 
encourage participation and promote a diversity of skills and perspectives, the City will 
apply a process based upon the principles of equity, accessibility and accommodation, 
to ensure that all citizens have equal opportunity. This policy is intended to support the 
development of advisory bodies with core competencies and diverse representation and 
perspectives (e.g. gender identity and expression, geographic representation, age, race, 
ethnic identity, sexual orientation, experience and ability), including individuals with 
intersectional identities. 

This policy outlines a fair and equitable approach and process for recruiting, selecting 
and appointing public members to City advisory bodies. Specifically, this Policy: 

• Provides a framework aimed at ensuring that the most suitable candidates are
selected and appointed as members;

Appendix 4 Public Appointment Policy
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• Guides Council Members and City staff to ensure that the public appointments 
process is principle-based, is implemented in a consistent manner, and is 
administered with integrity;  

• upholds the principles of transparency by clearly outlining the appointment 
process.  

 

Application: 
The Appointment Policy applies only to: 

- Council appointed, voting, Public Members of Committees, Local Boards, and 
External Bodies; and 

- Council recommendations for appointment of Public Members to External Bodies.  
 

This policy does not apply to the appointment of Council Members to Committees, Local 
Boards, and External Bodies, or to members that serve on Committees, Local Boards, and 
External Bdoies as ex-officio members or as representatives of external organizations. 
 

Definitions: 
"Advisory Committee" – Any advisory body that Council establishes by by-law or 
resolution to provide advice or recommendations on broader matters set out in the 
Terms of Reference provided by Council, which includes as Members persons 
nominated by other bodies, Public Members or Staff.  
 
"Committee" – For the purposes of this Policy only, the term Committee is used to refer 
to all  Advisory Committees, Task Forces, and Legislated Committees, or similar entities 
established by Council. 
 
“External Body” – An entity other than a Committee or Local Board whose board or 
membership includes either Public Members appointed by Council, or Public Members 
appointed by another External Body based on a recommendation of Council. 
 
"Local Board" – For the purposes of this Policy only, a Local Board includes a municipal 
service board, transportation commission, board of health, planning board, or any other 
board, commission, committee, body or local authority established or exercising any 
power under any Act with respect to the affairs or purposes of one or more 
municipalities. For the purposes of this Policy only, this includes a  public library board, 
and a municipal service board or corporation established under the Municipal Act. 
 
“Nominating Panel” – The Committee or individual(s) delegated the responsibility for 
making a recommendation to Council on candidates to be appointed as Public Members. 
 
“Public Member” – An individual who is not a Member of Council, City or Local Board 
staff, who is appointed by Council to be a Member of a Committee, Local Board or 
External Body.  
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"Task Force" – Any body that Council establishes by by-law or resolution for the purpose 
of dealing with a special project or issue with a clear mandate and a start and finish date, 
which includes as Members persons nominated by other bodies, citizens or Staff. 
 

Administration 
The City Clerk has the authority to implement administrative processes, materials and 
decisions to support this Policy, and to make decisions on matters not specified within 
this Policy, as required, to support the process of appointing Public Members to 
Committees, Local Boards, and External Bodies. The City Clerk has the authority to 
make updates to this Policy that are administrative in nature provided that the changes 
are identified within the Policy. 

 
In the case of Local Boards and External Bodies where recruitment and nomination of 
Public Members is administered by the Local Board / External Body, including but not 
limited to the municipal service board for the FirstOntario Performing Arts Centre, the 
Niagara District Airport Commission, and the board of management for designated 
business improvement areas, it is the responsibility of the Local Board or External Body 
to ensure, and be able to illustrate, a fair and equitable process. 
 

Policy Requirements: 
 
1. Eligibility Requirements 
 

1.1 All individuals who are appointed as a Public Member, must satisfy the eligibility 
requirements of this Policy as well as any additional eligibility requirements set 
out in the terms of reference, establishing by-law, or applicable legislation, 
including but not limited to the Municipal Act and the Public Library Act. The 
City Clerk shall maintain a list of Additional Eligibility Requirements. 
 

