
The Corporation of the  
Township of Otonabee-South Monaghan 

 
Parks and Arena Committee (“the Committee”) 

 
Terms of Reference 

 
 

1. Mission Statement 
 

To enhance the quality of life for the Township of Otonabee-South 
Monaghan residents through the promotion of leisure and recreational 
services. 

 

2. Mandate 
 

The mandate of the Parks and Arena Committee is to advise Township 
Council in all matters, present and future, concerning parks and recreation 
in the Township of Otonabee South Monaghan.  The Committee also acts as 
liaison with township residents, educational and private organizations to 
further the development and use of programs and/or facilities that pertain 
to recreation and parks in the Township of Otonabee South Monaghan. 

  

3. Goals and Objectives 
Members of this committee will be expected to participate in developing 
the long-term vision and objectives for Parks and Arena for the Township of 
Otonabee South Monaghan.  The committee will focus on, but not limited 
to, the following tasks: 

 
• Identify community needs; 

• Identify strengths, weaknesses, opportunities and threats that will 

impact meeting the community needs; 

• Establish a system to prioritize the community needs; 

  



• Evaluate, assess and prioritize the community needs on an annual basis; 

• Use the findings from above to recommend a long-term vision and 

objectives for Parks and Arena; 

• Co-ordinate, encourage and develop year-round recreational 

opportunities; 

• Seek and develop innovative partnerships that will enhance the quality 

of life for the residents of Otonabee South Monaghan; 

• Pursue funding opportunities, where appropriate, to improve and 

maintain a high-quality of recreational services. 

 

4. Roles and Requirements of Committee 
 

The Parks and Arena Committee shall be required to: 
 

(a) Act in an advisory capacity to the Otonabee South Monaghan council in 

all matters pertaining to parks, arena, recreation, playgrounds and 

related facilities/services; 

(b) Review the annual Parks and  Arena budget and make appropriate 

recommendations to Otonabee-South Monaghan Council;  

(c) Bi-monthly, or thereabouts, monitor and review all Parks and Arena 

expenditures;  

(d) Promote and enhance public awareness in recreational services, and to 

that end, solicit to the fullest extent possible the cooperation of school 

authorities and other public and private agencies; 
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(e) Recommend the marketing of relevant activities and services to 

Internet/online based municipal facilities (website) and social media, as 

well as appropriate physical signage; 

(f) Review information received with respect to facilities safety and/or 

physical accessibility by all members of the community; 

(g) Make recommendations, as appropriate, for maintenance and/or repair; 

(h) Develop appropriate strategic plans to meet the recreational needs of 

township residents. 

 

5. Reporting and Functional Relationships 
 

The Committee reports directly to the Council of the Township of 
Otonabee-South Monaghan.  The Committee shall not direct the work of 
the Council or administration (specifically the Parks and Arena Manager and 
staff) of the Township of Otonabee-South Monaghan.  Council may request 
the committee to review and report to Council and/or staff on matters 
pertaining to the committee’s mandate. 

 

6. Committee Membership 
 

The Committee shall constitute eight (8) of the following voting members, 
who shall be at least 18 years of age 

 
• Five (5) residents of the Township of Otonabee-South Monaghan 
• Two (2) Members of Council  
• One (1) Committee Secretary (non voting member) 

 
 

With the exclusion of the Members of Council, members are volunteers, 
and shall be appointed by the Council of the Township of Otonabee-South 
Monaghan for the duration of the term of Council making the appointment.  
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Council may reappoint key advisory committee members in a new term of 
Council to ensure consistency.  Appointments may be revoked at any time 
at the discretion of Council. 

 
Staff, guests, “delegations” and members of the public do not constitute  
the Committee and shall not have the right to vote. 

 
 

7. Expectations of Committee Members 
 
 Committee members are expected to: 
 

• Understand the mandate of the committee, including its relationship 
to Council; 

• Understand their Roles and Expectations; 
• Understand the role and expectations of the committee chair, 

Council liaison and staff; 
• Strive to attend all scheduled and special committee meetings; 
• Prepare for meetings by reading agendas and any background 

information, which will be supplied at least five days prior to meeting 
date; 

• Actively participate in the discussion and decision making process; 
• Undertake any work assigned, including special projects and 

research, in between meetings; 
• Be open-minded and allow for a variety of opinions to be heard 
• Respect the individual worth and dignity of other committee 

members, and maintain a high degree of professionalism; 
• Refer to the Chair and Township procedural by-law for questions of 

procedure; 
• Recognize limitations on participation and inform the Chair and staff 

when these limitations are exceeded; 
• Ask questions, and seek clarification through the chair and the staff; 
• Respect that actions taken, and recommendations shall reflect the 

majority view of the committee; 
• Respect the decisions and finality of Council; 

4 



• Clearly identify any items of pecuniary interest before they are 
discussed, and refrain from discussion and voting on the same; 

• In a public forum, clearly identify when they are speaking in their 
capacity as a committee member, or as an independent citizen, 
where appropriate. 

