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HRM Decision Making Process



Advisory Committee/Board Role
• To advise Regional Council, Community Council(s) or Standing 

Committee(s) on items relating to the mandate of the 
Board/Committee as outlined in their Terms of Reference. 

• The Active Transportation Advisory Committee advises the 
Transportation Standing Committee on all matters relating to active 
transportation in the Municipality, using the Active Transportation 
Plan as a guide.

• The committee makes recommendations to the Transportation 
Standing Committee in an advisory capacity with no final decision-
making or direction provided to staff.
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Role of Advisory Boards & Committees

Presenter
Presentation Notes
To summarise the general role of advisory boards and Committees

Terms of Reference set out



Agendas and Meetings

• All meetings of Council, Community Councils and 
Boards and Committees are governed by 
Administrative Order 1, Respecting the Procedures of 
the Council:

• https://www.halifax.ca/city-hall/legislation-by-
laws/administrative-order-one
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Board & Committee Meetings

https://www.halifax.ca/city-hall/legislation-by-laws/administrative-order-one


Agendas and Meetings

Quorum is required for a Board/Committee to call a meeting 
to order.

Administrative Order One: Quorum of Committee
132. ……

(2) A quorum for a committee of the Council having an even number of 
Members, is one half (1/2) of all the appointed Members thereof. 
(3) A quorum for a committee of the Council having an uneven number 
of Members, is a majority of the appointed Members thereof. 
(4) The Council may determine quorum through adoption of the 
continuing terms of reference and jurisdiction of a committee of the 
Council as established from time to time by resolution or by an 
Administrative Order or by-law of the Council. 

Also see section 8 of the Municipal Conflict of Interest Act.
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Board & Committee Meetings



• The Chair & Vice Chair are elected annually 
by the members of the Committee.

• The Vice-Chair takes on the responsibilities of 
the Chair in the Chair’s absence.

The Chair
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The ChairROLES: Chair & Vice Chair

Presenter
Presentation Notes

The Chair is elected by the members of the Committee.

The Chair is responsible to lead the meeting:
Calls the meeting to order
Leads the Committee through the agenda 
Ensures all members have an opportunity to have input in a respectful and appropriate manner
If the Chair feels it is necessary to speak, they typically speaks only after all members have spoken
Summarizes the discussion of the Committee and looks for a motion as appropriate
Calls for the vote and declares the outcome
Adjourns the meeting with a motion from the membership
Represents the Committee with Council (i.e. reviews and signs reports) and handles media inquiries with input from HRM Corporate Communications

The Chair is responsible for leading the meeting:
Calls the meeting to order;
Leads the Committee through the agenda;
Seeks motions as appropriate;
Directs the vote;
Ensures all members have an opportunity to have input in a respectful and appropriate manner;
Adjourns the meeting with a motion from the membership;
Represents the Committee with Council (e.g. signs reports) and handles media inquiries with input from HRM Corporate Communications.
Ensures appropriate meeting decorum, and the safety and security of all attending. 



The Vice-Chair is also elected annually by members of the Committee and fills in for the Chair when they are absent.



• The Chair is elected by the members of the committee
• The Chair is responsible to lead the meeting

– Calls the meeting to order
– Leads the Committee through the agenda
– Seeks motions as appropriate
– Directs the vote
– Ensures all members have an opportunity to have 

input in a respectful and appropriate manner
– Adjourns the meeting with a motion from the 

membership
– Represents the Committee with Council (e.g. signs 

reports) and handles media inquiries with input from 
HRM Corporate Communications

The Chair
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The ChairROLES: The Chair
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Presentation Notes

The Chair is elected by the members of the Committee.

