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Minutes of a regular meeting of the Council of The Corporation of The City of Elliot Lake 

 

Tuesday, February 18, 2020 

7:00 PM 

COUNCIL CHAMBERS 

 

Present L. Cyr, Councillor  Chair 

D. Marchisella, Mayor 

E. Pearce, Councillor 

S. Finamore, Councillor 

C. Patrie, Councillor 

T. Turner, Councillor 

N. Mann, Councillor 

  

D. Gagnon, Chief Administrative Officer 

D. Halloch, Director of Public Works 

J. Thomas, Director of Protective Services 

T. Dunlop. Director of Recreation and Culture 

N. Bray, City Clerk 

  

 

1. CALL TO ORDER 

2. ROLL CALL 

3. DECLARATIONS OF CONFLICT OF INTEREST 

4. ADOPTION OF PREVIOUS MINUTES 

4.1 February 3, 2020 - Regular. 

Res.  18/20 

Moved By:     E. Pearce 

Seconded By: D. Marchisella 

That the following minutes be adopted 

February 3, 2020 - Regular. 

Carried 
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5. PUBLIC PRESENTATIONS 

6. INTRODUCTION AND CONSIDERATION OF CORPORATE REPORTS 

6.1 Memo from the Chief Administrative Officer 

re: draft staff-council relations policy 

Res.  19/20 

Moved By:      D. Marchisella 

Seconded By: N. Mann 

That the draft Staff-Council Relations policy be deferred to the March 2nd, 2020 

Committee of the Whole meeting. 

Carried 

 

7. PRESENTATION OF ADVISORY COMMITTEE REPORTS 

7.1 Referral from Ad Hoc Budget Committee 

re: Memo from the CAO / Treasurer re. Updated Reserve Schedule (and a more 

Detailed Review of Reserves for Older Capital Projects) 

  

Res. 20/20 

Moved By:      D. Marchisella  

Seconded By: S. Finamore 

That the memo from the Chief Administrative Officer/Treasurer regarding the 

updated reserve schedule and detailed review of reserves for older capital 

projects be referred to the Ad Hoc Budget Committee 

Carried 

 

7.2 Referral from the Ad Hoc Budget Committee 

re: Memo from the CAO / Treasurer re. 2020 Planning Fees for both the Sports / 

Recreation and Arts / Culture Hub Projects 

 Res.  21/20 

Moved By:      T. Turner 

Seconded By: E. Pearce 

That the memo from the Chief Administrative Officer re: Hub Planning Fees – 

2020 be received. 
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Carried 

Res. 22/20 

Moved by: E. Pearce 

Seconded by: C. Patrie 

That we suspend the notice provisions of the procedural by-law to place the 

memo from the CAO re: Hub Planning Fees  - 2020 back on the agenda  

Carried 

 

Res. 23/20 

Moved by: C Patrie 

Seconded E. Pearce 

That the memo from the Chief Administrative Officer re: Hub Planning Fees – 

2020 be received. 

 

Carried 

 

8. OUTSIDE BOARD AND COMMITTEE REPORTS 

9. UNFINISHED BUSINESS 

10. PETITIONS 

11. CORRESPONDENCE 

11.1 City Clerk 

re: Chairmanship for Committee of the Whole 

Res.  24/20 

Moved By:      N. Mann 

Seconded By: E. Pearce 

That the letter from the City Clerk re: Chairmanship for the Committee of the 

Whole be received, as amended, to remove the Mayor from the chairmanship 

rotation and to cancel the March 16, 2020 meeting. 

Carried 

 

12. NOTICE OF MOTION 

13. ADDENDUM 
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14. PUBLIC QUESTION PERIOD 

15. CLOSED SESSION (IF APPLICABLE) 

16. ADJOURNMENT 

Res.  25/20 

Moved By:      E. Pearce 

Seconded By: S. Finamore 

That this meeting adjourn at the hour of 8:10 PM 

 

Carried 

 

 

 

_________________________ 

Mayor 

 

_________________________ 

City Clerk 
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MMEEMMOO  
 

 

To:  Committee of the Whole Members  

cc.   