1.2 Every Public Member must be an eligible elector in accordance with the 
Municipal Elections Act, being that each Public Member must: 

1.1.1 Reside in St. Catharines or be the owner or tenant of land there, or 
the spouse of such owner or tenant; 

1.1.2 Be a Canadian citizen; 
1.1.3 Be at least 18 years old; and 
1.1.4 Not be prohibited from voting in a Municipal Election as per the 

Municipal Elections Act or otherwise by law. 
 

1.3 Despite section 1.2: 
1.3.1 Individuals who are not Canadian citizens but reside in St. 

Catharines are also eligible to be Public Members of Advisory 
Committees and Task Forces; and 

1.3.2 One member of each Advisory Committee or Task Force may be 
between the ages of 14 and 18. 

1.3.3 Other exceptions to eligibility requirements may be identified in the 
terms of reference or establishing by-law. 
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1.4 If a member becomes ineligible during the term of their appointment they are 

automatically deemed to have resigned as a member.  
 
1.5 If a member’s company, business or employer is hired by the City of St. 

Catharines, the member shall disclose the employment situation immediately 
to the City Clerk. 

 
1.6 If a Public Member becomes employed by the City of St. Catharines, they 

shall immediately resign. 
 
2.0  Term of Appointment 
 

2.1 The term of appointment, including persons appointed to fill a partially 
completed term, will coincide with the term of Council, unless otherwise 
stated in the terms of reference, establishing by-law, or motion appointing 
the member. 

 
2.2 Public Members who wish to be re-appointed for an additional term must 

reapply and go through the approved selection process. 
 

2.3 Public Members may serve on more than one Committee, Local Board, or 
External Body. 

 
2.4 Public Members may continue to serve on a Committee or Local Board past 

the expiration of their term until they are replaced. Public Members may 
continue to serve on an External Body subject to any requirements impacting 
the External Body. This is to ensure quorum and that business can continue 
to move forward. 

 
2.5 Council may remove any member of a Committee, Task Force or Local 

Board at any time and for any reason.  
 

2.6 In addition to removal, where conduct is an issue, including but not limited to 
violation of the Code of Conduct, Council may require that any member of a 
Committee, Task Force or Local Board: 
• Provide a written or verbal apology; 
• Return property or make reimbursement of its value or of money spent; 
• Complete training, such as training related to the code of conduct, 

simplified meeting procedures, or similar; 
• Be removed from or not be appointed as a chair; and / or 
• Any other remedial or corrective action or measure deemed to be 

appropriate for the situation. 
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2.7 Council may review a Public Member recommended for appointment to an 
External Body at any time and for any reason and may request that the 
Public Member be removed at any time for any reason. 

 
3.0  Vacancies 

 
3.1 The Committee, Local Board, or External Body shall notify the City Clerk 

when a vacancy occurs, requesting appropriate action by the relevant 
Nominating Panel. 
 

3.2 Recruitment for vacancies will follow the same processes as outlined herein, 
with the exception that when recruitment for the Committee, Local Board, or 
External Body has occurred within the previous 12 months, previous applicants 
may first be considered for appointment without further public recruitment. 
 

3.3 A position that becomes vacant in the last 6 months of a Committee, Local 
Board, or External Body’s term will remain vacant unless it is determined by 
the City Clerk (in the case of a vacancy on a Committee), Local Board (in the 
case of a vacancy on a Local Board) or External Body (in the case of an 
External Body) that the position must be filled. 

 
3.4 A vacant seat for an Advisory Committee or Task Force will not count 

towards quorum until a new member is appointed. 
 

4.0  Leaves of Absence 
 

4.1 Seeking Elected Office 
 
Public Members who run for any elected office shall take a leave of absence 
from the Committee or Local Board while doing so. The leave must begin no 
later than the day the Public Member is nominated for election. 
 

4.2 Pregnancy and Parental Leave 
 
Public Members are entitled to take a leave of absence from a Committee or 
Local Board for up to twenty (20) consecutive weeks for the Public Member’s 
pregnancy, the birth of the Public Member’s child, or the adoption of a child 
by the Public Member. Public Members are required to provide notice to the 
Committee or Local Board as soon as reasonably possible. 
 