The Chair is responsible to lead the meeting:
Calls the meeting to order
Leads the Committee through the agenda 
Ensures all members have an opportunity to have input in a respectful and appropriate manner
If the Chair feels it is necessary to speak, they typically speaks only after all members have spoken
Summarizes the discussion of the Committee and looks for a motion as appropriate
Calls for the vote and declares the outcome
Adjourns the meeting with a motion from the membership
Represents the Committee with Council (i.e. reviews and signs reports) and handles media inquiries with input from HRM Corporate Communications

The Chair is responsible for leading the meeting:
Calls the meeting to order;
Leads the Committee through the agenda;
Seeks motions as appropriate;
Directs the vote;
Ensures all members have an opportunity to have input in a respectful and appropriate manner;
Adjourns the meeting with a motion from the membership;
Represents the Committee with Council (e.g. signs reports) and handles media inquiries with input from HRM Corporate Communications.
Ensures appropriate meeting decorum, and the safety and security of all attending. 



The Vice-Chair is also elected annually by members of the Committee and fills in for the Chair when they are absent.



Councillor
The role of the Councillor is to establish and maintain 
a link (liaison) between Regional Council and the 
Advisory Board/Committee.  
• Able to provide clarity when the decisions of an 

advisory board/committee, of which they are a 
member, reach a higher decision making body. 
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ROLES: Councillors



Staff Liaison

A Staff Liaison (resource person) is assigned to 
each Committee. They will attend all meetings of the 
Committee to speak on behalf of the Business Unit 
concerning matters within the mandate of the 
Board/Committee.
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ROLES: Staff Liaison

Presenter
Presentation Notes
The Staff Liaison will: 
Attend Advisory Board/Committee meetings.
Provide expert advice and information related to the Board/Committee mandate to assist the Board/Committee with their duties as outlined in the Terms of Reference.
May inform the Board/Committee of annual priorities and work plan of the lead Business Unit when appropriate.




Agendas and Meetings (cont’d)

The Legislative Assistant (LA) represents the Municipal 
Clerk at meetings and must be present at all meetings.

•Facilitates the legislative and administrative functions of Board/ 
Committee meetings as provided for under:

– Halifax Regional Municipality Charter
– Administrative Order 1, Respecting the Procedure of the 

Council
– Administrative Order 31, Corporate Records and Information 

Management in the Halifax Regional Municipality
– The Board/Committee’s Terms of Reference 
– Any additional legislative direction provided for by the 

Municipal Clerk.
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ROLES: Legislative Assistant

Presenter
Presentation Notes
The Legislative Assistant (LAs) – acts as the secretary and coordinator for meetings of Municipal Boards and Committees. They represent the Municipal Clerk at Board and Committee meetings. 

LAs support Boards and Committees by:
Providing advice and guidance on the application of Administrative Order 1 and other important pieces of legislation and municipal policies; 
Prepares the agendas in consultation with the Chair and HRM staff;
Records the minutes and documents the decisions of the Committee;
Assist the Committee in drafting motions; and
Acts as a liaison to maintain the link between the Committee and Council. 

The LA also provides information to the public regarding upcoming meetings, as well as past decisions of the board/committee, and ensures openness and transparency in the decision-making process. 









Legislative Assistant (cont’d)

• Coordinates meetings and creates the 
agenda in consultation with the Chair. 

• Provides legislative guidance and 
assists with the drafting of motions.

• Assists the Chair to ensure appropriate 
meeting decorum and safety.

• Takes minutes, documents 
board/committee decisions, and 
ensures openness and transparency in 
the decision-making process.
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ROLES: Legislative Assistant 



Agendas and Meetings (cont’d)

• Agendas set out the order of business for a Committee 
meeting.  

• Provides notice to committee members, HRM staff, and 
the public of what will be covered and in what order. 

• Agendas are in a format consistent with Regional Council, 
adapted for the needs of the specific Committee.

• Committee members can add matters to the agenda that 
are within the mandate of the Committee by contacting 
the LA.
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Meeting Agendas

Presenter
Presentation Notes
Agendas set out the formal approved order of business for a Committee meeting, or the matters that the Committee will be discussing as well as in what order.

As previously noted, agendas are prepared by the LA in consultation with Chair and HRM staff.

