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2017 Hinton Municipal Election

Prospective Candidate Package
Dear Prospective Candidate:
Thank you for your interest in joining Hinton’s Town Council. The Town of Hinton’s Council
consists of six Councillors and a Mayor, elected for a term of four years. This package includes
information and resources that should be helpful to you as you work towards becoming a
candidate for Hinton’s Town Council, however please note that this document is not inclusive of
all information contained within all legislation.
This package contains the following resources:
•

A brief overview of the Town of Hinton

•

An overview of Hinton’s municipal government and the associated roles

•

An outline of key dates

•

Additional information regarding campaign signage, training, and contact information

•

A copy of the Nomination Form and Candidates Acceptance
Please note that this completed form must be submitted on Nomination Day: Monday,
September 18, 2017 between 10:00 a.m. and 12:00 p.m. at the Town Office, 2nd Floor, 131
Civic Centre Road.
The Nomination Form is also available online at http://www.municipalaffairs.gov.ab.ca/
election-forms

•

A copy of Hinton’s procedural bylaw

•

The Prospective Candidate’s Guide, as provided by Alberta Municipal Affairs

For more information, please refer to the Local Authorities Election Act, available online at http://
www.qp.alberta.ca/documents/Acts/L21.pdf or contact the Town of Hinton’s Legislative &
Administrative Assistant, Jenna Altrogge, at jaltrogge@hinton.ca or 780-740-8059.
Sincerely,

Denise Parent, B.A., CPA, CMA
Director of Corporate Services, Returning Officer
2nd Floor, 131 Civic Centre Road

p.780.740.8059

Hinton, AB T7V 2E5

f. 780.865.5706

www.hinton.ca

jaltrogge@hinton.ca

The Hinton Advantage
Perfectly located on the Yellowhead Highway in the Athabasca River Valley, the Town of Hinton is 15
minutes east of the Jasper National Park gates and 300 km west of Edmonton.
Every inch of Hinton offers opportunity—some of our strongest industries include: coal, natural gas,
forestry, manufacturing, oilfield services, pulp and paper, gravel, and tourism.
Hinton is an inclusive community celebrating an abundance of art, cultural, and outdoor recreation
opportunities. Some of our main attractions include: the three-kilometer fresh water Beaver Boardwalk
(the longest freshwater boardwalk in Canada), the annual Föhn Festival, the Mary Reimer Memorial
Rodeo, the Wild Mountain Music Festival, and the acclaimed Hinton Mountain Bike Park.
Hinton is rich with outdoor recreation opportunities; there are endless options for camping, hiking,
skiing, fishing, water sports, hunting, and off-road vehicle riding. We also have phenomenal soccer,
ball, and hockey groups, and we offer unparalleled mountain biking opportunities, making Hinton
Alberta’s Mountain Bike Mecca.

Thanks to our strong municipal leadership, the town of Hinton is proactively planning and building to
ensure the success and sustainability of our community—Hinton is open for business, recreation,
culture, and the arts. We’re building our future together as we “Seek Better Days” in Hinton.

For more information about Hinton, please visit www.hinton.ca. For statistics
and demographics, visit www.hinton.ca/184/Statistics-Demographics.

An Overview: Municipal Government
The Town of Hinton conducts a general municipal election every four years for the municipal
offices of a mayor and six councillors. All general municipal elections in Alberta are conducted
under the authority of the Local Authorities Election Act. You should be aware of the contents of
this Act, as there may be severe penalties (including fines, imprisonment, and disqualification from
elected office) if you are found in breach of its provisions.
Within Canada, there are three levels of government:
Federal: elected representatives are referred to as Members of Parliament (MPs)
Provincial: elected representatives are referred to as Members of the Legislative Assembly (MLAs)
Local: elected representatives are referred to as Mayor and Councillors
The province provides the structure for local governments by statute with the Municipal Government
Act being the primary set of rules under which municipalities operate.
The purpose, powers, duties, and functions of municipalities are stated in Part 1, Sections 3 through
6 of the Municipal Government Act. The purpose of a municipality is to provide good government,
services, facilities, or other things that are necessary or desirable, and to develop and maintain safe
and viable communities by the power, as well as duties and functions, imposed on them by the
Municipal Government Act and other enactments.

