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NOTICE OF THE 83rd ANNUAL MEETING - 2021
The Annual General Meeting of AMCTO - the Association of Municipal Managers,
Clerks and Treasurers of Ontario, for the year 2021 will be held via Zoom Webinar
Platform on Wednesday, June 16th, 2021 commencing at 9:00 a.m. for the purpose
of:
•
•
•
•
•
•

Confirming the Minutes of the 82nd Annual General Meeting held on Tuesday,
June 16, 2020;
Receiving the Annual Report of the Association for the year 2020;
Receiving the Financial Statements and Auditors' Report for the fiscal year 2020;
Appointing a firm of auditors for the fiscal year 2021;
Ratifying the election of directors and officers;
Transacting such other business as may be properly brought before the meeting.

signed in Mississauga, Ontario
on May 10th, 2021

David Arbuckle, MPA
Executive Director and
Secretary-Treasurer

MINUTES OF THE 2020
ANNUAL MEETING OF THE
ASSOCIATION OF MUNICIPAL MANAGERS, CLERKS
AND TREASURERS OF ONTARIO
The Annual Meeting of the Association of
Municipal Managers, Clerks and Treasurers
of Ontario (AMCTO) for the year 2020 was
held via the on-line Zoom webinar platform
on Tuesday, June 16th 2020 commencing at
10:00 a.m. with Dean Sauriol CMO, AOMC,
Dipl.M.M., Chief Administrative
Officer/Clerk, Township of Laurentian Valley
and President of the Association presiding.
The following matters were dealt with:
Minutes of the 2019 Annual Meeting
Dean Sauriol called for a motion on the
minutes of the 2019 Annual Meeting held in
the Peninsula Room at the Deerhurst
Resort in the Town of Huntsville, in the
Province of Ontario, on Monday, June 10th,
2019, copies of which had been distributed
to those in attendance prior to the Annual
Meeting.
It was moved by Michelle CasavecchiaSomers CMO, AOMC, Chief Administrative
Officer/Clerk, Township of Malahide and
seconded by James Hutson, Deputy City
Clerk, City of Cambridge:
"THAT the Minutes of the 2019 Annual
Meeting be adopted.”
CARRIED
Report of Board Accomplishments and
Association Highlights
Dean Sauriol presented a Report on the
Associations activities and
accomplishments, details of which were
included in the 2019 Annual Report
available on the Association website.

Following the presentation of this report - it
was moved by Annette Gilchrist CMO,
AOMC, Dipl.M.M., CAO/Clerk Treasurer,
Township of Bonnechere Valley and
seconded by Carol Trainor Kent AMCT,
Clerk-Administrator, Township of St.
Joseph:
"That the annual Report of Activities of the
Association of Municipal Managers, Clerks
and Treasurers of Ontario for the year 2019
be received."
CARRIED
Financial Statement and Auditor's Report
for the year 2019
The auditor's report from BDO Canada LLP,
Mississauga, Ontario on the financial affairs
of the Association for the year ended
December 31, 2019 was placed before the
meeting for consideration. Copies of the
report, including a Statement of Financial
Position and a Statement of Operations,
had been circulated to those in attendance
prior to the meeting.
Following the presentation of the auditor's
report, it was moved by Jonathan Hall,
CAO/Clerk, Township of Terrace Bay and
seconded by Dylan McMahon, Manager of
Legislative Services/Deputy City Clerk, City
of Guelph:
"THAT the financial statements and audit
report from the firm BDO Canada LLP for
the year ended December 31, 2019 be
received."
CARRIED
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Minutes - AMCTO 2020 Annual Meeting
Appointment of Auditors for the year
2020
It was moved by Amy Vickery-Menard
CMO, Clerk-Treasurer, Township of
Armstrong and seconded by Elana Arthurs
CMO, AOMC, Clerk, Township of CavanMonaghan:
"THAT the firm of BDO Canada LLP, of
Mississauga, Ontario be appointed as
auditors for the Association for the fiscal
year ending December 31st, 2020.”
CARRIED
Report of Elections

 Zone 7: Nicky Kunkel, ClerkAdministrator, Village of Burk’s Falls
 Zone 9: Jonathan Hall, CAO/Clerk,
Township of Terrace Bay
Dean Sauriol called for a motion to ratify the
acclamation/election of the Vice-President,
Directors-at-Large and Zone Directors for
their respective terms.
It was moved by Robert Tremblay CMO,
AOMC, Dipl.M.A., Chief Administrative
Officer, Township of Whitewater Region and
seconded by Michelle CasavecchiaSomers:

Dean Sauriol reported on the results of the
2020 elections for the positions of VicePresident, Director-at-Large and Zone
Directors and announced that the following
individuals had been elected/acclaimed to
serve on the Board of Directors for the
period 2020-2022:

“THAT the acclamation and election of the
individuals acclaimed and elected to serve
on the Board of Directors for the period
2020 – 2022 be ratified.”
CARRIED

 Vice-President: Sandra MacDonald
CMO, AOMC, City Clerk, City of
Brockville

Dean Sauriol then requested the delegates
to the 2020 Annual Meeting to bring forward
any "other business" that should be
considered at this time.

 Director-at-Large: Andrew Grozelle,
Clerk/Manager of Council Services,
Norfolk County
 Director-at-Large: Stephen O’Brien
AOMC, General Manager – City
Clerk’s Office/City Clerk, City of
Guelph
 Zone 1: Paul Shipway CMO,
CAO/Clerk, Municipality of Bayham
 Zone 3: James Hutson, Deputy City
Clerk, City of Cambridge
 Zone 5: Elana Arthurs CMO, AOMC,
Clerk, Township of Cavan-Monaghan

Other Business

No items were identified by those in
attendance.
Adjournment
There being no further business to consider
at this time, it was moved by Amy VickeryMenard and seconded by Annette Gilchrist:
"THAT the 82nd Annual General Meeting of
the Association of Municipal Managers,
Clerks and Treasurers of Ontario be
adjourned."
CARRIED

FINANCIAL PERFORMANCE
A copy of the auditors’ report and audited financial statements for the year ended December
31, 2020 for the AMCTO, as prepared by management and audited by the firm BDO Canada
LLP is attached to this report for consideration.
The "Statement of Financial Position" shows net assets of $1,494,207 at the end of 2020. This
is comprised primarily of reserves and reserve funds for general operations, education and
innovations, strategic initiatives and government relations. These reserves and reserve funds
have decreased by approximately $38,663 from the 2019 levels as the Board of Directors
financed the 2020 operating deficit through the Unrestricted funds, in accordance with general
accounting principles.
The "Statement of Operations" shows that total revenues for 2020 were significantly lower than
the total revenues for 2019; however, total expenditures were comparatively lower than the
amounts for 2019. Cumulatively, the Association realized an initial Operating Deficit of
$38,663 for the 2020 fiscal year.
In considering the 2020 Operating Deficit, the following key operating variances for the year
should be noted:
•

Membership (approx. $38,800 net shortfall) – A change in the mix of membership over
the course of the year combined with a decline in the number of Members choosing to
renew their membership dues resulted in lower than anticipated overall membership
revenues for the year.

•

Accreditation Programs (approx. $3,500 net shortfall) – The number of applications for
the Association’s three accreditation programs fell substantially below the targeted
numbers for the year as the Association continued to face challenges with building
momentum and mobilizing individuals to move from an expression of interest in the
accreditations to submission of an application. This resulted in a significant revenue
shortfall for the year.