4.3 Any Other Reason 
 
Public Members may submit a request for a leave of absence for an 
extended period of time, for any reason, including an extension of a leave of 
absence for pregnancy and parental leave, to the Committee or Local Board.  
Public Members are required to provide notice to the Committee or Local 
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Board as soon as reasonably possible. The Committee or Local Board will 
forward a recommendation in response to the request to the relevant 
Nominating Panel for appropriate action.  
 

4.4 Filling Vacancies due to Leave of Absence 
 
A vacancy due to a Leave of Absence in accordance with section 4.1, 4.2, or 
4.3 may be filled by the Nominating Panel on a temporary basis for the period 
of the leave. The decision on whether to fill a temporary vacancy shall be 
made in consultation with the Committee or Local Board and shall have regard 
to the length of the leave of absence, the impact of the leave of absence on 
the Committee or Local Board’s ability to obtain quorum, the impact that the 
loss of skills and experience has on the ability to move business forward, and 
any other requirements of the terms of reference, establishing document, or 
applicable legislation. 
 

4.5 Leave of Absence from an External Body 
 
A leave of absence from an External Body will be subject to the policies of the 
External Body. If a leave of absence is approved, and it has been decided that 
the position will be filled on a temporary basis, appointment of the new Public 
Member shall follow this Policy, and any applicable policies of the External Body. 

 
5.0  Qualifications 
 

5.1 Qualifications relevant to the responsibilities of each Committee, Local Board, 
or External Body should form part of the terms of reference, establishing by-
law, or other governance structures. The qualifications describe the specific 
skills and / or experiences, including lived experience, desired for each 
Committee, Local Board, or External Body. Members are to collectively cover 
the range of required qualifications, with individual members bringing a 
variety of perspectives, experiences, interests, and skills. 
 
Members are not expected to have the same qualifications as staff; they are 
expected to add a perspective beyond the staff view. 
 

5.2 The following guidelines are considered in establishing qualifications: 
• Qualifications relate to the ability to perform the duties of the 

Committee, Local Board, or External Body including consideration of 
the significance of relevant lived experience and any necessary or 
complementary competencies; 

• Qualifications are clear, yet flexible, defining areas of specialization 
where required, experience, or community service; and 

• Skills, experiences, and knowledge requirements for the positions 
should not be more specialized than necessary. 
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5.3 The membership of City Committees and Local Boards, shall, as much as 
possible, achieve a balance between a variety of skills, experiences, both 
technical and lived, and equitable representation. 
  

5.4 The City will strive to ensure that Committee and Local Board membership 
includes diverse representation and perspectives including, but not limited to 
diversity in gender identity and expression, geographic representation, age, 
race, ethnic identity, sexual orientation, experience and ability. 

 
6.0  Recruitment 
 

6.1 Post-election recruitment is held as soon as possible following the election.  
 

6.2 The principles of equity and accommodation for all candidates shall be 
adopted and implemented by ensuring deadlines for applications are upheld, 
selection criteria and interviewing (when required) are implemented with 
consideration for identical questions and evaluations for all applicants. 

 
6.3 The recruitment for Public Members will be advertised in a way that is 

accessible to a wide diversity of individuals. This will include advertisements 
on the City of St. Catharines website, but may also incorporate other formats, 
including, but not limited to, the City’s social media accounts, the Garden City 
Current, press releases, and circulation to / involvement of external 
organizations / stakeholders. In the cases where specific groups or expertise 
is required, the Office of the City Clerk can recruit accordingly. 

 
6.4 Advertisements should outline the eligibility criteria and qualifications for the 

position and describe the position broadly enough to elicit a wide response from 
qualified applicants and encourage participation by individuals with diverse 
experiences and perspectives. Advertisements may identify membership gaps 
and encourage applicants from under-represented backgrounds.  
 