From:  Daniel Gagnon   

Date:    February 26, 2020

Subject:   Review of Credit Card Use Trends / Policy        

In late 2019, Council expressed a desire to better understand some of the use of 
corporate credit cards and review the policy. The policy is attached.  

More specifically, there were questions related to charges for local restaurants and a 
desire to better understand how staff are attempting to shop local with their purchases.  

In order to facilitate that type of review, I have attempted to summarize below the 
rationale for some of those types of charges and included a snapshot of some of the bills 
already reviewed from late 2019 with the rationale listed for ease of reference.  

Local Restaurants:  

 Morale Building Efforts: goodbye lunches for summer students, coop interns and 
the like. Coffee and donuts for PWs roads crew delivered at 7 am. These are 
relatively rare but do occur on occasion at the end of the summer/winter/holiday 
season etc.  

 Planning sessions / workshops for volunteer committee members or staff. In an 
effort to remove oneself from the daily interruptions of office life, a breakout 
session in an off-site location is held and includes food.      

 Food for lunch breaks when in day long bargaining or similar meetings that require 
short breaks and long hours.  

 Gift cards for prizes for Rec and Culture programs and special events (usually easy 
to identify as flat rates like $50.00)   

 Coffee and food for firefighters on fire calls.  

 Working lunches with neighbouring colleagues, consultants, potential investors / 
economic development stakeholders. 
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Shopping Local:  

 Many of the expenses for Amazon or other similar out of town distributors are 
for specialized items that cannot be sourced locally, often related to unique 
items for the Rec and Culture dept. (i.e. pickleball tape, inflatable balls for rec 
programs etc)  

 That said, more effort to ensure that items can be sourced locally could always 
be done to guard against complacency (i.e. protective cases for smart phones 
by sourcing local outlets as opposed to the ease of Amazon). As a 
management team, the need for this effort has been covered.    

Other Relevant Notes:  

 Recently the travel policy was reviewed. More concerted effort has been done 
to clarify travel and ensure that pre-approval is obtained for any travel that 
requires an overnight stay. This will ensure more orderly review of visa bills by 
the committee in the future.  

 Alcohol is never included on any restaurant bills. Similarly, Council will not see 
large bills for expensive restaurants out of town.   

 In the event of an inadvertent use, staff can repay the corporation easily by 
making a payment via debit card at the front desk of city hall.  

 There are countless examples of senior staff paying out of pocket for morale 
building meals and the like but they are not seen on visa bills obviously.  

 There is no evidence of inappropriate or abusive use of any credit cards.  

 

Respectfully Submitted,  

 

Daniel Gagnon  

Agenda Package Pg 16



City of Elliot Lake  Page 1 of 7 July 2014 

THE CORPORATION OF THE 

CITY OF ELLIOT LAKE 

CORPORATE CREDIT CARD POLICY 

________________________________________________________________________ 
 

1.0 INTRODUCTION 

1.1 Objectives  

The purpose of the Corporate Credit Card Program is to establish an efficient and cost-effective method of 
procuring and paying for goods and services as well as travel expenses, registrations and other corporate 
expenses, while maintaining acceptable levels of control and accountability.  The City’s objectives are to: 

• Eliminate late fees and interest 

• Reduce the costs of procuring and paying for goods, services and travel expenses by reducing the number 
of invoices processed and reducing the number of cheques issued. 

• Reduce or eliminate the use of travel and cash advances in addition to separate payments for registration 
fees, transportation costs and accommodations. 

• Reduce the need for petty cash. 

• Streamline administrative functions and reduce the time spent by departments preparing request for 
payment forms. 

• Maintain an acceptable level of accountability and safekeeping of the City’s assets by setting appropriate 
limits and restrictions on use of cards. 

1.2 Usage and Restrictions 

Corporate cards may be used for procuring both goods and services for the City. 