•

Education Programs (approx. $82,800 net shortfall) – While the Association was able
to exceed its expected net revenue streams from the core education programs (MAP,
MAFP,MLP, POP, PMP), the effects of the pandemic were felt in the other education
programs. In particular, the cancellation of the 2020 Municipal Clerks Institute programs
and the two Executive Programs offered in partnership with the Ivey Academy resulted
in a significant loss of net revenues for the year.

•

Professional Development Programs (approx. $188,900 net shortfall) – With the need to
cancel all planned in-person training events for the year, the Association experienced a
large drop in anticipated registration revenues for the year. Although a move to on-line
Forum events and training webinars allowed AMCTO to offer a good range of training
opportunities, the revenues from these events was not sufficient to offset the overall
revenue loss from cancelled events.

•

Annual Conference (approx. $175,800 net shortfall) – The necessary decision to cancel
the 2020 Annual Conference led to the loss of all related planned revenues for the
year. In addition, the Association still had to also absorb certain conference planning
costs that has already been incurred prior to the decision to cancel.

•

Publications (approx. $10,700 net shortfall) – While there is continued interest in the
online Ontario Municipal Directory, an ongoing decline in the number of hardcopy
Directories purchased on an annual basis, resulted in the shortfall for the year.

•

Legislative Services (approx. $15,800 net surplus) – Changes in staffing during the year
led to a reduction in costs incurred for general government relations expenses. The
move to on-line meetings for the Legislative & Policy Advisory Committee also
generated substantial savings.

•

Communications and Marketing (approx. $60,000 net shortfall) – While there was strong
interest in the Association’s Job Broadcast service in the latter half of 2020, the impact
of the pandemic on municipal recruitment activities for a significant portion of the year
resulted in a substantial revenue shortfall. This was partially offset by savings related to
various Trade Show events normally attended by Association staff that were cancelled
or moved to an on-line format.

•

Administration (approx. $174,600 net surplus) – While there were a number of areas
where costs either exceeded or fell below the budgeted amounts, the most significant
pertained to a number of planned one-time projects which were not pursued in 2020 in
an effort to offset revenue losses arising from the pandemic. The Association also
realized significant cost savings since most in-person Board and Committee meetings
along with participation in Zone meetings and other Association conferences did not
occur during the year. The Association was also able to take advantage of the Federal
government’s emergency rent subsidy program to offset a significant portion of our
annual lease-related costs. As well, a strong investment market in 2020 resulted in the
Association realizing investment revenues that were substantially above the budgeted
amounts.

•

Staff Wages & Benefits (approx. $441,900 net surplus) – The implementation of the first
phase of the new organizational structure approved by the Board in 2020 resulted in
substantial salary and employee benefit savings as certain positions became vacant or
were left vacant for all, or part of, the year. In response to the pandemic, the
Association also took steps to reduce compensation costs through the temporary layoff
of some staff, discontinuation of the management bonus program, and through
participation in the federal government’s emergency wage subsidy program.

Status of AMCTO Reserves
AMCTO continues to hold a strong overall financial position. At the end of 2020, the
Association had in approximately $1,900,000 on-hand in the form of cash or investments.
Included in the above-noted funds on-hand were restricted and unrestricted Reserves totaling
approximately $1,435,700. Some of these Reserves have been set aside to finance future
Association activities in the areas of education and innovation; strategic innovations and
government relations. In addition, a total of approximately $876,000 has been placed in an
Operating Reserve to finance ongoing Association operations in the event that there is ever a
serious decline in overall Association revenues.
The AMCTO Board continues to manage the Association’s assets and programs in a manner
that provides members with key, quality services. The Board will; however, continue to be
diligent in pursuing operating efficiencies while also continuing to ensure that funds are set
aside and/or utilized so that an appropriate match between the funds on-hand and the
Association’s longer term strategic goals and objectives is maintained.

Association of Municipal Managers, Clerks
and Treasurers of Ontario
Financial Statements
For the year ended December 31, 2020
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BDO Canada LLP
360 Oakville Place Drive, Suite 500
Oakville ON L6H 6K8 Canada

Independent Auditor's Report
To the Members of the Association of Municipal Managers, Clerks and Treasurers of Ontario

Opinion
We have audited the financial statements of the Association of Municipal Managers, Clerks and
Treasurers of Ontario (the "Association"), which comprise the statement of financial position as at
December 31, 2020, and the statements of operations, changes in net assets and cash flows for the
year then ended, and a summary of significant accounting policies.
In our opinion, the accompanying financial statements present fairly, in all material respects, the
financial position of the Association as at December 31, 2020, and its operating results and its cash
flows for the year then ended in accordance with Canadian accounting standards for not-for-profit
organizations.
Basis for Opinion
We conducted our audit in accordance with Canadian generally accepted auditing standards. Our
responsibilities under those standards are further described in the Auditor’s Responsibilities for the
Audit of the Financial Statements section of our report. We are independent of the Association in
accordance with the ethical requirements that are relevant to our audit of the financial statements
in Canada, and we have fulfilled our other ethical responsibilities in accordance with these
requirements. We believe that the audit evidence we have obtained is sufficient and appropriate to
provide a basis for our opinion.
Responsibilities of Management and Those Charged with Governance for the Financial
Statements
Management is responsible for the preparation and fair presentation of these financial statements
in accordance with Canadian accounting standards for not-for-profit organizations, and for such
internal control as management determines is necessary to enable the preparation of financial
statements that are free from material misstatement, whether due to fraud or error.
In preparing the financial statements, management is responsible for assessing the Association’s
ability to continue as a going concern, disclosing, as applicable, matters related to going concern
and using the going concern basis of accounting unless management either intends to liquidate the
Association or to cease operations, or has no realistic alternative but to do so.
Those charged with governance are responsible for overseeing the Association’s financial reporting
process.
Auditor’s Responsibilities for the Audit of the Financial Statements
Our objectives are to obtain reasonable assurance about whether the financial statements as a
whole are free from material misstatement, whether due to fraud or error, and to issue an auditor’s
report that includes our opinion. Reasonable assurance is a high level of assurance, but is not a
guarantee that an audit conducted in accordance with Canadian generally accepted auditing
standards will always detect a material misstatement when it exists. Misstatements can arise from
fraud or error and are considered material if, individually or in the aggregate, they could reasonably
be expected to influence the economic decisions of users taken on the basis of these financial
statements.
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BDO Canada LLP, a Canadian limited liability partnership, is a member of BDO International Limited, a UK company limited by guarantee, and forms part of the
international BDO network of independent member firms.

Independent Auditor's Report (continued)
Auditor’s Responsibilities for the Audit of the Financial Statements (continued)
As part of an audit in accordance with Canadian generally accepted auditing standards, we exercise
professional judgment and maintain professional skepticism throughout the audit. We also:


Identify and assess the risks of material misstatement of the financial statements,
whether due to fraud or error, design and perform audit procedures responsive to those
risks, and obtain audit evidence that is sufficient and appropriate to provide a basis for
our opinion. The risk of not detecting a material misstatement resulting from fraud is
higher than for one resulting from error, as fraud may involve collusion, forgery,
intentional omissions, misrepresentations, or the override of internal control.



Obtain an understanding of internal control relevant to the audit in order to design audit
procedures that are appropriate in the circumstances, but not for the purpose of
expressing an opinion on the effectiveness of the Association’s internal control.



Evaluate the appropriateness of accounting policies used and the reasonableness of
accounting estimates and related disclosures made by management.