An Overview of Responsibilities
It is very important to understand that being an elected official requires a lot of your time and
energy. Being elected as mayor or councillor is a four-year commitment to public service.
Elected officials put in significant hours to serve in their roles and meeting their
responsibilities. Currently, the mayor and councillor positions are deemed to be part-time
positions.
Note that part-time does not mean half-time. During your four-year term as mayor or
councillor, you are required to attend many meetings, conferences, conventions, training
workshops, and social events. You will need to spend a considerable amount of time reading
and preparing for meetings so you can make informed decisions. Remember, there is a
council meeting every week (except in July and August and when a Tuesday is the first day
of the month in a 31-day month). You will be expected to attend numerous functions and
events as dignitaries, representatives, and officials during the day, evening, and occasionally
on weekends.
The mayor has additional responsibilities as head of council, chairing regular council
meetings, participating in inter-municipal, inter-government, and regional matters, and
representing the Town as its main dignitary and council spokesperson with the media. The
mayor usually has more office duties and more social obligations than councillors.
As the Town moves toward reducing paper and to assist you in performing your duties, most
meeting agendas/packages are being provided electronically to council members. You will
be expected to use a smartphone and computer/laptop to receive email messages and your
council agendas.
Each council member will also be appointed by council to serve as members and alternate
members on various Town-appointed committees. Committee meetings may or may not be
held during daytime hours and there will be evening meetings to attend as well. Some
committees meet more often than others.
The mayor and councillors are very actively involved in the selection process of public
committee members. Recruitment for public committee members usually commences in
August/September of each year.
Being an elected official becomes a lifestyle, one in which you are always interacting with the
community while representing the municipality. When you are in the public eye, many people
will want to approach you and discuss Town matters. You will receive phone calls at home,
during the day, in the evening, and on weekends. The demand on your time is something to
seriously consider, as elected officials must balance these responsibilities with their personal
life, work, and other aspects of their lives.

Running for Mayor
Term of Office: 4 years
Duties of Mayor: The Mayor is the chief elected official of the municipality and has duties that
encompass those of both Councillor an Chief Elected Official (as outlined in section 153 and section
154(1) of the Municipal Government Act).
Under section 153 of the Municipal Government Act, Councillors have the following duties:
a)

to consider the welfare and interests of the municipality as a whole and to bring to council's
attention anything that would promote the welfare or interests of the municipality;

b)

to participate generally in developing and evaluating the policies and programs of the
municipality;

c)

to participate in council meetings and council committee meetings and meetings of other
bodies to which they are appointed by the council;

d)

to obtain information about the operation or administration of the municipality from the chief
administrative officer or person designated by the chief administrative officer;

e)

to keep in confidence matters discussed in private at a council or council committee meeting
until discussed at a meeting held in public;

f)

to perform any other duty or function imposed on councillors by this or any other enactment or
by the council.

Under section 154(1), a chief elected official, in addition to performing the duties of a Councillor, must:
a)

preside when in attendance at a council meeting unless a bylaw provides that another
Councillor or other person is to preside, and

b)

perform any other duty imposed on a chief elected official by this or any other enactment or
bylaw.

(2)

The chief elected official is a member of all council committees and all bodies to which council has
the right to appoint members under this Act, unless the council provides otherwise.

(3)

Despite subsection (2), the chief elected official may be a member of a board, commission,
subdivision authority, or development authority established under Part 17 only if the chief
elected official is appointed in the chief elected official’s personal name.

Running for Councillor
Term of Office: 4 years
Duties of Councillor: as outlined under section 153 of the Municipal Government Act
Number of Councillors: 6 positions

Under section 153 of the Municipal Government Act, Councillors have the following duties:
a)

to consider the welfare and interests of the municipality as a whole and to bring to council's
attention anything that would promote the welfare or interests of the municipality;

b)

to participate generally in developing and evaluating the policies and programs of the
municipality;

c)

to participate in council meetings and council committee meetings and meetings of other
bodies to which they are appointed by the council;

d)

to obtain information about the operation or administration of the municipality from the chief
administrative officer or person designated by the chief administrative officer;

e)

to keep in confidence matters discussed in private at a council or council committee meeting
until discussed at a meeting held in public;

f)

to perform any other duty or function imposed on aldermen by this or any other enactment or
by the council.

Under section 201(1) of the Municipal Government Act, a council is responsible for:

(2)

a)

developing and evaluating the policies and programs of the municipality;

b)

making sure that the powers, duties, and functions of the municipality are appropriately carried
out;

c)

carrying out the powers, duties, and functions expressly given to it under this or any other
enactment.
A council must not exercise a power or function or perform a duty that is by this or another
enactment or bylaw specifically assigned to the chief administrative officer or a designated officer.

Town Council Details
Term Commencement
The Local Authorities Election Act states that a person who is elected in an election (unless disqualified
from remaining in office) holds office from when he or she takes the Oath of Office, which will be
administered at the swearing-in ceremony on October 24, 2017.

Council Meetings
The first meeting of council after the election will be the Organizational Meeting which is scheduled for
Tuesday, October 24, 2017 at 4:00 p.m. At the Organizational Meeting, council members will appoint
the deputy mayor schedule and also appoint council members to various committees and boards. The
first regular council meeting of the newly elected council will follow immediately after the Organizational
Meeting on October 24, 2017.

Deputy Mayor
The deputy mayor serves as back-up to the mayor, chairs standing committee meetings and public
hearings, and attends other meetings and functions that the mayor is unable to attend. The position of
Deputy Mayor is rotated among council members throughout the four-year term so that each councillor
is provided an equal opportunity/experience as the deputy mayor. It is up to each newly elected council
to decide if they wish to continue with this method of determining who serves as deputy mayor.
Please ensure that you are available during the two weeks following Election Day (October 16
until October 30, 2017).
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Council & Committee Meetings
Regular Council Meetings
Regular council meetings take place every first and third Tuesday of each month in the evenings.