Monthly card limits will be set within the Corporation limit to meet the cardholder requirements.  These 
individual limits will be approved by the cardholder’s Department Head and the Director of Finance. 

These cards may not be used to purchase or pay for: 

• Any expense not directly related to City operations 

• Personal purchases or travel 

• Entertainment expenses 

• Alcoholic beverages 

• Cash advances 

• Third party client purchases 

All purchases are subject to the rules, policies and procedures as set out in the City’s Procurement Policy.  
Under no circumstances should the corporate card be used in a manner that would contravene the Corporate 
Procurement Policy. 

Violations of this policy may result in loss of card privileges and may result in disciplinary actions up to and 
including termination. 

1.3 Definitions 

In this policy: 

• “Department Head” means CAO, Director or Manager 

• “Card Administrator” means Finance Administrative Assistant 
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2.0 PROCESS 

2.1 Overview 

Orders, reservations and registrations can be placed by fax, phone, internet or in person.  The monthly 
processing can be summarized as follows: 

a) Authorized cardholder may make purchases in the normal course of business and maintain a record 
of all card transactions. 

b) Cardholder will apply a G/L code to each original credit card receipt (see item 2.2), initial and have 
Department Head approve in accordance with the City’s Procurement Policy.  The cardholder is 
responsible for making a copy for their own files. 

c) Coded and authorized original credit card receipts shall be forwarded to Accounts Payable, along 
with all supporting documentation, for payment. 

d) If the receipts and credit card statements do not correspond, the statement will be sent to the 
Department Head for clarification and/or authorization. 

e) Should the cardholder and/or Department Head not forward the original receipts with the appropriate 
information, or provide it when requested, any resulting late fees and/or interest charges will be 
charged back to the cardholder’s department. 

f) When Accounts Payable receives the monthly statement from the bank, a copy will be provided to 
the cardholder for reconciliation. 

2.2 Information Required for Each Transaction 

Original receipts, records of each card transaction, confirmation emails, internet screen-prints, etc. shall 
provide the following information: 

• Sales reference number, confirmation number or requisition number 

• Description of the goods or services to be provided 

• Unit price and total line price 

• Sales tax and GST 

• Shipping and handling charges 

• Total sales value (amount to be charged to card) 

• For telephone orders, the cardholder must request that the vendor mail or email a copy of the sales slip. 

• For internet orders or registrations, the cardholder must print a copy of the on-line transaction record. 

• Packing slips should be forwarded to Accounts Payable. 

• Copies of all documentation should be kept for the cardholder’s monthly reconciliation. 

2.3 Backorders 

In the event that an item ordered is on back-order, the credit card shall not be used to pay for any 
merchandise not shipped. 

2.4 Disputed Items and Returns 

Disputed items are purchases that do not accurately reflect the transactions made by the cardholder (i.e. 
wrong amount, incorrect account number, multiple postings, etc.).  The cardholder is responsible for 
reporting these as soon as possible to the Finance Department. 

Problems with merchants relating to unsatisfactory goods, late delivery, changes from quoted prices, etc. are 
not considered disputed items and must be settled directly with the vendor by the cardholder.  In the event 
that goods are to be returned to the supplier, the cardholder should request a Return Authorization Number 
and return instructions from the supplier and forward the merchandise back as per those instructions.   
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All credits must be processed against the corporate card.  Under no circumstances are cash refunds permitted. 

2.5 Reconciliation 

• Accounts Payable will forward copies of credit card statements to cardholder for reconciliation. 

• Cardholders are responsible for reconciling their monthly corporate credit card statement. 

• Reconciliation forms are available on the City’s Forms drive. 

• The reconciliation form, copies of the credit card statement, credit card receipts and supporting 
documentation will be submitted to the CAO for review and approval.  In the case of the CAO, the 
reconciliation will be submitted to the Mayor. 

• CAO will forward approved reconciliations to Finance & Administration Committee for review. 

 

3.0 CARD ISSUANCE 

 1.   Corporate credit cards will be issued to CAO, Directors and Managers. 

2. The corporate card may be available to employees who occupy positions with delegated 
purchasing authority as approved by the Department Head. 