Conclude on the appropriateness of management’s use of the going concern basis of
accounting and, based on the audit evidence obtained, whether a material uncertainty
exists related to events or conditions that may cast significant doubt on the
Association’s ability to continue as a going concern. If we conclude that a material
uncertainty exists, we are required to draw attention in our auditor’s report to the
related disclosures in the financial statements or, if such disclosures are inadequate, to
modify our opinion. Our conclusions are based on the audit evidence obtained up to the
date of our auditor’s report. However, future events or conditions may cause the
Association to cease to continue as a going concern.



Evaluate the overall presentation, structure and content of the financial statements
including the disclosures, and whether the financial statements represent the underlying
transactions and events in a manner that achieves fair presentation.

We communicate with those charged with governance regarding, among other matters, the planned
scope and timing of the audit and significant audit findings, including any significant deficiencies in
internal control that we identify during our audit.

Chartered Professional Accountants, Licensed Public Accountants
Oakville, Ontario
May 7, 2021
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Association of Municipal Managers,
Clerks and Treasurers of Ontario
Statement of Financial Position
December 31

2020

2019

Assets
Current assets
Cash
Accounts receivable
Prepaid expenses

$

Long-term investments (Note 2)
Capital and intangible assets (Note 3)

371,370
37,494
164,429

$

285,063
52,308
203,067

573,293

540,438

1,579,714
58,486

1,662,331
96,809

$

2,211,493

$

2,299,578

$

228,085
459,201

$

391,671
360,456

Liabilities and Net Assets
Current liabilities
Accounts payable and accrued liabilities (Note 4)
Deferred revenue

Deferred lease inducements (Note 5)
CEBA Loan (Note 8)

Net assets
Invested in capital and intangible assets
Internally restricted funds
Education and innovations
Strategic initiatives
Government relations
Operations
Unrestricted
$

687,286

752,127

30,000

14,581
-

717,286

766,708

58,486

96,809

247,207
151,795
80,201
876,408
80,110

247,207
151,795
80,201
876,408
80,450

1,494,207

1,532,870

2,211,493

On behalf of the Board:
Director
Director

The accompanying notes are an integral part of these financial statements.
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$

2,299,578

Association of Municipal Managers,
Clerks and Treasurers of Ontario
Statement of Operations
For the year ended December 31

2020

Revenue
Education
Membership fees
Training
Express broadcast service
Investment income (Note 2)
Publications
Annual meeting
Other income (Note 8)

$

864,643
649,017
327,679
159,038
131,102
40,661
4,000
10,000

2019
$

2,186,140

3,160,710

880,674
423,838
386,801
151,825
96,143
71,490
70,301
65,540
55,187
18,601
4,403

970,255
509,908
499,099
336,171
131,195
154,085
367,852
72,941
69,411
17,683
4,219

2,224,803

3,132,819

Expenses
Head office operations
Education
Office administration
Training
Membership
Legislative review and research
Annual meeting
Other
Amortization of capital and intangible assets
Publications
Express broadcast service

Excess (deficiency) of revenue over expenses
before undernoted item

(38,663)

One-time HR settlements

-

Deficiency of revenue over expenses

$

The accompanying notes are an integral part of these financial statements.
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1,059,054
673,162
603,821
252,720
110,834
52,538
408,581
-

(38,663) $

27,891
163,524
(135,633)

Association of Municipal Managers, Clerks and Treasurers of Ontario
Statement of Changes in Net Assets
For the year ended December 31
2020
Invested in
capital and
intangible
assets

Net assets, beginning of year

$

Deficiency of revenue over expenses
Purchase of capital and
intangible assets
Amortization of capital and
intangible assets
Net assets, end of year

$

96,809

Education
and
innovations
fund

$

247,207

Strategic
initiatives
fund

$

151,795

Government
relations
fund

$

80,201

Operations
fund

$

876,408

Unrestricted

$

80,450

2019

Total

Total

$ 1,532,870

$ 1,668,503

-

-

-

-

-

(38,663)

16,864

-

-

-

-

(16,864)

-

-

(55,187)

-

-

-

-

55,187

-

-

80,110

$ 1,494,207

$ 1,532,870

58,486

$

247,207

$

151,795

$

80,201

$

876,408

The accompanying notes are an integral part of these financial statements.
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$

(38,663)

(135,633)

Association of Municipal Managers,
Clerks and Treasurers of Ontario
Statement of Cash Flows
For the year ended December 31

2020

2019

Cash provided by (used in)
Operations
Deficiency of revenue over expenses
Adjustments to reconcile deficiency of revenue
over expenses for the year to cash from operations
Amortization of deferred lease inducement
Amortization of capital and intangible assets
Unrealized gain on long-term investments

$

(38,663) $

(135,633)

(14,581)
55,187
(55,184)

(14,581)
69,411
(41,096)

(53,241)

(121,899)

14,814
38,638
(163,586)
98,745

35,290
(545)
99,910
(82,285)

(64,630)

(69,529)

(16,864)
137,801

(49,439)
195,467

120,937

146,028

Financing activity
Proceeds from CEBA loan, net of amounts forgiven

30,000

-

Increase in cash during the year

86,307

76,499

285,063

208,564

Changes in non-cash working capital balances
Accounts receivable
Prepaid expenses
Accounts payable and accrued liabilities
Deferred revenue

Investing activities
Acquisition of capital and intangible assets
Net change in long-term investments

Cash, beginning of year
Cash, end of year

$

371,370

The accompanying notes are an integral part of these financial statements.
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$

285,063

Association of Municipal Managers,
Clerks and Treasurers of Ontario
Notes to Financial Statements
December 31, 2020
1.

Nature of Operations and Summary of Significant Accounting Policies
Nature of Organization
The Association of Municipal Managers, Clerks and Treasurers of Ontario (the "Association")
is a not-for-profit organization providing education, accreditation, leadership, and management
expertise for Ontario municipal sector. The Association is exempt from income taxes provided
certain requirements of the Income Tax Act (Canada) are met.
Basis of Presentation
These financial statements have been prepared in accordance with Canadian accounting
standards for not-for-profit organizations.
Revenue Recognition
The Association follows the deferral method of accounting.
Membership fees are recognized as revenue in the fiscal year to which they relate as the
related services are provided by the Association. Fees for education, training, annual meeting,
express broadcast service and publications are not considered earned upon receipt and are
recorded as deferred revenue until the service is provided.
Investment income on the long-term investments is recorded to the Unrestricted fund when
earned.
Government assistance received are recorded as revenue in the year in which the related
expenses are incurred.
Capital and Intangible Assets
Capital and intangible assets are recorded at their cost less accumulated amortization.
Amortization is provided on a straight-line basis over the assets' estimated useful lives as
follows:
Computer equipment
Furniture and fixtures
Leasehold improvements

-

Website development costs

-

8

25%
10%
straight-line basis over the term
of the lease
25%

Association of Municipal Managers,
Clerks and Treasurers of Ontario
Notes to Financial Statements
December 31, 2020
1.