Approved agendas are published on Halifax.ca on the Friday prior to the week of the Committee meeting, as well as being sent out to members in the agenda packages. It is important to publish the approved agendas in advance to allow for Committee members, staff, and the public to know what will be discussed at a specific committee meeting so as to provide all with an opportunity to inform themselves, attend, and meaningfully participate. 
-- This is important for transparency, but is also conducive to informed evidence based decision making – which is a core value of the HRM. 

The Agendas for HRM Boards and Committees are set out in a standardised format which is consistent with those used by Regional Council – subject to alterations to meet the needs of the specific committee. 

Committee members can add matters to the agenda that are within the mandate of the Committee by contacting the LA

Three days prior to the meeting, the matter is added as of right after consulting with the Chair. Requests for late additions can be made up until noon the day before the meeting and with approval from the Chair be brought forward for addition by the LA




Agendas and Meetings (cont’d)

Standard Agenda

1.CALL TO ORDER
Co-chair calls meeting to order when quorum is attained 
and as close to time noted on agenda as possible.

2.APPROVAL OF MINUTES
Minutes of the previous meeting are approved. A motion to 
approve the minutes is put on the floor. Any corrections are 
moved as amendments and the motion is then approved.
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Mock Committee Meeting

Presenter
Presentation Notes
Now I am going to run you through an agenda for a mock meeting to help give you an idea of how the flow of a meeting, how to read an agenda, and how certain sections are utilized. 


As previously mentioned, the Chair leads the meeting through the agenda. 

Call to Order
Requires a quorum to call a meeting to order. 

2. Approval of Minutes
Draft minutes from the previous meeting are circulated to Committee members in their agenda packages for their review. Corrections or changes can be requested and the approved minutes become the official minutes for the meeting and are made available to the public. 



Agendas and Meetings (cont’d)

3. APPROVAL OF THE ORDER OF BUSINESS AND APPROVAL OF ADDITIONS 
AND DELETIONS
The Legislative Assistant will announce proposed additions or deletions to the 
agenda. Members of the Committee can also add/delete matters to/from the 
agenda

4. BUSINESS ARISING OUT OF THE MINUTES
This section is seldom used but applies to matters that have been recorded in a 
previous set of minutes about which a member or staff have a question or update 

5. CALL FOR DECLARATION OF CONFLICT OF INTERESTS
At this time in the agenda, members shall declare any conflict of interest they 
might have related to the day’s agenda. When the Committee considers the item, 
the member will take a seat away from the table and have no further input to the 
matter.

6. CONSIDERATION OF DEFERRED BUSINESS
The Committee will consider any matter which has been deferred from a previous 
meeting.
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Mock Committee Meeting

Presenter
Presentation Notes
3. Approval of the Order of Business 
See Slide 6. Members can add matters to the agenda that are within the mandate of the Committee by contacting the LA
Three days prior to the meeting, the matter is added as of right after consulting with the Chair.  After that time the Committee must approve the matter being added
By a 2 third majority vote.

4. Business Arising Out of the Minutes
- This is rarely utilized, but can be things such as updates arising from past meetings, etc. 

5. Call for Declaration of Conflict of Interest
We will discuss Conflict of Interest Further in a moment, but at this point in the meeting, members who have a conflict of interest on any item on the agenda should delcare that. 

6. Consideration of Deferred Business
These are item which were deferred from a previous meeting. 




Agendas and Meetings (cont’d)

7. CORRESPONDENCE, PETITIONS & DELEGATIONS
7.1 Correspondence 

Correspondence which has been received from members 
of the public is received and discussed 

7.2 Petitions
Members of the public may submit a petition through a 
member of the Committee or the Legislative Assistant

7.3 Presentations 
The Committee may receive presentations from 
Community Groups.  Requests to present must be made in 
writing to the Legislative Assistant for the Committee
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Mock Committee Meeting

Presenter
Presentation Notes
7.1 Correspondence – the public is permitted to communicate with the Committee by submitting correspondence to the Clerk’s Office. These pieces of correspondence, which typically focus on an item on the agenda, are circulated to members, and noted by the LA during the meeting. 