Standing Council Meetings
Standing council meetings take place every second and fourth Tuesday of each month in the
evenings.
Please note that the scheduling for regular and standing council meetings may change.

Committee Meetings
The mayor and councillors are appointed on an annual basis to various committees. These
appointments are made at the Organizational Meeting & Swearing in Ceremony (October 24, 2017).

Current Committees
•

911 Call Centre Management Committee

•

West Fraser Pulp Mill Advisory Committee

•

Community Engagement & Advisory
Committee (CEAC)

•

West Yellowhead Regional Waste Management

•

Home for Fine Arts Society of Hinton (ASH)

•

Community Futures West Yellowhead

•

Hinton Golfing Society

•

Disaster Services Committee

•

Hinton Historical Society

•

Evergreen Foundation Board

•

Forest Resources Advisory Group

•

Hinton Municipal Library Board

•

Inter-Municipal Committee (Yellowhead County)

•

Hinton Regional Economic Development Coalition
(HREDC)

•

Mary Reimer Park Society

•

Nominations Review Committee

•

Personnel/Council Liaison

Key Dates
Nomination Day
Monday, September 18, 2017
10:00 a.m.— 12:00 p.m.
Town Office | 2nd Floor, 131 Civic Centre Road

Advance Vote
Saturday, October 7, 2017
10:00 a.m.— 4:00 p.m.
Hinton Rec Centre | 805 Switzer Drive
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Advance Vote
Wednesday, October 11, 2017
10:00 a.m.— 8:00 p.m.
Hinton Rec Centre | 805 Switzer Drive

Election Day
Monday, October 16, 2017
8:00 a.m.— 8:00 p.m.
Hinton Community Centre | 965 Switzer Drive
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Councillor Orientation
October 18 & 19, 2017
8:00 a.m.— 3:30 p.m.
Location to be determined

March 2018
Sun Mon Tue Wed Thu Fri

Organizational Meeting &
Swearing in Ceremony
Tuesday, October 24, 2017
4:00 p.m.— 6:00 p.m.
Council Chambers | 2nd Floor, 131 Civic Centre Road

Date to file campaign disclosure
Thursday, March 1, 2018
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Additional Information
Election Signage
As outlined in Hinton’s Land Use Bylaw #1088, the following regulations apply for campaign signs
displayed during a period of federal, provincial, municipal, school board election, referendum, or
plebiscite.
There is no permit required, provided the signage meets the following standards:
Permitted Districts:

Maximum Sign Dimensions:

•

Residential

•

2.0 metre2 sign area

•

Commercial

•

1.5 metre sign height

•

Industrial

•

Special

Standards:
•

Shall be erected no more than sixty (60) days prior and shall be removed within seven (7) days
after the election to which they refer;

•

Shall not be placed on any centre median or in any location that affects traffic safety or visibility;

•

Shall not be illuminated.

Please consult the Town Planning department at 780.865.6010 to ensure that your signage is
appropriately placed and will not pose the risk of affecting traffic safety.

Candidate Training
Training is available for elected officials through the Elected Officials Education Program (EOEP). For
more information on training opportunities, contact Leanne Anderson.
Leanne Anderson, Registrar | Elected Officials Education Program
p: 780.989.7431 | e: landerson@auma.ca
Training may also be available through Alberta Municipal Affairs. Refer to their website for more
information: www.municipalaffairs.alberta.ca

Questions?
The Town of Hinton is happy to provide additional information or to answer any questions that you
might have about this process. For more information, contact Jenna Altrogge.

Jenna Altrogge, Legislative & Administrative Assistant | Town of Hinton
p: 780.740.8059 | e: jaltrogge@hinton.ca

TOWN OF HINTON
BYLAW #1060-5
BYLAW OF THE TOWN OF HINTON IN THE PROVINCE OF ALBERTA
FOR THE ORDERLY PROCEEDINGS OF
COUNCIL MEETINGS AND THE TRANSACTING
OF BUSiNESS BY COUNCIL OF THE TOWN OF H1NTON

WHEREAS it is Council’s desire to establish and follow a process and procedure of municipal
governance that reflects an open, transparent government where decisions are made after all
information has been provided;
NOW THEREFORE the Council of the Town of Hinton, in the Province of Alberta, duly
assembled and under the powers conferred upon it by the Municipal Government Act, RSA
2000, Chapter M-26, and amendments thereto, enacts as follows:
1) Title
1) This bylaw may be cited as the “Council Procedure Bylaw”.
2) Definitions
In this bylaw:
“Act” means the Municipal Government Act, R.SA. 2000, c. M-26, any regulations thereunder,
and any amendments or successor legislation thereto;
“Adjourn” used in relation to any meeting, except a public hearing, means to terminate the
meeting;
“Administrative Inquiry” is a request from a member of Council to the administration for the
future provision of information;
“Agenda” is the items of business of a meeting and the associated reports, bylaws or other
documents;
“Chair” means the Mayor, Deputy Mayor or other person who has authority to preside over a
meeting;
“Chief Administrative Officer” means the chief administrative officer of the Town of Hinton within
the meaning of the Municipal Government Act, or their designate;
“Conflict of Interest” refers to a Council member:
•