Nature of Operations and Summary of Significant Accounting Policies (continued)
Deferred Lease Inducement
The Association has a deferred lease inducement related to the reimbursement by the lessor
of certain expenditures for leasehold improvements and are being amortized over the term of
the lease.
Internally Restricted Funds
Internally restricted funds have been designated by the Directors for the following purposes:
(a) Education and innovations fund - To provide for the development of new education
and training materials or other program innovations;
(b) Strategic initiatives fund - To provide funding to offset budgetary impact of initiatives or
studies undertaken by the Association to advance the attainment of strategic goals set out
by the board-approved strategic plan;
(c) Government relations fund - To provide funding for the acquisition of external
government relations consulting assistance for specific issues of major importance to the
Association's membership; and
(d) Operations fund - To provide for future operating contingencies.
Allocations to (from) each of these internally restricted funds are determined as part of the
annual budget process with further determinations made following review of the annual
financial results.
Use of Estimates
The preparation of financial statements requires management to make estimates and
assumptions that affect the reported amounts of assets and liabilities and disclosure of
contingent assets and liabilities a the date of the financial statements and the reported
amounts of revenues and expenses during the year. Significant items subject to such
estimates and assumptions include the carrying amount of capital and intangible assets, fair
value of investments, and accrued liabilities. Actual results could differ from those estimates.
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Association of Municipal Managers,
Clerks and Treasurers of Ontario
Notes to Financial Statements
December 31, 2020
1.

Nature of Operations and Summary of Significant Accounting Policies (continued)
Financial Instruments
Financial instruments are recorded at fair value when acquired or issued. In subsequent
periods, financial instruments are reported at cost or amortized cost less impairment, except
for long-term investments, which are subsequently measured at fair value. Financial assets
are tested for impairment when changes in circumstances indicate the asset could be
impaired.
Transaction costs incurred on the acquisition, sale or issue of financial instruments are
expensed for those items re-measured at fair value at each balance sheet date and charged to
the financial instrument for those measured at amortized cost.

2.

Long-term Investments
2020
Fair Value
Money market
Fixed income

2019

Cost

Fair Value

Cost

$

31,809
1,547,905

$

31,809
1,488,303

$

50,008
1,612,323

$

50,008
1,607,905

$

1,579,714

$

1,520,112

$

1,662,331

$

1,657,913

Included in investment income is $75,918 of interest income (2019 - $69,738) and unrealized
gains of $55,184 (2019 - unrealized gain of $41,096). Fixed income is comprised of
investments in various fixed income funds.
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Association of Municipal Managers,
Clerks and Treasurers of Ontario
Notes to Financial Statements
December 31, 2020
3.

Capital and Intangible Assets
2020
Accumulated
Amortization

Cost
Capital Assets
Computer equipment
Furniture and fixtures
Leasehold improvements

$

Intangible Asset
Website development costs
$

325,681
127,079
177,755

$

291,833
105,725
174,471

Accumulated
Amortization

Cost
$

315,204
120,692
177,755

$

266,607
93,630
156,605

630,515

572,029

613,651

516,842

55,439

55,439

55,439

55,439

685,954

Net book value

4.

2019

$

627,468

$

58,486

$

669,090

$

572,281

$

96,809

Accounts Payable and Accrued Liabilities
Included in accounts payable and accrued liabilities are government remittances payable of
$62,123 (2019 - $48,458) which includes amounts payable for payroll related taxes and HST.

5.

Deferred Lease Inducement
Deferred lease inducement represents the reimbursement by the lessor of certain
expenditures for leasehold improvements made by the Association as inducements to enter
into a long-term lease agreement. During fiscal 2020, $14,581 (2019 - $14,581), of this
inducement has been amortized against rent expense.
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Association of Municipal Managers,
Clerks and Treasurers of Ontario
Notes to Financial Statements
December 31, 2020
6.

Financial Instrument Risks
Interest rate risk
Interest rate risk is the risk that the fair value or future cash flows of a financial instrument will
fluctuate because of changes in market interest rates. The Association is exposed to interest
rate risk arising from the possibility that changes in interest rates will affect the value of fixed
income denominated investments.
Credit risk
Credit risk is the risk that one party to a financial instrument will cause a financial loss for the
other party by failing to discharge an obligation. The Association's main credit risks relate to its
accounts receivable and investments. The Association is also exposed to credit risk arising
from the majority of its cash being held at one financial institution, in excess of insured limits.
The above risks have not changed from the prior year.

7.

Lease Commitments
Minimum annual payments payable under the terms of long-term operating leases for
equipment and office space for the next four years are approximately as follows:
2021
2022
2023
2024

8.

$

107,000
96,000
96,000
56,000

$

355,000

CEBA Loan
The Association received the $40,000 Canada Emergency Business Account ("CEBA") loan to
finance qualifying non-deferrable expenses during COVID-19. The loan is non-interest bearing
with no scheduled payments until December 31, 2022. If $30,000 of the loan has been repaid
by that date, the remaining $10,000 will be forgiven. If the $30,000 in loan payments have not
been made by December 31, 2022, the full loan balance will be converted to a 5% interest
bearing loan to be repaid in monthly installments over a three year period ending December
31, 2025. The $10,000 forgivable portion has been recorded as other income in the year. The
remaining $30,000 has been recorded at its fair value at the date the loan was received.
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Association of Municipal Managers,
Clerks and Treasurers of Ontario
Notes to Financial Statements
December 31, 2020
9.

Impact of COVID-19
On March 11, 2020, the World Health Organization declared the outbreak of the novel strain of
COVID-19 pandemic resulting in governments worldwide enacting emergency measures to
combat the spread of the virus.
In response to the emergency measures and social-distancing guidelines imposed by the
government, the Board of Directors approved the cancellation of the 2020 conference and any
scheduled 2020 in-person training and education sessions. In-person education and training
sessions in 2020 continued in a virtual environment. Similarly, 2021 education and training
sessions plus the 2021 conference will be offered in a virtual environment. Included in prepaid
expenses are amounts related to the originally planned 2020 and 2021 in-person conferences
which will be applied to the 2022 conference.
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AMCTO Constitution & By-Laws
Constitution & Bylaws

Zone 8 - The Districts of Cochrane and
Timiskaming, and;

ARTICLE I - INCORPORATION
The Association is incorporated under the
laws of the Province of Ontario as a
Corporation without Share Capital under the
Not-for-Profit Corporations Act, 2010
(Ontario) (“Act”).
ARTICLE II – ZONES
Section 1 – Zone Structure
For the purposes of this by-law, the
Province of Ontario is divided into nine
geographic areas as follows (“Zones”):
Zone 1 - The Counties of Elgin, Essex,
Lambton and Middlesex and the
Municipality of Chatham-Kent;
Zone 2 - The Counties of Bruce, Dufferin,
Grey, Huron, Perth, Simcoe and Wellington;
Zone 3 - The Counties of Brant, Haldimand,
Norfolk and Oxford, the Regional
Municipalities of Halton, Niagara and
Waterloo, and the City of Hamilton;
Zone 4 – The City of Toronto and the
Regional Municipalities of Durham, Peel
and York;
Zone 5 - The Counties of Haliburton,
Hastings, Lennox and Addington,
Northumberland, Peterborough, and Prince
Edward, the District Municipality of Muskoka
and the City of Kawartha Lakes;
Zone 6 - The Counties of Frontenac, Lanark
and Renfrew, the United Counties of Leeds
and Grenville, Prescott and Russell,
Stormont, Dundas and Glengarry, and the
City of Ottawa;
Zone 7 - The Districts of Algoma,
Manitoulin, Nipissing, Parry Sound and
Sudbury and the City of Greater Sudbury;

Zone 9 - The Districts of Kenora, Rainy
River and Thunder Bay.
ARTICLE III - MEMBERSHIP
Section 1 – Membership Classes
The Association has three classes of
members: (i) FULL MEMBER, (ii)
ASSOCIATE MEMBER and (iii)
HONOURARY MEMBER. For the purpose
of the by-law a Member shall mean either a
Full Member, Associate Member or
Honourary Member.
Section 2 – Full Member
A Full Member shall be a person who has
been admitted to membership in the
Association and who is employed by, or
under contract directly or indirectly with, a
municipal corporation or a local board as
defined in the Municipal Act, 2001 S.O.
2001 Chapter 25.
Section 3 – Associate Member
An Associate Member shall be a person
who has been admitted to membership in
the Association, and does not meet the
requirements of a Full Member.
Section 4 – Honourary Member
The Board may bestow an honourary
membership on any person at any time as
determined by the Board.
Section 5 – Member Subclasses
The Full and Associate member classes
may have subclasses of membership as
determined by the Board of Directors from
time to time.
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Section 6 – Member Qualifications
The following persons shall be eligible for
membership in the Corporation:
(a)

Individuals who support the objects
and activities of the corporation,
meet the qualifications of a Member
and who apply to the Directors for
admission and who pay the
membership fee.