7.2 Petitions
Members of the public may submit a petition through a member of the Committee or the Legislative Assistant

Your petition will be presented at a meeting of Regional Council, Community Council, standing Committee, or Advisory Board or Committee. Then it is up to the members to choose whether or not to take any action.

After it has been presented, the petition becomes public information and anyone may view it. 

7.3 Presentations
The public may submit a request to make a presentation to the Committee. Request to present must be made in writing to the Clerk’s Office outlining the subject matter and purpose of the presentation. These requests are then review by the Chair, HRM staff, and the LA to determine whether to place them on the Agenda for a meeting. 




Agendas and Meetings (cont’d)

8. INFORMATION ITEMS BROUGHT FORWARD
This section includes information reports that a member has 
requested come forward from a previous agenda. The request 
is made during the approval of the order of business for the 
next meeting of the Committee.

9. REPORTS/DISCUSSION
This section includes reports prepared by staff on a variety of 
issues and contain a recommendation.  
Recommendations will appear on the agenda (see 9.1.2).
Staff may give a presentation relating to the report.  
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Mock Committee Meeting

Presenter
Presentation Notes
8. Information Items Brought Forward
Typically, information items – in the form a information reports – are circulated to members in the agenda packages and published online, for information purposes only – I.e. they are not discussed by the Committee at the meeting. However, a Member can request that an information item be brought forward for discussion at the next meeting. 

9. Reports/Discussion
Most of the meat of a meeting typically takes place in this portion of the agenda. Reports submitted to the Committee typically contain a recommendation for the Committee. These recommendations will typically appear on the agenda itself, 




Agendas and Meetings (cont’d)

10.ADDED ITEMS
Items added to the agenda at the beginning of the 
meeting will be considered here.

11. DATE OF NEXT MEETING – TBD
As per the approved schedule

12.ADJOURNMENT
Requires a mover only
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Mock Committee Meeting

Presenter
Presentation Notes
10. Added items 
Items which were approved to be added to the agenda at the approval of order of business stage will be addressed at this time. 

11. Date of Next meeting 
Reminder to Members and the public of when the next scheduled meeting for the Committee is. 

12. Adjournment 

Requires a mover only – not a seconder



Conflict of Interest
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“Going Through the Motions”



Conflict of Interest
• The Municipal Conflict of Interest Act applies to Regional Council, 

Community Councils, and Boards and Committees: 
https://nslegislature.ca/sites/default/files/legc/statutes/municipal%20confli
ct%20of%20interest.pdf

• Undeclared conflicts of interest, whether perceived or direct, can put the 
decisions of the board/committee at risk, and potentially expose the 
member to personal liability.
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Conflict of Interest

• Section 6 of the Act requires that any member who 
has any direct, indirect or deemed pecuniary 
(financial) interest in any matter before the 
Board/Committee:

• Formally disclose the conflict and its general 
nature;

• Withdraw from the meeting table when the 
matter comes up on the agenda;

• Refrain from taking part in the debate and voting 
on the matter.

Presenter
Presentation Notes
The Municipal Conflict of Interest Act is a piece of Provincial Legislation which government COI for Municipal Boards and Committees. 

[1] Who it Applies to/Scope of the Act


[2] Different Interests
Interests The Act speaks of “interests.” These can be discussed under the headings: 
direct pecuniary interest 
indirect pecuniary interest 
deemed pecuniary interest


[3] Exemptions
Section 5 (1) of the Act provides the exemptions, and the circumstances. They are self explanatory (see Appendix 4.3a), however, if there is any question, the councillor should seek independent legal advice. This is not legal advice from the municipal solicitor, whose role is to advise the council and not individual councillors.

[4] Obligations Under the Act


[5] Liability




Interests The Act speaks of “interests.” These can be discussed under the headings: 
direct pecuniary interest 
indirect pecuniary interest 
deemed pecuniary interest


A useful question for a member to ask is: “What could I possibly stand to gain or lose from the outcome of this matter?” Unless the answer is “Absolutely nothing” the member has an interest which, unless it is exempted elsewhere in the legislation, requires the member to adhere to the course of conduct set out in the Act. Generally, if you have to ask yourself whether the Act applies, it probably does, and you should declare an interest, or, at a minimum, obtain independent legal advice and follow it. 