Who has a personal interest which would conflict with his or her obligation as a member
of Council to fairly consider a matter before Council; or

•

Whose ethical integrity of the Council member may be in doubt if that Council member
was to participate in the consideration of the matter before Council.
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“Council” is the municipal Council of the Town of Hinton;
“Council Meetings” are:
meetings of Council;

Regular, Standing Committee, Organizational and Public Hearing

“Councillor” is a member of Council who is duly elected and continues to hold office;
“General Election” means an election held in the Town to elect the members of Council as
described in the Local Authorities Election Act;
“In Camera” means a meeting closed to the public at which only Councillors and other persons
specified by council may attend at which no resolution or bylaw may be passed, except a
resolution to revert to a meeting held in public;
“Inaugural Meeting” means the organizational meeting immediately following the general
election;
“Information Request” is a request for information from the Chief Administrative Officer which
may require some interpretation of current bylaws, policies, procedures or budget, but can be
responded to within ten (10) business days of the request;
“Legislative Authority” means the Director of Corporate Services or their designate;
“Mayor” means the chief elected official of the Town of Hinton within the meaning of the
Municipal Government Act and is a member of Council;
“Member” means a member of Council duly elected and continuing to hold office, or a member
of a Committee duly appointed by Council;
“Minutes” are the record of decisions of a meeting;
“Orders of the Day” means a requirement that the chair return to the pre-determined agenda,
including adjourning at the pre-determined time, unless a motion to extend the discussion
occurring at that time or a motion to extend the meeting is adopted;
“Pecuniary Interest” means a pecuniary interest pursuant to Section 169 to 173 of the Municipal
Government Act;
“Point of Information” is a question to obtain information on the procedures of Council to assist a
member to:
a)
b)
c)
d)

make an appropriate motion;
raise a point of order;
understand the procedure, or;
understand the effect of a motion.

“Point of Interest” means a request from a Council member to share a comment, information, or
commendation about an individual, group, organization or event;
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Council Procedure Bylaw
“Point of Order” means a request that the chair enforce the rules of procedure;
“Point of Privilege” is not related to the business on the floor and enables a member to interrupt
business on the floor to state an urgent request relating to the comfort, conduct, dignity, safety,
or reputation of the organization or any individual member;
“Postpone” means to delay the consideration of any matter, either:
a)
b)
c)
d)

to later in the meeting;
to a specified time and/or date;
until the occurrence of an event; or
indefinitely.

“Public Hearing” means a meeting or portion of a meeting that council is required to hold for
statutory hearings;
“Quorum” is the minimum number of members that must be present at a meeting for business to
be legally transacted;
“Recess” means to take a short break in the order of business or an agenda item of a meeting
with the intent of returning to that order of business or agenda item at the same meeting;
“Reconsider” means a motion made by a member who voted on the prevailing side of a motion
adopted by council with the purpose of retaking the vote on a motion dealt with earlier in that
same meeting;
“Refer” means to send a pending motion or agenda item to a council committee or
administration for investigation and report;
“Renew” means to bring forward to a later meeting a previously defeated motion;
“Rescind” means to bring forward to a later meeting a previously successful motion with the
intent of revoking the original motion;
“Resolution” can also be referred to as a motion;
“Standing Committee” means a committee comprised of all Councillors that conducts itself as a
committee of Council;
“Table” means to set a matter aside until a majority decides to address the item again by means
of a motion to lift from the table;
“Two-Thirds Vote” means a favourable vote made by five of seven, four of six, three of five and
three of four members.
3) Application and Interpretation
1) This bylaw shall apply to council meetings.
2) The precedence of the rules governing the procedures of council is:
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a)
b)
c)
U)

the Act
other provincial legislation;
this bylaw; and
Robert’s Rules of Order.