Section 7 – Particulars of Membership
(a)

Annual membership shall be valid
for one (1) year from the date of
application;

(b)

The benefits included for any
category of membership shall be
determined from time to time by the
Board;

(c)

The amount of the annual
membership fee shall be determined
from time to time by the Board.

Section 8 – Membership
A membership in the Corporation is not
transferrable and automatically terminates if
the Member resigns or such membership is
otherwise terminated in accordance with the
Act.

Section 10 – Disciplinary Act or
Termination of Membership for Cause
(a)

Upon 15 days’ written notice to a
Member, the Board may pass a
resolution authorizing disciplinary
action or the termination of
membership for violating any
provision of the articles or By-Law;

(b)

The notice shall set out the reasons
for the disciplinary action or
termination of membership. The
Member receiving the notice shall be
entitled to give the Board a written
submission opposing the disciplinary
action or termination not less than 5
days before the end of the 15 day
period. The Board shall consider the
written submission of the Member
before making a final decision
regarding disciplinary action or
termination of membership.

Section 11 – Member Entitlement
Only Full Members, shall be entitled to vote
at a Members meeting, hold office on the
Board of Directors, hold office as an Officer
or be a chairperson of a Zone.
Associate Members and Honourary
Members shall not be entitled to vote at
Members’ meetings but are entitled to
attend such meetings.

Section 9 – Delinquent Membership Fees
All membership fees shall be paid in
advance of the Annual General Meeting.
Any Members delinquent in the payment of
fees on the date of the Annual General
Meeting will not be entitled to vote on
matters raised at the Meeting. Any
members delinquent in the payment of fees
subsequent to the Annual General Meeting
shall have their member privileges revoked
and their membership suspended by
resolution of the Board of Directors.

ARTICLE IV – OFFICERS
Section 1 – Officers
At its first meeting following the annual
meeting of the Corporation, the Board shall
appoint the previous year’s Vice-President
as the Association President and Chair of
the Board and may appoint any other
person to be treasurer and secretary. The
office of treasurer and secretary may be
held by the same person and may be known
as the secretary-treasurer. At this same
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meeting, the Board will also appoint a VicePresident for a one-year term as elected by
the membership prior to the Annual General
Meeting. The Board may appoint such
other Officers and agents as it deems
necessary, and who shall have such
authority and shall perform such duties as
the Board may prescribe from time to time.

ARTICLE V – DIRECTORS
Section 1 – Duties of the Board of
Directors
The Board shall:
(a)

manage the affairs of the
Corporation;

(b)

employ a qualified person to fulfill
the role of Chief Executive Officer;

(c)

determine the policy of the
Corporation;

(d)

raise and receive funds for the
benefit of the Corporation; and

(e)

perform such duties as are normally
performed by a Board of Directors
and those duties specifically
provided in this by-law.

Section 2 – Office Held at Board’s
Discretion
Any Officer shall cease to hold office upon
resolution of the Board.
Section 3 – Duties
Officers shall be responsible for the duties
assigned to them and they may delegate to
others the performance of any or all of such
duties.
Section 4 – Duties of Chair
The Chair shall perform the duties
described in Schedule A and such other
duties as may be required by law or as the
Board may determine from time to time.

Section 2 – Board of Directors
The Board shall consist of sixteen (16)
Directors.

Section 5 – Duties of the President
(a)

Nine (9) Directors who are Full
Members shall be elected, one from
each Zone, by the eligible voting
members within the Zone and their
election shall be ratified at the
Annual General Meeting.

(b)

Four Directors who are Full
Members shall be elected at-large.

(c)

The thirteen (13) Directors shall be
elected for a two-year term on a
staggered basis as set out in this
Section. In addition, the President,
Vice-President and Immediate Past
President shall be Directors by virtue
of their offices. The term of office for
the President, Vice-President and
Immediate Past President shall be
one year each.

The President shall perform the duties
described in Schedule A and such other
duties as may be required by law or as the
Board may determine from time to time.
Section 6 – Duties of the Treasurer
The Treasurer shall perform the duties
described in Schedule A and such other
duties as may be required by law or as the
Board may determine from time to time.
Section 7 – Duties of the Secretary
The Secretary shall perform the duties
described in Schedule A and such other
duties as may be required by law or as the
Board may determine from time to time.
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(d)

For the purpose of staggering the
election of Zone representatives to
the Board of Directors, Zones 1, 3,
5, 7 and 9 will elect representatives
on the even-numbered years, and
Zones 2, 4, 6 and 8 will elect
representatives on the oddnumbered years. Two Director-atLarge representatives shall be
elected annually and ratified at the
Annual General Meeting.

(a) A quorum of Directors may fill a
vacancy among the Directors;
(b) If there is not a quorum of Directors
or there has been a failure to elect
the minimum number of Directors
set out in the articles, the Directors
in office shall, without delay, call a
special meeting of Members to fill
the vacancy and, if they fail to call
such a meeting, the meeting may be
called by any Member;

Section 3 – Quorum
Nine (9) Directors shall constitute a quorum
at any meeting of the Board.

(c) If the vacancy occurs as a result of
the Members removing a Director,
the Members may fill the vacancy by
a majority vote and any Director
elected to fill the vacancy shall hold
office for the remainder of the
removed Director’s term; and

Section 4 – Vacancies
The office of a Director shall be vacated
immediately:
(a) If the Director resigns office by written
notice to the secretary, which
resignation shall be effective at the time
it is received by the secretary or at the
time specified in the notice, whichever is
later;

(d) The Board may fill any other
vacancy by a majority vote, and the
appointee shall hold office for the
remainder of the unexpired portion
of the term of the vacating Director.
After that, the appointee shall be
eligible to be elected as a Director.

(b) If the Director dies or becomes
bankrupt;
(c) If the Director is found to be incapable of
managing property by a court or under
Ontario law; or

Section 6 – Qualification
(a)

Only a Full Member of the
Corporation may be elected a
Director and any Director so elected
shall cease to be a Director after
thirty (30) days written notice from
the Secretary that his/her
membership has lapsed and he/she
has ceased to be a duly enrolled
member of the Corporation; and

(b)

The Director shall be at least 18
years of age and meet such
qualifications as prescribed by the
Act.