3. Cards may be made available to employees who travel on a regular basis on behalf of the 
City of Elliot Lake as approved by the Department Head. 

Department Heads or their delegates requesting a card for an employee should forward an email to the City’s 
Corporate Credit Card Administrator containing the following information: 

• Employee name 

• Name of department, division, branch of the employee 

• Telephone number and extension of the employee 

• Monthly card limit required 

• Any limitations on types of purchases 

Corporate cards will be issued in the name of the City of Elliot Lake and the individual designated by the 
Department Head.  The Department Head or delegate must ensure the individual is familiar with the use and 
guidelines for the card as outlined in this document.  Upon receipt of the card the cardholder must sign and 
Employee Acknowledgement Form and return it to the Finance Department (see Appendix A). 

 

4.0 CARD CANCELLATION 

Corporate cards will be cancelled when the cardholder no longer requires the card, the card is lost or stolen, 
or when the cardholder is terminating employment with the City.   

The card may also be cancelled if it is not used in accordance with the guidelines outlined in this document. 

A corporate card can be cancelled at any time by the cardholder’s Department Head. 

A written request from the cardholder’s Department Head should be forwarded to Finance with the name of 
the cardholder and the reason for cancellation.  Finance will contact the bank and confirm the cancellation 
request with the cardholder’s Department Head.  It is the Department Head or delegate’s responsibility to 
sure that terminated employee’s cards are cancelled immediately upon termination from the Corporation.  It 
is also the Department Head or delegate’s responsibility to ensure that cancelled cards are returned to the 
Card Administrator for destruction. 
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5.0 LOST OR STOLEN CARDS 

All corporate cards are the property of the City of Elliot Lake and should be protected in the same way as a 
personal credit card.  Should the card be lost or stolen, it is the cardholder’s responsibility to report this 
immediately to the bank, the Card Administrator and the Department Head. 

Royal Bank of Canada  1-800-769-2512        available 24 hrs a day, 7 days a week 

City’s Card Administrator  705-848-2287 ext. 2104     

 

6.0 CUSTOMER SERVICE 

The Royal Bank of Canada offers a customer service area to assist with inquiries and problems.  Full service 
is available from 8:00am to 8:00pm, Monday to Friday.  Card activation and the reporting of lost or stolen 
cards is available 24 hours a day, 7 days a week. 

Requests to have transaction and/or card limits amended should be addressed to the City’s Card 
Administrator.  All disputed items reported to the Royal Bank should be copied to the Card Administrator at 
the same time. 

 

7.0 VENDORS 

Cards may be used with any merchant who accepts the cards.  All items where a standing order or bulk order 
exists are to be purchased through those particular vendors due to the preferred pricing arrangements in 
place. 

 

8.0 ROLES AND RESPONSIBILITIES 

8.1 Director of Finance 

The Director of Finance’s responsibility is to: 

• Oversee the administration of this policy 

• Resolve issues beyond the Card Administrator’s authorization 

• Act on any issue that may have an impact on the City’s overall banking relationship 

• Issue authorization where required in place of a Department Head or CAO 

8.2 Card Administrator 

The Card Administrator’s responsibility is to: 

• Advise the Director of Finance of any non-standard request or situation 

• Report to the Director of Finance on all credit card activity such as new, cancelled, changed credit cards 

• Act as liaison for communicating requests for card issuances and cancellations, amendments to 
transaction and card limits, etc. with the oversight of the Director of Finance 

• Be available to provide assistance or explanation to the cardholder 

• Administer all standard credit cards for the City of Elliot Lake 

• Maintain a master list of all cards, their holders and limits 

• Confirm cancellation and destruction of cards as requested by Department Heads 

• Maintain a record of employee acknowledgement forms 

• Hold new cards for pick-up by cardholder 
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8.3 Cardholder 

The cardholder’s responsibility is to: 

• Every cardholder shall be informed in writing of his or her responsibilities and restrictions regarding the 
use of corporate credit cards and shall agree in writing (see Appendix A) 