 

8. Expectations of Committee Chair 
 
 Committee Chairs are expected to: 
 

• Understand the mandate of the committee, including its relationship 
to Council; 

• Understand the role and expectations, including relevant Township 
policies; 

• Understand the role and expectations of the committee members, 
Council liaisons and staff; 

• Strive to attend all scheduled and special committee meetings; 
• Prepare for meetings by reading agendas, minutes and any 

background information which will be supplied at least five days prior 
to meeting date; 

• Facilitate the meeting by identifying the order of proceedings and 
speakers; interpret and determine questions of procedure; ensure 
active participation by all advisory committee members, maintain 
decorum and ensure fairness and accountability; 

• Generally refrain from the discussion until all committee members 
and Council liaison have had an opportunity to speak on a matter; 

• Ensure delegations are fairly and appropriately received; 
• Refrain from voting unless a tie is present; 
• Undertake any work assigned, including special projects and 

research, in between meetings; 
• Lead the preparation of annual reports/presentations to Council; 
• On a regular basis, review the goals and objectives of the committee 

and ensure it is realistic and up to date; 
• Be open-minded and encourage a variety of opinions to be heard; 
• Respect the individual worth and dignity of other committee 

members, and maintain a high degree of professionalism; 

5 



• Recognize limitations on participation and inform the committee and 
staff when these limits are exceeded; 

• Ask questions, and seek clarification of other committee members 
and staff; 

• Respect that actions taken and recommendations shall reflect the 
majority view of the committee; 

• Respect the decisions and finality of Council; 
• Clearly identify any items of pecuniary interest before they are 

discussed, and refrain from discussion and voting on same; 
• In public forum, clearly identify whether he/she is speaking in the 

capacity of an advisory committee chair, or as an independent 
citizen, where appropriate; 

• Provide orientation of new committee members. 
 

9. Expectations of Committee Secretary 
 

• Prepare minutes (without note or comment); 
• Record when the meeting started and adjourned; 
• Record the committee members present and absent; 
• Record a summary of the discussion for each item, actions to be 

taken and recommendations of the committee, including the names 
of the movers and seconders of motions; 

• Note any disclosures of pecuniary interest, including the general 
nature thereof; 

• Review and correct any errors in the minutes of previous meetings; 
• Provide draft minutes to staff for circulation; 
• Understand the mandate of the committee, including its relationship 

to Council; 
• Understand their role and expectations of the committee members 

and Council liaisons; 
• Remain impartial to all committee members, and in carrying out 

duties; 
• Distribute draft agendas and minutes to the Department Manager at 

least one week before a regularly scheduled meeting for distribution 
to Committee Members. 
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10. Expectations of Council Liaisons 
 
 Committee Council Liaisons are expected to: 
 

• Understand the mandate of the committee, including its relationship 
to Council; 

• Understand the role and expectations, including relevant Township 
policies; 

• Understand the role and expectations of the committee meetings, 
committee chairs and staff; 

• Strive to attend all scheduled and special committee meetings; 
• Prepare for meetings by reading agendas and any background 

information which will be supplied at least five days prior to meeting 
date; 

• Assist the chair by giving advice on questions of procedure, and 
ensure active participation by all committee members; 

• Ensure delegations are fairly and appropriately received; 
• Ensure staff are not taking on tasks outside the general parameters 

of their position; 
• Actively participate in the discussion and decision making process; 
• Undertake work assigned, including special projects and research, in 

between meetings; 
• Liaise between Council and the committee, providing information 

and clarification; 
• Ensure committee members are aware of Council issues that may 

affect the goals and objectives of a committee, including resolutions 
of Council; 

• Assist the chair in reviewing the goals and objectives of the 
committee and ensuring they are realistic and up to date; 

• Be open minded and encourage a variety of opinions to be heard; 
• Respect the individual worth and dignity of other committee 

members, and maintain a high degree of professionalism; 
• Recognize limitations on participation and inform the committee and 

staff when these limits are exceeded; 
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• Ask questions, and seek clarification of other committee members 
and staff; 

• Respect that actions taken and recommendations shall reflect the 
majority view of the committee; 

• Clearly identify any items of pecuniary interest before they are 
discussed, and refrain from discussion and voting on same. 