(d) If, at a meeting of the Members, a
resolution is passed by at least a
majority of the votes cast by the
Members removing the Director before
the expiration of the Director’s term of
office.
Section 5 – Filling Vacancies
A vacancy on the Board shall be filled as
follows:
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Section 7 – Removal
The members may by special resolution
passed by at least two-thirds of the votes
cast at a general meeting of members of
which notice specifying the intention to pass
such resolution has been given, remove any
Director elected by the members before the
expiration of his/her term of office and may,
by a majority of the votes cast elect any
member in his/her stead for the remainder
of his/her term.
Section 8 – Remuneration
The Directors shall serve without
remuneration, provided that the Board may
by resolution from time to time award
special remuneration or pay sums in respect
of out-of-pocket expenses out of the funds
of the Corporation to any Director who
performs any special work or service for, or
undertakes any special commission on
behalf of, the Corporation outside the work
or services ordinarily required by a Director.
Confirmation by the members of any such
remuneration or payment shall not be
required.
Section 9 – Directors Interested in Other
Companies etc.

with the Corporation to declare such interest
to the extent, in the manner and at the time
required by the applicable provisions of the
Act and to refrain from voting in respect of
the contract or arrangement or proposed
contract or proposed arrangement of and
when prohibited by the Act.
Section 11 – Directors Contracting with
Corporation
No Director or officer shall be disqualified
from contracting with the Corporation either
as vendor, purchaser or otherwise, nor shall
any contract or arrangement with the
Corporation entered into by any Director or
officer or in which any Director or officer is
interested or any transaction on behalf of
the Corporation conducted by a member or
officer which transaction such member or
officer shall himself/herself be a party or in
which he/she is otherwise personally
interested be avoided, nor shall any
member or officer so contracting or being so
interested be liable to account to the
Corporation for any profit realized by
him/her from or in connection with any such
contract or arrangement or transaction by
reason of such member or officer holding
office in the Corporation or by reason of the
fiduciary relationship thereby established.
Section 12 – Committees

Inasmuch as the Directors are likely to be
associated with other companies,
corporations or associations with which from
time to time the Corporation must or may
have business dealings, no contract or other
transaction between the Corporation or any
other company, corporation, or association
shall be affected by the fact that Directors
are interested in or are shareholders,
directors or officers of such other company,
corporation or association.
Section 10 – Declaration of Interest
It shall be the duty of every Director who is
in any way, whether directly or indirectly,
interested in a contract or arrangement or
proposed contract or proposed arrangement

(a)

The Board of Directors from time to
time shall set up as needed
committees for various matters
specifying the purpose, number of
committee members and their
respective duties and authority
except those for which their powers
set out in the Act are not permitted
to be delegated; and

(b)

The Board may dissolve any
committee by resolution at any time.
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Section 13 – Protection of Directors and
Officers and Committee members
No Director, officer or committee member of
the Corporation is liable for the acts,
neglects or defaults of any other Director,
Officer, committee member or employee of
the Corporation or for joining in any receipts
or for any loss, damage or expense
happening to the Corporation through the
insufficiency or deficiency of title to any
property acquired by resolution of the Board
or for or on behalf of the Corporation or for
the insufficiency or deficiency of any
security in or upon which any of the money
of or belonging to the Corporation shall be
placed out or invested or for any loss or
damage arising from the bankruptcy,
insolvency or tortious act of any person, firm
or Corporation with whom or which any
monies, securities or effects shall be lodged
or deposited or for any other loss, damage
or misfortune whatever which may happen
in the execution of the duties of his or her
respective office or trust provided that they
have:
(a)

(b)

Complied with the Act and the
Corporation’s articles and By-laws;
and
Exercised their powers and
discharged their duties in
accordance with the Act.

Section 14 – Indemnity of Directors,
Officers and Committee members
Every Director and every officer and
member of each committee of the Board
and his/her heirs, executors and
administrators and estate and effects
respectively shall, from time to time and at
all times, be indemnified and saved
harmless out of the funds of the Corporation
from and against:
(a)

all costs, charges, and expenses
whatsoever which such Director,
officer or member sustains or incurs

in or about any action, suit or
proceeding which is brought,
commenced or prosecuted against
him/her, for or in respect of any act,
deed, matter or thing whatsoever
made, done or permitted by him/her
in or about the execution of the
duties of his/her office;
(b)

all other costs, charges and
expenses which he/she sustains or
incurs in or about or in relation to the
affairs of the Corporation;

except such costs, charges or expenses as
are occasioned by his/her own wilful neglect
or default.

ARTICLE VI - NOMINATIONS
Section 1 - Elections
The manner of holding elections including
the forms to be used, the method of voting
and the rules of procedure pertaining
thereto, shall be prescribed by the Board of
Directors.
Section 2 - Nominations
The methods to be used to solicit and
accept nominations, including the forms to
be used, the conditions pertaining to the
acceptance of nominations, the timing of
nominations and any other rules or
procedures pertaining to the nominations
process shall be established and amended
from time to time by the Board of Directors.
Any provision related to nominations and
adopted by the Board of Directors shall be
sent to all members of the Association
within 60 days of its adoption by the Board.
Section 3 – Restriction
If an eligible Member of the Corporation
who has been nominated for a position on
the Board of Director is nominated for
another position on the Board, the first
nomination shall be deemed to have been
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withdrawn at the time the second
nomination is filed.

ARTICLE VII - FINANCES

Special General Meeting of the
members at which any financial
statement of the Association is to be
discussed, for the purpose of
explaining the statement or any part
thereof.

Section 1 – Incurring Debt
The Board of Directors shall not incur any
debt for which Association funds are not on
hand and available.

ARTICLE VIII – MEETINGS
Section 1 – Annual General Meeting and
Other General Meetings

Section 2 – Fiscal Year
The Fiscal Year of the Association shall be
from January 1st to December 31st.
Section 3 - Audit
(a)

(b)

(c)

There shall be an annual audit of the
accounts of the Association by an
auditor appointed by the
membership at each Annual General
Meeting who shall not be a member
of the Association.
The auditor or auditors so appointed
shall hold office until the next Annual
General Meeting, and if an
appointment is not then made, shall
continue in office until a successor is
appointed.
The remuneration of the auditor or
auditors shall be fixed by the
Directors.

(d)

The report of the auditor or auditors
to the members shall be presented
at the Annual General Meeting and
shall be open to inspection by any
member.

(e)

The auditor or auditors shall be
given notice of any Annual or
Special General Meeting of the
members in the same manner in
which members of the Association
are given notice and shall have the
right to attend, at their expense, any
Annual General Meeting or any

The Annual General Meeting and other
general meetings of the members of the
Association shall be held at a time and
place designated by the Board of Directors.
At least thirty days’ notice shall be given to
the membership of such dates and places
as may be designated for such meetings.
For the purpose of transacting business at
the Annual General Meeting and other
general meetings, the lesser of 50 members
or 10% of the total membership, present in
person, who are eligible to vote as per
ARTICLE III – Section 11 shall constitute a
quorum.
If a quorum is present at the opening of a
meeting of members, the members present
may proceed with the business of the
meeting even if a quorum is not present
throughout the meeting.
Section 2 – Tabling of Resolutions
Any resolution, other than a resolution to
amend the Association’s by-laws, to be
tabled at a meeting, must be filed with the
Secretary at least 14 days prior to the date
fixed for the meeting. Resolutions
proposing to amend the Association’s bylaws must be filed in accordance with
ARTICLE XI – Section 1.
The Secretary shall send a notice of the
agenda for the meeting to the members not
less than seven days prior to the date fixed
for the meeting. No other resolution shall
be permitted to be proposed at the meeting
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without the consent of a two-thirds vote of
the members present at the meeting.
Section 3 – First Meeting of New Board
Each newly elected Board may, if a quorum
be present, without notice hold its first
meeting for the purpose of organization and
the election and appointment of officers
immediately following the Annual Meeting at
which the election and appointment of the
Board is recorded.
Section 4 – Regular Meeting
Meetings of the Board shall be held from
time to time at the call of the Chairperson or
a Vice-Chairperson or any two (2) Directors,
and the Secretary shall call a meeting when
directed or authorized by the Chairperson or
a Vice-Chairperson or any two (2) Directors.
Notice of every meeting so called shall be
given to each Director not less than twentyfour (24) hours before the time when the
meeting is to be held.

member of the Board by the Secretary.
Such notice may be given in person, by
telephone, or by mail, facsimile
transmission, or electronic mail sent to the
member's last known address.
Section 8 – Committee Meetings
Board Committees and Special Committees
of the Association shall hold meetings in
accordance with their Terms of Reference
as established by the Board of Directors.
All meetings of Committees shall be held at
the call of the Chair or on written request of
a majority of the members of the
Committee.
Section 9 – Zone Meetings
In order to extend the educational and
professional development activities of the
Association, the formation of Zone Meetings
shall be encouraged and authorized. The
Terms of Reference for all Association
Zones shall be established by the Board of
Directors.