3) Council may waive all or part of the provisions of this bylaw for a meeting, if the Councillors
present vote unanimously to do so.
4) Titles of chief elected official and other Councillors
The chief elected official for the Town of Hinton within the meaning of the Municipal Government
Act, is to have the title “Mayor” and a Councillor is to have the title “Councillor”.
5) Council Meetings
A. Regular Council Meetings
1) Unless council by resolution from time to time otherwise determines, regular
meetings shall be held in the Government Centre Council Chambers on the first and
third Tuesday of each month beginning at 4:00 p.m. For the months of July and
August of each year, there shall be one regular meeting of council held on the third
Tuesday of each month.
2) Council meetings shall adjourn within three (3) hours of commencement unless
members of council by a two-thirds majority vote, agree to an extension of time.
3) When the date of a regular council meeting falls on a Legal Holiday, the date of the
meeting shall be changed to an alternative date by resolution of council, at the
regular meeting prior to the Legal Holiday.
B. Standing Committee Meetings
1) Unless council by resolution from time to time otherwise determines, standing
committee meetings shall be held in the Government Centre Committee Room on
the second and fourth Tuesday of each month beginning at 4:00 p.m. For the
months of July and August of each year, there shall be one standing committee
meeting of council held on the second Tuesday of each month;
2) All public Standing Committee meetings of Council shall be videotaped and provided
to the public for viewing on the Town of Hinton website.
C. Organizational Meeting
1) An organizational meeting will be held each year in accordance with the
requirements established in the Municipal Government Act.
2) At the annual organizational meeting, Council will:
a) make citizen appointments to Boards & Committees;
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b) review and formalize the Mayor’s recommendation of the appointment of
Councillors to committees of council;
c) conduct other business as identified within the organizational meeting agenda.
3) At the organizational meeting immediately following a general municipal election, the
Chief Administrative Officer shall chair the meeting until the Mayor has taken the
oath of office.
4) As the first order of business at the organizational meeting immediately following a
general municipal election, each Councillor shall take the prescribed oath of office
and affirm the Code of Conduct, as approved from time to time, in addition to those
items in Section 5 (C).
D. Public Hearings
1) Public hearings are held in conjunction with and prior to the regular Council meeting.
E. Seating in Chambers
1) Selection of Council seating in Chambers after each general municipal election shall
be determined based on previous experience as a Councillor. In the event of a tie,
the determining factor for sequence of choice will be total votes received in the
municipal election.
6) Meeting through Electronic Communications
1) Councillors may attend a council meeting by means of electronic communications.
2) A Councillor may attend a council meeting by means of electronic communications no more
than 1/3 of the total council meetings per year.
3) A Councillor shall only be permitted to attend a meeting by means of electronic
communications if the location in which the meeting is to be held is equipped in a manner
such that enables all Councillors participating in the meeting to watch or hear one another.
3) A Councillor attending a meeting by electronic communications is deemed to be present at
the meeting for whatever period of time the connection via electronic communications
remains active.
4) The Mayor or Deputy Mayor shall announce to those in attendance at the meeting that the
Councillor is attending the meeting by means of electronic communications.
5) When a vote is called, Councillors attending by means of electronic communications shall
be asked to state their vote only after all Councillors present in the meeting have cast their
votes by a show of hands.
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7) Notice of Council Meetings
1) The Chief Administrative Officer and Mayor (or Deputy Mayor in the Mayors absence) may
change the frequency, time, date or location of any meeting upon giving members of Council
and the public at least 24 hours notice.
2) Notification of calling additional, a change in time, date or location, or cancellation of any
meeting of Council, or the establishment of a special meeting of Council will be provided to
the public by:
a) posting a notice on the Town of Hinton website; and
b) posting a notice on the public notice board at Government Centre; or
d) newspaper or radio advertisement or announcement.
MGA Section 793 The municipality must give 24 hours notice of the change of date, time or
place of a regularly scheduled meeting to Councillors and the public.
—

-

8) Quorum
1) Quorum of Council is a majority of council members.
2) If quorum is not achieved within 15 minutes after the time the meeting was scheduled to
begin, the Chief Administrative Officer will record the names of those present and the
meeting will be rescheduled.
3) If at any time during a meeting the quorum is lost, the meeting will be recessed and if a
quorum is not achieved again within 15 minutes the meeting will be deemed to be
adjourned.
4) If a council meeting is adjourned for failure to constitute a quorum or due to a loss of
quorum, the Agenda for that meeting shall be considered at the next scheduled council
meeting, unless a Special Meeting is conducted to complete such business.

9) Chairmanship of Meetings
The Chair:
1) Opens, chairs and preserves order in council meetings;
2) Decides all questions of procedure;
3) Ensures that each Councillor who wishes to speak on a debatable motion is granted the
opportunity to do so;
4) Determines the speaking order when two or more members of Council or others wish to
speak;
5) Decide who, aside from Councillors, may address Council;
6) Chairman assignments are:
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a) The Mayor chairs all regular, special and organizational meetings of council;
b) The Deputy Mayor chairs all Standing Committee meetings and Public Hearings of
council;
c) The Deputy Mayor chairs council meetings when the Mayor is absent or unable to act as
Mayor and shall have all the powers and responsibilities of the Mayor under this bylaw
during the absence or incapacity of the Mayor; and
d) In the absence or inability of the Mayor and Deputy Mayor to act, the next member of
council scheduled to be Deputy Mayor on the roster shall chair council meetings and
shall have all the powers and responsibilities of the Mayor under this bylaw;
e) The Deputy Mayor roster shall be determined by the Mayor and will reflect equally
shared responsibilities.
10) Duties of the Chief Administrative Officer
The Chief Administrative Officer shall, subject to the Act and the Chief Administrative Officer’s
Bylaw:
a) Provide council with information and advice with respect to the operation of the Town;
b) Review recommendations for resolutions and make them available to Council;
c) When requested, provide information and advice to council on procedural matters of
council;
d) Record minutes of the meetings of council and provide secretariat functions for Council
meetings;
e) Review proposed bylaws to ensure compliance with this bylaw and to advise council of
the existence of complementary and conflicting provisions in other bylaws.
1 1) Agenda