 

11. Expectations of Parks and Arena Department Manager(s)  
 

• Understand their role and expectations, including relevant Township 
policies; 

• Understand the role and expectations of the committee members, 
committee chair and staff; 

• Ensure staff receive appropriate training and coaching to assist 
Council in a professional and competent manner; 

• Track staff-related work, including policy work; 
• Ensure the nature and amount of work performed by staff is 

appropriate; 
• Contact the CAO and Council when issues and concerns related to 

staff are present; 
• Regularly review all committee agendas, minutes and related 

resolutions of Council, and coordinate staff responses to committee 
recommendations and actions; 

• Ensure conflict resolution mechanisms are employed, where 
appropriate; 

• On an annual basis, prepare policy related components of annual 
reports and/or presentations to Council;  

• Responsible for the preparation of the annual budget and review 
with the committee; 

• Ensure appropriate follow-up with relevant staff; 
• Remain impartial to all committee members, and in carrying out 

duties; 
• Responsible for the day to day operations of the Arena facility and 

parks maintenance; 
• Prepare agendas and any background information and provide same 

to committee members at least five days prior to meeting date. 
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12. Procedures 
 
 Procedurally, 
 

(1) All recommendations and other acts of appropriate direction, shall 
be moved and seconded by two, duly appointed committee 
members, with the exclusion of the chair, and those who have 
declared a conflict with a particular item. 

 
(2) Moving and seconding a motion implies with a particular item be 

brought forward for discussion.  It does not mean that an item 
necessarily be “supported”.  Support for a motion is expressed 
through verbal discussion and voting. 

 
(3) A simple majority vote of the committee members present shall be 

followed, unless determined otherwise by legislation. 
 

(4) Quorum shall be a simple majority of the total committee members 
with the exclusion of the Committee Secretary.  

 
(5) Non-quorum meetings shall be permitted, but may not contain any 

actions to be taken, or recommendations. 
 

(6) Minutes of a non-quorum meeting shall be recorded in the same 
format as regular meetings, and shall be considered by Council as 
“minutes of the non-quorum meeting.” 

 
(7) At the first or second meeting, staff shall be responsible for calling 

the committee meeting to order, and conducting the election of the 
chair and vice-chair by simple nomination on an election-term basis. 

 
(8) If the chair is not present within the first ten minutes of the 

committee meeting, the vice chair shall preside.  If the vice-chair is 
not present within the first ten minutes of a committee meeting, the 
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members shall appoint, by consensus, an acting chair, who will 
preside for the duration of the meeting. 

 
(9) The committee shall not “reconsider” a motion, unless directed by 

Council. 
 

(10) Recorded votes shall not be permitted in Parks and Arena 
Committee. 

 
(11) The Parks and Arena Committee generally meet on a bi-monthly 

basis. 
 
12. Meeting structure, agenda and minute formats 
 
 Meeting structure, agenda and minute formats should meet the needs of 

individual advisory committees, while ensuring the consistency, 
completeness and accountability.  It is recommended that the following 
components be included in committee agendas, where specific subject 
items are described in each component: 

 
 (1) Call to Order 
 (2) Declaration of Pecuniary Interest 
 (3) Review of Agenda 
 (4) Approval of Minutes 
 (5) Delegations 
 (6) Approval of Accounts Payable 
 (7) Receipt of General Ledger Reports 
 (8) Managers Report/Project Update 
 (9) Correspondence 

(10) Other Matters 
 (11) Next Meeting Schedule 
 (12) Adjournment 

 
It is recommended that minutes briefly outline the substance of each of the 
items listed on the agenda, including actions taken and recommendations.  
In addition, a summary of the recommendations presented in the minutes 

10 



(or report) to Council shall be listed at the front of the document, in 
prominent type.  

 

13. Meeting Schedule 
 

Regular meetings will be held generally bi-monthly.  The committee shall 
establish a meeting schedule, setting out the time and place for meetings.  
Meeting venues shall be physically accessible, and sufficient to 
accommodate committee members, staff and guests. 

 

14. Indemnification Clause 
 

In carrying out the mandate of the Parks and Arena Committee the said 
Committee, and its the members shall at all times be agents of the 
Township of Otonabee South Monaghan, and whiling acting bona fide 
within the limits of the committee mandate, neither the Committee, nor 
any members thereof, shall incur any liability by reason of anything done, 
or left undone by the Committee, provided however, that nothing in this 
paragraph shall authorize or empower the Committee to incur any debt, 
liability or obligation for which the Municipality of the Township of 
Otonabee South Monaghan shall become liable. 
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