Section 5 – Place of Meeting
Meetings of the Board may be held at the
head office of the Corporation or at any
other convenient place as designated by the
Board from time to time. The Chairperson
shall preside at all meetings of the Board
and, in his absence, a Vice-Chairperson
shall preside, and, in the absence of the
Chairperson and Vice-Chairperson the
Directors present shall elect one (1) of their
number to preside.
Section 6 – Special Meeting
Special meetings of the Board of Directors
shall be held at the call of the Chairperson
or on written request of any five members of
the Board.

ARTICLE IX - ACCREDITATION
Section 1 – Accreditation Criteria
Accreditation criteria and any changes
thereto shall be determined by the Board of
Directors.
Section 2 – Ineligibility for Accreditation
Non-members are not eligible to receive or
retain the Certified Municipal Officer (CMO)
designation, the Accredited Municipal
Professional (AMP) designation, or the
Accredited Ontario Municipal Clerk (AOMC)
designation.

Section 7 – Notice of Special Meeting
At least five days' notice of the time, place
and purpose of all special meetings of the
Board of Directors shall be given to each
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Section 3 – Certified Municipal Officer
(CMO), Accredited Municipal
Professional (AMP), and Accredited
Ontario Municipal Clerk (AOMC)
The Association shall confer the Certified
Municipal Officer (CMO) designation, the
Accredited Municipal Professional (AMP)
designation, and the Accredited Ontario
Municipal Clerk (AOMC) designation upon
individuals that comply with the criteria
established by the Association and the
Association’s Code of Ethics and Values
and who are recommended to the Board of
Directors by the Registrar.
Section 4 – Accredited Municipal Clerk
Treasurer (AMCT) and Accredited
Municipal Clerk Treasurer – Associate
(AMCT (A)) Transitional Provision
The Association shall confer the Accredited
Municipal Clerk Treasurer (AMCT)
accreditation upon those individuals who,
prior to December 31st 1998, held the
Accredited Municipal Clerk Treasurer or
Accredited Municipal Clerk Treasurer –
Associate accreditation or became eligible
to hold the Accredited Municipal Clerk
Treasurer accreditation in accordance with
the criteria established by the Association.
No further Accredited Municipal Clerk
Treasurer or Accredited Municipal Clerk
Treasurer – Associate accreditations will be
conferred following December 31st, 1998.
ARTICLE X - PROFESSIONAL CONDUCT
Section 1 – Code of Ethics and Values
The Corporation has adopted a Code of
Ethics and Values to govern the actions of
the Members.
The members of the Association accept
these Ethics and Values as a desirable
means to achieving increased professional
status for the Association.

These Ethics and Values are based on
principles that the members accept as
necessary for maintaining the high
standards of behaviour to which the
membership adheres. These Ethics and
Values will be applied under stated
guidelines to ensure the protection of the
rights of any member of the Association
whose conduct allegedly violates them.
Section 2 - Disciplinary Board
The Disciplinary Board shall be composed
of the Immediate Past President of the
AMCTO, as Chair, and the next two
preceding Past Presidents, who are active
members. The Disciplinary Board shall be
cognizant of frivolous complaints and shall,
at all times, bear in mind the spirit of the
Ethics and Values of the Association and
observe judicial confidentiality in reviewing
all charges of violation. It is not the purpose
of the Disciplinary Board to inquire into
matters which are more properly considered
the affairs of a particular municipality.
Section 3 - Charge
A charge, that a member (hereinafter called
the 'respondent') has violated the Ethics and
Values of the Association, shall be made in
writing to the Chair of the Disciplinary
Board. The complaint must contain a clear
and concise statement including pertinent
dates outlining the alleged breach and must
be signed by the complainant, who must be
a member in good standing of the
Association. The Chair of the Disciplinary
Board shall, within fourteen (14) days,
acknowledge receipt of the complaint from
the complainant.
Section 4 - Notification of the
Disciplinary Board on the Respondent
The Chair of the Disciplinary Board shall,
upon receipt of the complaint, forward a
copy to the members of the Disciplinary
Board and advise the respondent, in writing,
of the statement of alleged facts constituting
the breach of the Ethics and Values. The
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notice to the respondent shall also identify
the complainant.
Section 5 - Informal Procedure
The Disciplinary Board shall, at a meeting
convened within thirty (30) days of receipt of
the complaint, decide if the nature of the
alleged breach makes it subject to informal
resolution. This decision shall be based on
the Disciplinary Board's opinion as to
whether the alleged breach could be
mediated by informal discussion by the
complainant and the respondent. If this is
the case, a member of the Disciplinary
Board shall be appointed to approach the
complainant and the respondent separately
to determine what they believe should be
the outcome of the complaint procedure.
Upon the agreement of both parties, the
appointed member of the Disciplinary Board
shall attempt to achieve this outcome
through discussion and/or correspondence,
if agreed to by the Disciplinary Board,
without resorting to the formal complaint
procedure. If the desired outcome is not
achieved, any person may bring the
complaint forward.
Section 6 - Investigation
In the event that the informal procedure is
not applicable or is unsuccessful, the
Disciplinary Board may appoint one or two
of its members to investigate the complaint.
These investigators shall undertake an
objective review of the circumstances
surrounding the alleged breach of the Ethics
and Values. The investigators shall offer the
complainant and the respondent an
opportunity to submit a written statement of
position or evidence with respect to the
allegations. The investigators shall, within
ninety (90) days of the receipt of the
complaint, submit their findings to the
Disciplinary Board. These findings shall not
include any recommendation concerning the
complaint.

Section 7 - Notice of Hearing
Upon receipt of the investigator's report, the
Disciplinary Board shall enquire as to
whether or not the respondent wishes to
attend a hearing before the Board. In the
event that the respondent declines or fails to
respond within ten (10) days, the Committee
shall convene a hearing. In any event, a
hearing shall be held as soon as is practical.
Section 8 - Hearing
The Disciplinary Board shall conduct a
hearing with the purpose of outlining
pertinent facts. Attendance at the hearing
shall be limited to members of the
Disciplinary Board, the complainant, the
respondent and legal counsel for the
complainant, the respondent and the
Association. Additional persons may be
allowed to attend with the agreement of the
respondent.
Section 9 - Findings and Decision
Subsequent to the hearing or subsequent to
an admission of a breach of the Rules by
the respondent, the Disciplinary Board shall
make its findings based on the evidence
brought before it at the hearing. The
decision reached by the Board shall be
limited to:
(a)

dismissing the complaint or taking
one or more of the following actions;

(b)

reprimanding the respondent and/or;

(c)

rescinding the respondent’s
accreditation and/or;

(d)

temporarily or permanently
suspending the respondent from the
Association and confiscating the
rights and privileges associated with
the said membership.