1) The agenda for each Council meeting is established, reviewed and authorized by the Chief
Administrative Officer and Mayor (or Deputy Mayor in the Mayor’s absence).
2) All material for inclusion in the agenda shall be completed and added to the electronic
agenda package no later than 4:00 p.m. on the Thursday immediately prior to the Tuesday
on which the council meeting is held.
3) The Chief Administrative Officer or their designate will distribute the council agenda to
council and administration on the Friday prior to the council meeting.
4) The agenda and all associated reports, bylaws or other documents (unless they may be
withheld under the Municipal Government Act, Freedom of Information & Protection of
Privacy Act, or any bylaw or policy dealing with access to information) will be made available
to the general public and media representatives on the Friday prior to the council meeting.
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5) Reports and supplementary materials to items on the agenda that are received too late to be
included with the agenda will be made available to council, administration and the media in
paper or electronic format as soon as is reasonably possible.
6) The first order of business at any council meeting shall be consideration of the proposed
agenda and adoption of it, subject to any amendment that council may approve by
resolution.
7) The order of business at a council meeting shall be the order of the items on the adopted
agenda.
8) After adoption of the agenda, council may alter the order of the items on the agenda, by
majority vote, for convenience of the meeting.
9) In Camera items must include the topic to be discussed and the reason(s) why they must be
In Camera.
12) Delegations and Requests to Council
1) A person or delegation wishing to make formal representation directly to council at a regular
council meeting shall advise the Chief Administrative Officer no later than 9:00 a.m. on the
Thursday before the upcoming regular meeting of council. The written request shall include
the contact information of the person wishing to appear before council along with a brief
explanation of the subject to be addressed and the specific request to be made to council.
2) Delegations may appear at Standing Committee Meetings at the Mayor’s and/or Chief
Administrative Officer’s discretion.
3) Any delegations wishing to submit written material to council must provide an original copy
of material to the Chief Administrative Officer by the agenda deadline of 9:00 a.m. on the
Thursday before a council meeting.
4) In questioning persons, members of council will ask only questions of clarification that are
relevant to the subject of the delegate’s session and will avoid repetition. Persons speaking
to the subject will be restricted to speaking to the relevant subject matter only.
5) Each person or delegation appearing before council shall be limited to a maximum of ten
(10) minutes of presentation time unless council extends this time limit by unanimous
resolution.
6) Council will entertain any questions/concerns from the general public during delegations
upon unanimous consent of the council members present.
7) A person may not address council on the same matter that has been decided within the
previous six (6) months.
8) A person may not address council relating to an undecided matter that has or will be the
subject of a public hearing.
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13) Minutes
1) The Chief Administrative Officer or his or her designate will prepare a written record of all
council meetings that includes:
a) The names of the members of council present at and absent from the meeting, Chief
Administrative Officer and/or delegated authority and the recording secretary;
b) All decisions, other proceedings and outcomes with a disclaimer referring to the agenda
package;
c) The names of members of the public who speak to an item;
d) When the vote on a motion is carried or defeated, the minutes shall reflect ‘Carried” or
“Defeated”;
e) When a motion is specifically asked to be recorded by a member of council, the minutes
shall reflect the number of votes for and against a motion as well as the names of the
members that voted in favour of and the names of those that were opposed to the
motion;
f) Any abstentions made under the Municipal Government Act by any member of Council
and the reason for the abstention;
g) Any abstentions made as a result of a conflict of interest or pecuniary interest and the
reason for the abstention;
h) The signatures of the Chair and the Chief Administrative Officer or his or her designate;
i) A summary of any verbal presentations made if/when a copy of written materials
provided by the presenter is not in the agenda;
j) Any council member may request a correction to the minutes before they are adopted
and if the meeting chair senses consensus for the change, the corrections are deemed
adopted when the motion to adopt the minutes has carried.
14) Proceedings at Meetings
1) All discussion at a meeting of Council is directed through the Chair who may be addressed
as “Your Worship”, “Mayor”, or “Mister/Madam Chair”.
2) When two or more members wish to speak to a matter, the Chair shall decide who is entitled
to speak. A motion may be made that any person who is addressing the Chair ‘be now
heard’ or ‘do now speak’ and such motion shall be put without debate.
3) A Councillor may ask questions of administration or other Councillors on any motion or
amendment to a motion.
4) A Councillor may speak to answer questions put by other Councillors.
5) When a member of Council wishes to leave the Council Chambers while a Council meeting
is in progress:
a) the member of Council shall await the formal acknowledgement of the Mayor before
leaving; and
b) the time of the member’s departure, and return, if any, shall be recorded in the minutes.
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6) In order to ensure that quorum is not lost, the Mayor may recess the meeting briefly if a
member of Council wishes to leave the meeting but intends to return.
7) Subject to the Act, no Councillor shall leave the council meeting after a question is put to a
vote until the vote is taken.
8) Council members shall not speak on any matter for longer than ten minutes unless
otherwise permitted by the Chair.
9) No member shall interrupt any other person who has been recognized by the Chair and has
the floor, except upon recognition by the Chair upon a point of order or a question of
privilege.
10) A Councillor who is speaking when a point of order or privilege is raised will cease speaking
immediately.
11) If a member wishes to raise a point of order or a question of privilege, the member shall,
upon recognition, so state and shall then state briefly the grounds of same.
12) The Chair may grant permission:
a) to the Councillor raising the point to explain the point briefly, and
b) to the Councillor who was speaking to respond briefly,
but otherwise a point of order or privilege is not debatable or amendable.
13) The Mayor or Chair may seek advice from the Chief Administrative Officer on a point of
order or privilege to determine whether a matter is within the jurisdiction of the Council.
14) The Chair must rule on a point of order or privilege and no vote will be taken unless there is
a challenge by a member of council to the ruling.
15) Any Councillor may challenge the ruling of the Chair on a point of order or privilege and
state the terms of the challenge.
16) If a ruling of the Chair is challenged, the Chair shall briefly state the reasons for the Chair’s
ruling and then put the question to Council.
17) Council shall decide the challenge by majority vote, without debate.
18) The decision of Council on the challenge is final.
19) If the Chair refuses to put the challenge to Council, Council may request the Deputy Mayor
to assume the chair in order that the challenge to the Chair’s ruling can be put to Council.
The result of the vote is as binding as if conducted under the Chair and the Chair shall abide
by the result.
20) A point of order or question of privilege shall take precedent over all other business and any
appeal shall be determined by a majority vote which shall not be reconsidered or rescinded.