• Complete, sign and submit Employee Acknowledgement Form to Card Administrator 

• Maintain the security of their card and not sharing the card number with other individuals 

• Use the card in accordance with the guidelines outlined in this policy 

• Purchase goods or services in accordance with the City’s Procurement Policy 

• Provide original coded and authorized documentation to Accounts Payable 

• Keep copies of supporting documentation (i.e. cash register and credit card receipts, vendor notices, 
purchasing register, packing slips, etc.) related to all purchases made with the card for reconciliation 

• Maintain a record of transactions for reconciliation 

• Submit all supporting documentation (copies of all originals) and a reconciliation to their Department 
Head. 

• Contact the supplier if there are any problems with the shipment 

• Address disputes with the merchant first for a resolution.  If unsuccessful, the cardholder will notify the 
bank and advise the Card Administrator 

• Ensure all returns are credited to the card.  No cash refunds are permitted 

• Report lost or stolen cards immediately to the bank, Card Administrator and Department Head 

• Return card (including any expired cards) upon request by the Department Head or their delegate or the 
Director of Finance. 

• Copy the Card Administrator on any correspondence with the bank 

• Provide the Card Administrator with a copy of any replacement card (when original is expired or 
replaced for any other reason) 

8.4 Cardholder’s Department Head 

The cardholder’s Department Head’s responsibility is to: 

• Assess the need for cards based on operational requirements 

• Identify the employee(s) who will be authorized to use a card 

• Identify any limitation on types of purchases 

• Establish a monthly spending limit for each cardholder 

• Ensure that each cardholder is informed of his or her responsibilities regarding the use of the card 

• Ensure purchases are in compliance with established City policies and procedures 

• Review and approve the monthly reconciliation and forward to CAO for approval (CAO’s to be 
forwarded to the Mayor for approval) 

• Review, code and sign credit card receipts and supporting documentation and ensure they are forwarded 
to Accounts Payable  

• Notify the Card Administrator and return the card when an employee no longer requires the card or when 
an employee is terminating employment with the City 

• Authorize transaction and card limit changes 
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8.5 Finance Department 

The Finance Department’s responsibility is to: 

• Administer the card program 

• Establish which reports are available from the bank for monitoring cards by department and arrange for 
their distribution 

• Process and review all requests for cards, change forms and other documents and submit them to the bank 

• Maintain all original cardholder agreement and Employee Acknowledgement forms 

• Ensure monthly billing is paid on time to avoid financing charges 

• Allocate expenses to cost centres in accordance with the coding provided by the cardholder 

• Submit all credit card reconciliations to Finance & Administration Committee meetings. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Short Title Credit Card Policy 

SMT Approval Date  

Council Approval Date August 27, 2007 

Originating Department Treasury 

Revisions July 2014 

NOTE:   
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Corporate Credit Card Policy 

Appendix A 

 

THE CORPORATION OF THE 

CITY OF ELLIOT LAKE 

EMPLOYEE RESPONSIBILITIES FOR 

THE USE OF THE CORPORATE CREDIT CARD 

 

Employee Acknowledgement Form 

 

 
City Employees: 
 

The corporate credit card represents the City’s trust in you.  You are empowered as a responsible 
agent to safeguard corporate assets.  Your signature below is verification that you agree to comply 
with the policies and procedures of the City pertaining to purchasing of goods and services, and the 
use of the Corporate Credit Card. 

1. I understand the card is for City approved purchases only. 

2. I understand the card is not necessarily provided to all employees.  Assignment is based on my 
need to purchase materials for the City.  The card may be revoked based on change of 
assignment or location or inappropriate use.  I understand the card is not an entitlement nor 
reflective of title or position. 

3. I acknowledge that I am liable for any misuse or willful disregard of policies or procedures in the 
use of this card that result in charges to my account.  I will reimburse the City for any such 
charges but if I fail to do so, I hereby allow the City of Elliot Lake to withhold the amount of the 
reimbursement from my salary. 

