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Planning Advisory Committee 
Terms of Reference 

 
Background  
 
The Planning Advisory Committee is established under Section 200 of the 
Nova Scotia Municipal Government Act which provides that a municipality 
may, by policy, establish a Planning Advisory Committee. 
 
The purpose of a planning advisory committee is to advise Council 
respecting the preparation or amendment of planning documents and 
respecting planning matters generally. 
 
Committee Mandate 
 
The responsibilities of the Planning Advisory Committee shall include: 
 

(a) Reviewing planning matters referred by Council and making 
recommendations to Council with respect to planning matters 
including Development Agreements and amendments to the 
Municipal Planning Strategy and Land-Use By-Law. 

 
The Committee is expected to conduct an update of the Municipal Planning 
Strategy and Land-Use By-Law every 10 years and recommend amendments 
to Council as they arise. 
 
The Planning Advisory Committee meets no more than monthly and only as 
required to discharge its responsibilities. 
 
Committee Membership 
 
The membership of the Planning Advisory Committee shall include: 
 
 Three members of the Town Council; 
 Planning staff (non-voting); 
 A Town employee designated as Secretary by the CAO (non-voting); 

and 
 Up to four public members as appointed by Council. 

 
Voting membership on the Planning Advisory Committee will be restricted to 
residents of the Town of Mahone Bay. 
 
 
 
 