7.0  Application Process 
 

7.1 Applicants may be requested to clarify their application, provide additional 
information, or attend an interview. 
 

7.2 Prescribed form for Applications 
 
The Nominating Panel shall only consider applications received in the 
prescribed form, with necessary exceptions as approved by the City Clerk to 
accommodate the needs of applicants under the Ontario Human Rights Code 
and the Accessibility for Ontarians with Disabilities Act (AODA). 
 

7.3 Application Deadlines 
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The Nominating Panel shall only consider applications submitted by the 
stated deadline. In cases where there are insufficient applications from 
eligible and qualified applicants, the City Clerk may extend the deadline for 
applications or the Nominating Panel may request that City staff extend or 
reopen the call for applications. 
 

7.4 Self-Identified Diversity Information  
 
To enable the City to achieve its objectives for access, equity and diversity 
and to assist the City in its efforts to appoint members that collectively reflect 
the diversity of the community, applicants are encouraged but not required to 
complete the self-identified form in their application.  
 

7.5 Potential Conflicts of Interest  
 
Applicants should consider whether they have a real or perceived conflict of 
interest, including any direct or indirect pecuniary interest. As part of the 
appointment process, applicants must identify and disclose any actual or 
potential conflicts of interest they may have.  
 
Potential conflicts of interest may include, but are not limited to, applicants or 
their spouses, partners, children or parents, or employers or business partners:  

• currently doing business or seeking to do business with, or working as 
a consultant, for the agency, corporation or the City; 

• for appointment to quasi-judicial boards, being engaged in a business 
over which the quasi-judicial board has jurisdiction; or 

• any interest, direct or indirect, in outstanding litigation involving the 
City or the Local Board or External Body.  

 
Disclosure of potential or perceived conflicts does not automatically make an 
applicant ineligible for an appointment. However, the Nominating Panel is 
required to assess any potential or perceived conflicts in determining 
whether an applicant should be considered further. 
 

8.0  Review of Applications 
 
Establishing Nominating Panels 
 

8.1 Council determines the appropriate Nominating Panel to be used for each 
Committee, either through the terms of reference, establishing by-law, other 
document, or a motion of Council. Nominating Panels may be comprised of 
Councillors, staff, or committee / board members. If not otherwise 
established, the City Clerk shall identify an appropriate nominating panel.  
 

8.2 Unless otherwise specified by Council, Local Boards are responsible for 
identifying an appropriate Nominating Panel. 
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8.3 Clerk to Review Eligibility  

 
All applications will be reviewed by the Office of the Clerk to identify and 
remove those applicants that are ineligible for appointment because they do 
not meet the eligibility criteria. All remaining applications will then be 
forwarded to the appropriate Nominating Panel for review. 

 
8.4 Nominating Panel to Evaluate Qualifications and Make 

Recommendations 
 
The Nominating Panel shall evaluate all applications from the Office of the 
City Clerk and prepare a list of recommend appointments for Council’s 
consideration.  

 
8.5 Evaluating Qualifications 

 
Prior to receiving a copy of any applications, the Nominating Panel shall review 
the areas of expertise and / or experience being sought, and understand the 
criteria that will be used to evaluate candidates. In evaluating applicants, the 
Nominating Panel shall consider how well the qualifications are demonstrated 
on the application. For recruitments where candidates are interviewed, the 
strength of answers to interview questions shall also be considered. 
 
Past and current Public Members are to be evaluated in the same manner 
and by the same criteria as new candidates, but the Nominating Panel may 
also consider past attendance and contributions. 

 
8.6 Selection Objectives 

 
The Nominating Panel's recommendations will strive to achieve a balance of: 

• Qualified applicants covering the range of qualifications specified for 
the Committee, Local Board, or External Body; 

• Experienced and new participants; 
• Experience, including lived experience 
• Geographic representation within St. Catharines; and 
• Representation of the diversity and demographics of the community 

including age, gender identity and expression, sexual orientation, 
Indigenous identity, race, ethnic identity and disability. 
 

8.7 Interviewing Candidates 
 
In the cases where candidate interviews are held, the Nominating Panel shall 
establish a set of interview questions in advance and all candidates will be 
asked the same questions.Questions should be related to the qualifications 
and selection objections of the position. A member of City, Local Board, or 
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