4. I understand that Violations of this policy may result in loss of card privileges and may result in 
disciplinary actions up to and including termination. 

 
Cardholder Limitations: 
 
1. Card has been signed                             ______ 
                                 Initials 
 

2. Monthly credit limit of card is       $ _______________ 
 
3 Other limitations on type of purchase: 
 
_________________________________________________________________________________________________________________________ 
 
_________________________________________________________________________________________________________________________ 
 
 
____________________________ ____________________________  ____________ 
Employee signature    Employee name (print)    Date 

 
____________________________ ____________________________  ____________ 
Department Head signature   Department Head name (print)   Date 
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MMEEMMOO  
 

 

To:  Committee of the Whole Members  

cc.   

From:  Daniel Gagnon   

Date:    February 26, 2020

Subject:   Staff Code of Conduct       

 

Recently, there was a request to review the staff code of conduct. It is attached. It was 
last reviewed in 2011.  

If the committee / Council wishes to have it reviewed in more detail direction to that effect 
would be appropriate. Research could be done into best practices for staff codes in other 
municipalities etc. 

 

Respectfully Submitted,  

 

Daniel Gagnon  
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MMEEMMOO   
 

 

 

 

To:  Committee of the Whole Members  

From:   Daniel Gagnon   

Date:    February 27, 2020

Subject:   Revised Draft Council – Staff Relations Policy   

 
At the last Committee of the Whole (CoW) meeting, a draft new Council – Staff Relations Policy 
was tabled for review. Some subtle changes were suggested and the policy referred to the next 
CoW before eventual recommendation to Council.  
 
A revised draft is attached with track changes highlighted.  
 
 
Respectfully submitted,  
 
 
 
Daniel Gagnon  
Chief Administrative Officer  
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DRAFT #2 
 

Council-Staff Relations Policy 
Approved By:  

Approval Date:  

 

 

Policy Statement: 

  

The Corporation of the City of Elliot Lake will promote a respectful, tolerant collaborative, 

harassment-free relationship and workplace between members of Council, and the officers 

and employees of the corporation.  

 

Definitions: 

 

Member: includes the elected Head of Council and all elected members of Council.  

 

Municipality: means the Corporation of the City of Elliot Lake.  

 

Staff: includes anyone employed by the Municipality, including officers, full-time, part-time, 

temporary, casual or seasonal staff, contract staff, students and volunteers.  

 

Purpose: 

  

This policy provides requirements on how the City of Elliot Lake will ensure a respectful 

tolerant collaborative and harassment-free relationship and workplace between Members 

and Staff.  

 

Policy Requirements:  

 

The relationship between Members and Staff is set out as follows:  

 

1. Guiding Principles  

 

(a) Empowerment  

• Staff should be able to complete tasks assigned to them while feeling empowered to 

do so;   

• Members shall set policy and give direction in a way that empowers Staff. This 

enhances the ability of the Municipality to support the growth and success of its Staff 

and Members;  
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• In order for Staff to feel empowered in their roles, Members must entrust them with 

the authority they need to make decisions and allow them to act according to their 

understanding of the direction given and the work to be accomplished. This requires 

that Staff have the resources and the time required to accomplish tasks;  

• Staff shall be dedicated to ensuring that Members have the information they need to 

make decisions.  

 

(b) Professional Growth  

• By empowering Staff to take on challenges and complete tasks, opportunities for 

professional growth are also supported;  

• Any gaps in the skillsets of Staff can be addressed through education and the 

opportunity for Staff to create ideas to improve their work where necessary.   

 

(c) Collaboration and Partnership  

• Members and the Chief Administrative Officer (CAO) shall create a collaborative 

relationship in order to accomplish tasks and set policy for the betterment of the 

Municipality;  

• The independent role of both the CAO and of Council must be respected by all 

parties;  

• Members and Staff shall create a collaborative relationship in order to accomplish 

tasks and set policy for the betterment of the Municipality;  

• A partnership between Members and the CAO, as well between Members and Staff 

should be fostered through effective communication and respecting each other’s 

roles.  