The Disciplinary Board shall advise the
respondent, in writing, within ten (10) days
of the hearing of the Board's findings. The
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respondent may, within fourteen (14) days
of the receipt of the Disciplinary Board's
findings, apply to the Board of Directors of
the Association for permission for a review
before the Board of Directors. Such a
request will be dealt with by the Board of
Directors within thirty days and if so agreed
to by the Board of Directors, a rehearing will
be held as soon as is practical. No further
appeal will be allowed.

less than sixty days prior to the date
of the Annual General Meeting.
Notice of such petition or resolution shall be
mailed to all members not less than thirty
(30) days prior to the Annual General
Meeting at which such proposed
amendment or amendments will be voted
on.
Section 2 – Interim Action

Section 10 – Annual Ethics Report
Annually, the association will release an
ethics report highlighting any action the
Disciplinary Board has taken while
maintaining the confidentiality of any
affected individuals.
ARTICLE XI – BY-LAWS
Section 1 - Amendments
The by-laws may be amended at the Annual
General Meeting of the members by a
majority of the individuals required, in
accordance with ARTICLE VIII – Section 1,
to be present at the meeting. Amendments
to be made at the Annual General Meeting
of the members may be proposed either by:
(a)

Resolution of the Board of Directors
or;

(b)

By petition of any two Full members
and submitted to the Secretary not

Any action, by-law or resolution that might
have been adopted by the Board of
Directors shall be valid if written
memorandum of such action, by-law or
resolution is served by the Secretary at the
direction of the President, upon all persons
entitled to vote thereon and approved in
writing by a quorum of the Board of
Directors. For this purpose, mailing such
memorandum to the last known address of
the member shall be deemed sufficient
service.

ARTICLE XII - PROCEDURE
Section 1 – Ruling on Procedure
In all matters of procedure arising at any
meeting not provided for by law, or by this
by-law, the question shall be decided by the
President and in making such a ruling, the
President shall base the decision on
Roberts Rules of Order.
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SCHEDULE A
Position Description of the Chairperson
Responsibilities and Expectations

compensation review, consistent with Board
policy.

Leadership
Board conduct
Guides and directs the governance process,
centering the work of the board on the
organization’s mission, vision and strategic
direction.
Agendas
Establishes agendas for Board and
Committee meetings, in collaboration with
the Executive Director.
Meeting management
Presides over Board and Committee
meetings in a manner that encourages
participation and information sharing while
moving the Board toward timely closure and
prudent decision-making.
Committee direction
Appoints Committee chairs and members,
subject to Board approval. Works with
Committee chairpersons to align the work of
Committees with the vision and goals.

Sets a high standard for Board conduct by
modeling, articulating and upholding rules of
conduct set out in Board By-laws and
policies. Intervenes when necessary in
instances involving conflict-of-interest,
confidentiality and other Board policies.
Board learning and development
Leads the development of the Board’s
knowledge and capabilities by playing a
central role in orientation of new Board
members, mentoring a Chair-elect and
providing continuing education for the entire
board.
Succession planning
Participates in the recruitment of new Board
members and in the process of identifying
candidates to serve as Chairperson-elect.

Executive Director relationship
Serves as the board’s central point of official
communication with the Executive Director.
Develops a positive, collaborative
relationship with the Executive Director,
including acting as a sounding board for the
Executive Director on emerging issues and
alternative courses of action. Stays up-todate about the organization and determines
when an issue needs to be brought to the
attention of the full board or a committee.
Executive Director performance
appraisal
Leads the processes of Executive Director
goal-setting, performance evaluation and
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Position Description of the President
Role Statement

Work Plan

The President provides leadership to the
Board, ensures the integrity of the Board’s
process and represents the Board to
outside parties. The President co-ordinates
Board activities in fulfilling its governance
responsibilities and facilitates a co-operative
relationship among Directors and between
the Board and senior management of the
Corporation. The President ensures the
Board discusses all matters relating to the
Board’s mandate.

Ensure that a Board work plan is developed
and implemented that includes annual goals
for the Board and embraces continuous
improvement.

Responsibilities

Report regularly to the Board on issues
relevant to its governance responsibilities.

Representation
Serve as the Board’s primary contact with
the public.
Reporting

Agendas
Board Conduct
Establish agendas aligned with annual
Board goals and preside over Board
meetings. Ensure meetings are effective
and efficient for the performance of
governance work. Ensure that a schedule
of Board meetings is prepared annually.
Direction
Serve as the Board’s central point of
communication with the senior management
of the Corporation; provide guidance to
senior management regarding the Board’s
expectations and concerns. In collaboration
with senior management, develop standards
for Board decision-support packages that
include formats for reporting to the Board
and level of detail to be provided to ensure
that management strategies and planning
and performance information are
appropriately presented to the Board.

Set high standards for Board conduct and
enforce policies and By-laws concerning
Directors’ conduct.
Mentorship
Serve as a mentor to other Directors.
Ensure that all Directors contribute fully.
Address issues associated with
underperformance of individual Directors.
Succession Planning
Ensure succession planning occurs for
senior management and Board.
Committee Membership
Serve as member on all Board committees.
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Position Description of the Treasurer
Role Statement
Financial Statements
The Treasurer works collaboratively with the
President and senior management to
support the Board in achieving its fiduciary
responsibilities.
Responsibilities
Custody of Funds

Present to the Members at the annual
meeting as part of the annual report, the
financial statement of the Corporation
approved by the Board together with the
report of the auditor or of the person who
has conducted the review engagement, as
the case may be.

The Treasurer shall have custody of the
funds and securities of the Corporation and
shall keep full and accurate accounts of all
assets, liabilities, receipts and
disbursements of the Corporation in the
books belonging to the Corporation and
shall deposit all monies, securities and other
valuable effects in the name and to the
credit of the Corporation in such chartered
bank or trust company, or, in the case of
securities, in such registered dealer in
securities as may be designated by the
Board from time to time. The Treasurer
shall disburse the funds of the Corporation
as may be directed by proper authority
taking proper vouchers for such
disbursements, and shall render to the
Chair and Directors at the regular meeting
of the Board, or whenever they may require
it, an accounting of all the transactions and
a statement of the financial position, of the
Corporation. The Treasurer shall also
perform such other duties as may from time
to time be directed by the Board.
Board Conduct
Maintain a high standard for Board conduct
and uphold policies and By-laws regarding
Directors’ conduct, with particular emphasis
on fiduciary responsibilities.
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Position Description of the Secretary

Role Statement
The Secretary works collaboratively with the
President to support the Board in fulfilling its
records management responsibilities.
Responsibilities
Board Conduct
Support the President in maintaining a high
standard for Board conduct and uphold
policies and the By-laws regarding
Directors’ conduct, with particular emphasis
on records management responsibilities.
Document Management

recording and maintenance of minutes of all
meetings of the Corporation, the Board and
Board committees. Attend to
correspondence on behalf of the Board.
Have custody of all minute books,
documents, registers and the seal of the
Corporation and ensure that they are
maintained as required by law. Ensure that
all reports are prepared and filed as
required by law or requested by the Board.
Meetings
Give such notice as required by the By-laws
of all meetings of the Corporation, the Board
and Board committees. Attend all meetings
of the Corporation, the Board and Board
committees.

Keep a roll of the names and addresses
of the Members. Ensure the proper
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