It is also important to note that the municipal solicitor does not advise individuals on issues regarding conflict of interest. The municipal solicitor’s role is to advise the council and not individual councillors or members of boards, commissions or committees. It is the personal responsibility for the councillor to obtain his or her own legal advice on such matters. 

https://nslegislature.ca/sites/default/files/legc/statutes/municipal%20conflict%20of%20interest.pdf


Conflict of Interest
Example 1:
Committee member owns property on a street being 
considered by the Committee for enhanced central water 
and sewer service. 

- Direct Conflict
Example 2:
Motion to grant municipal funding to a local art gallery. 
Committee member is the director of the of the Gallery. 

- Indirect Conflict
Example 3:
Motion to register a property as a Heritage Property. 
Committee member’s brother owns the property.

- Deemed Conflict
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Conflict of Interest

Presenter
Presentation Notes

As public Appointees to Municipal Boards and Committees, you are responsible for representing the views, and acting in the interests of the community, rather than personal interests. 

This is important because a failure to property declare a conflict of interest can open up the decision, or any subsequent aciton based on that decision,  to vulnerability to a legal challenge. 

Conflicts of interests in the Municipal Context are governed by Provincial legislation – being the Municipal Conflict of Interest Act. 

(iv) Municipal Conflicts of Interest Act 

• applies to elected public officials and appointed members of municipal commissions, boards, and committees 

• legislation requires members: 
o declare conflict as soon as practicable 
o withdraw from place as member 
o refrain from consideration of the issue 
o refrain from attempt to influence decision 



The Act sets out circumstances where a members is considered to be in a conflict of interest, and when they are not. It also sets out specific requirements for making a declaration of a COI. 

The declaration is required to be noted in the official minutes of the meeting. 

A failure to comply with the Act can result in the decision being legally challenged, and the member losing their seat, and possibly ordered to pay restitution. 

Members should consult this act when they feel as though they might be in a conflict of interest, as well as HRM legal services. 


 (ii) What is a Conflict of Interest?
• personal interest in a matter(s) handled by committee
• could be a direct or indirect pecuniary interest but need not be
• those terms appear in both the Public Appointment Policy and Municipal Conflicts of Interest Act borrowed from the latter
• pecuniary interest not defined but is a financial interest
• direct interest is that of applicant or member
• indirect interest arises from applicant or member’s relationship with a person with an interest
• there is also a deemed pecuniary interest in the Act
• could be either an actual conflict of interest or a perceived conflict of interest
• a perceived conflict of interest is one where a reasonably informed objective bystander would consider might influence a decision



Only you can determine 
a conflict of interest
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Member Conduct

• Diversity means understanding and utilizing different views, 
ideas, life experiences, skills and knowledge.

• An inclusive municipality is about community actions meant to 
eliminate barriers so all of its members can fully participate 
and contribute.

• Collectively, we have a responsibility to:
– Acknowledge diversity as a strategic priority of HRM and 

demonstrate behaviours consistent with the HRM Diversity 
and Inclusion goals

– Create and maintain an inclusive working environment that 
is free from discrimination and harassment

– Be respectful of colleagues and citizens
• For more information visit http://www.halifax.ca/diversity/
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Diversity & Inclusion 

http://www.halifax.ca/diversity/


Member Conduct

• The Chair is the spokesperson for the Committee and 
will communicate only the recommendation of the 
Committee. Other Committee members may not
represent the Committee or municipality in any capacity.

• A member who fails to attend three (3) consecutive 
meetings without having been excused shall be deemed 
to have resigned from the Committee.

• Members of the public who are appointed to an Advisory 
Committee shall serve and be seen to serve in a 
conscientious and diligent manner that accommodates 
access to services by diverse communities and is 
respectful of difference and diversity.
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Member Conduct
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