 

(d) Respect  

• The relationship between Staff and Members and their defined roles must be 

respected to ensure that all members of Staff and Members are treated fairly;  

• Members and Staff shall foster a climate of mutual respect, recognizing the role that 

they each play in serving the Municipality; 

• In order to promote respect in the workplace, Staff and Members shall listen to the 

ideas of each other without judgment, seek to understand the unique challenges to 

each other’s roles in serving the Municipality, provide constructive feedback when 

necessary, and encourage a collaborative relationship based on trust, kindness, and 

respect for individual skillsets.  

 

(e) Realistic Expectations  

• Members and Staff shall set reasonable expectations of each other, including 

providing reasonable timelines to accomplish tasks, and having respect for off-hours 

communications between Members and Staff;  
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• Providing clear goals and direction are necessary in order to hold each other 

accountable for the accomplishment of tasks. This can be done, but is not limited 

to, planning exercises such as Strategic Planning, Corporate and Departmental 

Implementation Plans and annual budget deliberations.  

 

2. Clarifying the Role of Council and the Role of Staff  

 

1. Role of Council  

 

(a) The role of Members is to represent the Municipality, provide direction to Staff through 

the CAO, and create policy;  

(b) Members shall seek to advance the common good of the Municipality;  

(c) Members shall act in a way that enhances public confidence in local government;  

(d) Members shall work with the CAO and Senior Management in a collaborative and 

supportive manner and not seek to usurp the administrative function of the CAO and Senior 

Management;  

(e) Individual Members shall not direct Staff or intimidate Staff in the performance of their 

duties;  

(f) Direction to Staff from Council as a whole by way of resolution may only be done 

through the CAO, as the CAO is responsible for Staff. For added clarity, this direction can 

be done in a Committee format or Council meeting.   

(g) Members should respect the time of Staff by providing advance notice of any substantial 

questions to be raised at a Council meeting so that they may have the required time to 

provide an adequate response or report;  

(h) Members should not expect immediate response time from Staff by e-mail or phone 

unless the circumstances necessitate such an immediate response;  

(i) Emails sent to Staff during off-hours should be sent only as necessary during 

emergencies, while respecting the private lives of Staff;  

(j) Members shall respect the role of the Municipality as an employer and provide direction 

and support for Staff that adheres to all legal obligations of an employer;  

(k) Members shall adhere to the meeting requirements as set out in the Municipality’s 

Procedure by-law;  

(l) Members shall be respectful of Staff in the workplace and shall not denigrate Staff in 

public or on social media;  

(m) Members shall refrain from any behaviour that the Member knows, or should 

reasonably know, is offensive and/or unwelcome.  
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2. Role of Chief Administrative Officer  

 

(a) The CAO shall report directly to Council, and act as a liaison between Council and Staff to 

direct the implementation of Council’s policies through Senior Management and Staff;  

(b) The primary focus of the CAO should be to foster collaborative working relationships 

with Members and Staff, while maintaining a separate and distinct role;  

(c) The CAO shall remind Staff and Members, where necessary, of their roles and their duty 

to respect the personal and professional time and roles of one another;  

(d) The CAO shall undertake such research as is necessary to make recommendations to 

Council to maintain and improve the efficient administration of the Municipality and to 

advance the goals of the Municipality;  

(e) The CAO shall be respectful of Members in the workplace and not denigrate Members in 

public or on social media;  

(f) The CAO shall refrain from any behaviour that the CAO knows, or should reasonably 

know, is offensive and/or unwelcome.  