	1.0 Purpose
	The purpose of this policy is to manage the creation and dissolution of Town Council Committees as required and to provide Council, staff and community members with a reference for council committees.
	This policy will serve as a reference in the formation of new Town Council Committees. This policy will provide guidelines for the organization of committees, committee membership, meeting practices, and roles of committee members.
	This policy will include a list of current Town Council Committees.
	2.0 Scope
	The Committees Policy applies to all Town of Mahone Bay Committees of Council, at all times and without exception. The following provisions shall apply to all Town Council Committees listed in this policy, except where the policy specifically provides...
	The Committees Policy will repeal and supersede any and all previous policies held by the Town of Mahone Bay regarding and/or governing Town Council Committees.
	3.0  Terms
	Committees will submit regular written reports or minutes to Council for review and will present recommendations for Council approval. This will generally take place at the next regular Council meeting following the date of the Committee meeting (or a...
	All Town Council Committees are expected to:
	 Review and advise Council on any matter referred by Council;
	 Receive delegations and correspondence related to the Committee’s mandate;
	 Conduct community and stakeholder consultation and engagement and report to Council;
	 Make recommendations to Council related to the Committee’s mandate;
	 Identify and recommend to Council external funding sources supporting the Committee’s mandate;
	 Collaborate with other Committees of Council;
	 Provide recommendations to the Town’s annual budget – if any – no later than the end of January of each year;
	 Provide regular public reports to Council in the form of Minutes.
	Town Council Committees do not:
	 Make financial commitments on behalf of the Town;
	 Provide direction to Town staff.
	Terms of Reference: Town Council Committees require Terms of Reference for members to promote and adhere to which are clear in purpose and easily recognizable as being for the public good. The mandate must be one which members can work toward with tan...
	Advisory Committees are responsible to review their Terms of Reference and make recommendations to Council for their amendment as deemed necessary or desirable by the Committee.
	Role of Committee Chair: The Chair is appointed annually or when the position becomes vacant. Council may appoint a Chair of any committee from the membership by motion. If Council does not appoint a Chair, the Chair will be determined from the member...
	The Chair of a Town Council Committee is entitled to speak and vote on any motion. The Chair will call the meeting of the committee to
	order and ensure appropriate procedures are followed (as specified in the Town of Mahone Bay Town Council Policy). The Chair will serve as the representative of the committee at official functions; however, this function can also be delegated to anoth...
	Role of Committee Secretary: The Committee Secretary is always a non-voting staff member designated by the CAO. The Secretary will prepare the agenda and keep the minutes of the committee meetings in accordance with the Town of Mahone Bay Town Council...
	a) to collect agenda items and input from committee members and issue the agenda, along with any other required documents, to the committee prior to the meeting;
	b) prepare and issue minutes of meetings in a timely fashion; and,
	c) ensure that the activities of the committee are communicated effectively to the community, prepare any press releases and coordinate with the Town’s website manager to ensure that pertinent information is made available to the public.
	Role of Committee Members: All members of Town Council Committees are expected to:
	5.0 Committee Membership:
	Council Committees may be comprised of Council members, Town staff and public members as specified in their Terms of Reference, appointed in accordance with this policy. Advisory Committees, excluding Citizen Advisory Committees, will generally be com...
	Voting members of Town Council Committees must be residents of the Town, owners of property within the Town, or currently active members of stakeholder or community organizations as per each committee’s Terms of Reference. The majority of voting membe...
	5.1 Appointment of Committee Members:
	Council Member Appointment
	 Upon the swearing in of the Town Council following a municipal election, and every two years thereafter during the life of a Council, the Mayor shall consult with members of Council and present to Council a list of proposed Council member appointmen...
	 Unless otherwise governed by policy or legislation, Council appointments to committees, boards and commissions shall be made
	for a two year term and such appointments shall be by motion of Council.
	 If a vacancy should occur, Council may leave the position vacant for the balance of the term or appoint a replacement for the vacancy by motion of Council.
	 The Mayor shall be a non-voting member of all Town Council Committees in which the participation is ex-officio.
	Staff Member Appointment
	 The Town staff person(s) holding the position(s) specified in the Committee’s Terms of Reference on a permanent or acting basis will be considered members of the Committee; if the specified staff person is unavailable to attend a meeting the CAO may...
	 Additional Town staff persons may be directed to attend meetings of Town Council Committees by the CAO but will not be considered Committee members.
	 Town Staff are always non-voting members on Town Committees.
	 The CAO shall be a non-voting ex-officio member of all Town Council Committees.
	Public Member Appointment
	 Unless otherwise governed by policy or legislation public member appointments to Town Council Committees will be made on a calendar basis in December of each year for an appointment of two years beginning in January. Council may terminate any public...
	 If a vacancy should occur, Council may leave the position vacant for the balance of the term or appoint a replacement for the vacancy by motion of Council.
	 The Town will advertise all vacancies for public members on Town Council Committees prior to the expiration date of the term of office and additionally as required to fill unanticipated vacancies.
	 Vacancies will be advertised by circulating a notice to all residents of the Town through Canada Post and on the Town website. Such notices will include the selection criteria contained in this policy.
	 Application forms (attached as a schedule to this policy) will be available at the Town Hall and on the Town website.
	 All applicants (including those re-offering) must complete an application form and submit it on, or before, the deadline date indicated.
	 The Terms of Reference for a Council Committee may require one or more public members to serve as representatives of a stakeholder or community organization with candidate nominations being forwarded for Council’s consideration. Completed applicatio...
	 Selection process:
	o Members of the Town Council will review those applications received, selecting those individuals most suitable for the positions available.
	o If there are only enough applicants to fill the available vacancies and Council approves the candidate offering for the position, no further assessment is necessary.
	o If there are more than enough applicants to fill the available vacancies Council will score the candidates according to the following criteria:
	 Committee experience (on a committee of council or equivalent committee of any organization) – 1 point per year of experience to a maximum of 4;
	 Educational, work, and volunteer experience relevant to the Committee’s mandate – 1 point per year of experience to a maximum of 4;
	 Demonstrated suitability and support for the values outlined in the Council’s Strategic Plan – up to 2 points;
	 Demonstrated proficiency with computers – up to 2 points;
	 Additional criteria as provided in the Committee’s Terms of Reference – up to 4 points.
	o The scoring for each candidate would be the sum of the points received from each member of Council based on the criteria. Candidates will then be ranked in order of the highest total of points received. This ranking would be a guideline for Council ...
	o Notwithstanding the ranking of any candidate, the final selection and appointment to Town Council Committees is at the sole discretion of Council by motion. The Town Council is not obligated to appoint any candidate and may instead re-advertise for ...
	6.0 General
	Meeting Procedures: Meetings of Town Council Committees will generally adhere to the meeting procedures specified in the Town of Mahone Bay Town Council Policy. Quorum at a meeting of a Town Council Committee shall be the same as quorum at a Town Coun...
	Committees shall meet at such a time and place as set out at the preceding meeting or at such other time and place as Council, the Committee Chair, or a quorum of committee members decides, with at least three business days advance notice to members a...
	Agenda Items: In accordance with procedures specified in the Town of Mahone Bay Town Council Policy all agenda items must be forwarded to the Secretary at least five business days prior to the next scheduled meeting. The committee agenda, along with t...
	Resources/Accounts:  Where applicable, Town Council Committees will be allocated funds as a component of the Town’s annual budget for purposes directly related to their mandate as specified in their Terms of Reference; committees are generally expecte...
	Subject to motion(s) of Council, the resources which may be utilized by the Committee, in addition to expense claims for committee business through the CAO, include:
	Conflict of Interest: Any member of a Town Council Committee with a conflict of interest related to motions or actions of the committee, must acknowledge the conflict and follow the same procedures as those followed by Council; have the conflict recor...
	Council Review: In the event that a Town Council Committee ceases to function as prescribed by this policy or as set out in the committee’s Terms of Reference, or ceases to meet for three or more successive scheduled meetings, or is unable to meet wit...
	Current Town Council Committees List:
	Clerk’s Annotation for Official Policy Book
	Date of Notice to Council Members of Intent
	to Consider {7 days minimum notice}:          _October 25, 2018__