Page 11 of
Bylaw #1060-5
Council Procedure Bylaw
15) Rules for Motions

1) A motion must be made by a Councillor prior to any debate or vote occurring.
2) A seconder to a motion is not required.
3) A recommendation in a report is not a motion unless a Councillor moves it.
4) Council shall consider only one motion at a time.
5) After a motion has been moved, it may not be withdrawn without the majority consent of
council.
6) The following motions are not debatable by council:
a)
b)
c)
d)
e)
f)

To
To
To
To
To
To

raise a point of privilege;
call for orders of the day;
raise a point of order;
withdraw a motion;
recess or adjourn the meeting; or
challenge a ruling of the Mayor.

7) When a motion has been made and is being considered, no Councillor may make any other
motion except:
a) As set out in section 6) a) to f) above;
b) To amend the motion;
c) To refer the main motion to standing committee, the administration, a council committee
or some other person or group for consideration;
d) To postpone consideration of the motion; or
e) To table the motion.
8) Motions shall have precedence in accordance with the order that they are listed in section 6)
and then in section 7) a) to e).
9) It a motion is voted on by council, a Councillor who voted on the prevailing side may move,
at the same meeting or continuation thereof, that the vote be reconsidered, provided that the
vote has not caused an irrevocable action.
10) A motion is lost when the vote is tied.
11) If a motion tails, the same motion shall not be renewed unless:
a) a general municipal election has been held; or
b) one year has passed since the date that the motion was defeated.
12) Notwithstanding section 11) above, if a motion is defeated, a Councillor may introduce a
motion calling on council to renew the motion if:
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a) a two-thirds majority of council grants leave to a Councillor to introduce a motion calling
on council to renew the motion; or
b) the Councillor who wishes to have council renew a motion provides previous notice by
setting out in writing what special or exceptional circumstances warrant further debate.
13) It a motion succeeds, a Councillor may introduce a motion calling on council to rescind the
motion or amend a motion previously adopted provided that the Councillor sets out in writing
what special or exceptional circumstances warrant further debate.
14) In emergent situations, where previous notice to rescind or amend a motion previously
adopted is not practical, a motion to rescind or amend a motion previously adopted shall
require a two-thirds vote of Councillors present at the council meeting at which the
rescinding or amending motion is introduced.
15) If a motion to reconsider is passed the original motion is on the floor.
16)A motion to rescind, renew or amend a motion previously adopted may not be introduced
where the vote on the original motion has caused an irrevocable action.
17) Council may consider a matter in camera in accordance with the Freedom of Information
and Protection of Privacy Act.
18) No motions may be made when council is sitting in camera except the motion to return to
the public forum.
19) Members may ask questions of administration before a motion is made, for the purposes of
deciding how to structure/word the motion.
20) A motion may be withdrawn by the council member that made the motion any time before
voting occurs, provided there is no objection from any council member present. Motions
withdrawn in this manner shall not be recorded in the minutes.
21) A friendly amendment, defined as a proposed change in wording that enhances and
strengthens the original motion (without adding to its scope) may be incorporated into the
original motion if the mover of the motion approves. Only the motion as changed by the
friendly amendment shall appear in the minutes.
22) When considering approval or acceptance of a document:
a) A motion to approve a document provides direction for administration to implement any
actions or direction articulated in the document except those requiring council approval
through a budget;
b) A motion to accept a document as information provides direction for administration to
take no action to the document.