 

3. Role of Staff  

 

(a) Staff shall complete tasks that may include researching policy or programs, providing 

professional advice, implementing decisions of Council, fulfilling statutory duties, and 

following direction of the CAO in a professional manner, and seeking assistance where 

necessary;  

(b) Staff will generally communicate with individual Members through the CAO;  

(c) Staff shall refrain from any behaviour that the Staff member knows, or should reasonably 

know, is offensive and/or unwelcome;  

(d) Staff shall be respectful of Members in the workplace and not denigrate Members in 

public or on social media;  

(e) Staff shall respect that Council time is valuable. Reports and presentations to Council 

should be concise to the extent possible, while still ensuring all necessary information is 

communicated to Council.  
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3. Adherence to other Codes and Policies  

 

Members and Staff shall adhere to the Municipality’s existing applicable policies and 

procedures, including but not limited to:  

(a) Council Procedural By-law;  

(b) Council Code of Conduct;  

(c) Staff Code of Conduct  

(d) Workplace Violence & Harassment Policy  

(e) Social Media Policy 

(f) Travel Expense Reimbursement Policy   

(g) Credit Card Use Policy  

 

4. Responsibilities  

 

Members and Staff are required to adhere to this policy and its governing provisions, 

including all other existing applicable policies and procedures adopted by the Municipality.  

 

5. Monitoring/Contraventions  

 

(a) The Human Resources department shall be responsible for receiving complaints and/or 

concerns related to this Policy.  

 

(b) Upon receipt of a complaint and/or concern, Human Resources shall notify:  

 

i) In the case of Staff other than the CAO, the CAO;  

ii) In the case of the CAO, The Mayor or any Member of Council; or  

iii) In the case of a Member of Council, the Integrity Commissioner.  

 

(c) The CAO shall investigate all complaints under this policy related to Staff and take such 

action as is deemed appropriate in the circumstances and in accordance with all other 

applicable policies;  

 

(d) Members of Council shall investigate all complaints under this policy related to the CAO 

and take such action as is deemed appropriate in the circumstances and in accordance with 

all other applicable policies;  

 

(e) The Integrity Commissioner shall receive all complaints under this policy related to 

Members and investigate in accordance with the process as set out in the Council Code of 

Conduct. Where there is a discrepancy between this Policy and the Council Code of 

Conduct, the Council Code of Conduct shall prevail.  
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6. Legislative and Administrative Authorities  

 

The Municipal Act, 2001 requires Council to adopt and maintain a policy with respect to the 

relationship between Members and Staff. The Council-Staff Relations Policy identifies the 

legislation, policies and procedures that the Municipality complies with in order to promote 

a respectful relationship between Members and Staff.  

 

Enquiries:  City Clerk 

  City of Elliot Lake  

45 Hillside Dr. North 

clerk@elliotlake.ca 

 

 

  
                                  -------------------------------------------------- 
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CITY CLERK’S Department 

 

 

CITY CLERK’S Department 

phone 705.848.2287 ext. 2103   fax 705.461.7244 

nbray@city.elliotlake.on.ca 

City Clerk  
 
February 19, 2020 
 
Mayor and Members of Council 
City of Elliot Lake 
45 Hillside Drive North 
Elliot Lake, ON   P5A 1X5 
 
RE:   *Updated* ROTATION OF CHAIR FOR COMMITTEE OF THE WHOLE MEETINGS 
 
Dear Members of Council: 
 
Further to Resolution 23/20 passed at the  meeting of the Committee of the Whole, held on 
Tuesday, February 18, 2020, please see below the updated schedule for chairmanship of the 
meetings. 
 
Rotation schedule for chairing the Committee of the Whole Meetings: 
 
Monday February 3, – Mayor Marchisella 
Tuesday February 18 – Councillor Cyr 
Monday March 2 – Councillor Pearce 
Monday March 16 – CANCELLED 
Monday April 6 – Councillor Mann  
Monday April 20 – Councillor Finamore 
Monday May 4- Councillor Patrie 
Tuesday  May 19 – Councillor Turner 
Monday June 1 – Councillor Cyr 
Monday June 15 – Councillor Pearce 
Monday July 6  – Councillor Mann 
Monday July 20 – Councillor Finamore 
Tuesday August 4 – Councillor Patrie 
Monday August 17 – Councillor Turner 
 
 
Yours truly, 
 
 
Natalie Bray 
City Clerk 
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