16) Procedure for Administration to Present Items for Council Consideration
The procedure for the 2-stage discussion of motions shall be:
a) Administration presents and clarifies with council; and
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b) Discussion among council members.
17) Amendments to Motions
1) A Councillor who moved a motion may not move an amendment to it.
2) Any Councillor, other than the Councillor who moved the main motion, may move to amend
a motion.
3) The Councillor who moved the main motion may move an amendment to the amendment.
a) The Mayor shall allow only one amendment to the main motion and one amendment to the
amendment to be advanced and considered at a time.
4) Council must vote:
a) On an amendment to the amendment, if any, before voting on the amendment; and
b) On any amendment before voting on the main motion.
5) When an amendment is on the floor, council may debate only the merits of the amendment
and shall not debate the merits of the motion to which it is applied.
6) The Chair shall not put the main motion under debate to a vote until all amendments to it
have been put to a vote of council.
7) Once all amendments to the main motion have been voted on, the Mayor shall put forth the
main motion under debate to council for a vote, incorporating the amendments that have
been passed by council.
8) Notwithstanding anything in this section, a motion may with the consent of the mover be
withdrawn or the wording thereof changed.
18) Motion to Refer
1) A Councillor may move to refer any motion and any pending amendments to the appropriate
Council committee or the administration for investigation and report.
2) A motion to refer:
a) precludes all further amendments to the motion, until the motion to refer has been
addressed by Council;
b) is debatable;
c) shall include instructions indicating what the receiving body is to do and the date by
which Council requires a response; and
d) may be amended only as to the body to which the motion is referred and the instructions
on the referral;
3) The Mayor shall refuse to accept a motion to refer that would have the effect of defeating
the motion to which it applies.
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4) Once the body to which a resolution has been referred commences its deliberations, the
body may recommend for adoption, any amendment to the resolution so referred, without
regard to any amendments considered by Council prior to that referral. The resolution
proposed by the referral body shall be as if introduced to Council for the first time, and
Council shall be free to consider any amendment to it.
19) Splitting a Motion
1) When a motion is lengthy, complicated or contains a series of independent issues a
Councillor may request that the motion be split into parts so that each part may be voted
upon individually. The Chair shall grant this request.
2) A Councillor who requests that a motion be split into parts may reword the parts so that the
syntactical integrity of each part is maintained, but in doing so shall not change the intent of
each part.
3) The Chief Administrative Officer may, on the request of the Chair, assist with phrasing the
motions that would result from a motion being split so that the motions may be dealt with
most effectively by council.
20) Tabling Motions
1) A motion may be tabled by a majority vote of council to enable council to deal with other
more pressing matters.
2) A motion to table:
a) Includes all other motions; and
b) Takes precedence over any other motion
connected with the motion being tabled.
3) A motion that has been tabled may be raised from the table at any time by a majority vote of
council.
4) If a motion to raise a motion from the table is defeated, it may only be made again after
council has addressed some other matter or business.
5) When a table motion is raised from the table, it is brought back with all motions connected
with it, exactly as it was when laid on the table.
6) A motion fails if it is not raised from the table within 1 year of being tabled.
21) Postponing Motions
1) A motion may be postponed:
a) To later in the meeting to enable council to deal with other more pressing matters; or
b) To a specified time and/or date; or
c) Until the occurrence of an event; or
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d) Indefinitely.
2) A motion to postpone:
a) Includes the motion being postponed and all connected amendments; and
b) Takes precedence over any other motion connected with the motion being postponed.
3) A motion that has been postponed under section 21 1) a) or 21 1) d) may be considered at
any time by a two-thirds majority vote of the current council.
4) If a motion to consider a postponed motion is defeated, it may only be made again after
council has addressed some other matter or business.
5) When a motion that has been postponed is brought back to council, it is brought back with
all motions connected with it, exactly as it was when postponed.
6) If a motion has been postponed to a specified time and/or date or until the occurrence of an
event, the motion is automatically placed on an agenda for consideration at that time and
date or upon the occurrence of the event.
7) The effect of the motion to postpone a motion indefinitely is to suppress it throughout the
current council term.
22) Member Submissions
1)
A member wishing to introduce a new matter for consideration may submit a motion and
any supporting information, in the form of a request for decision, to the Chief Administrative
Officer in accordance with Section 11 (Agenda).
2)
II approved for inclusion in the agenda, a request for decision submitted by a member
will be included as an action item at the next regular meeting.
3)
If a request for decision submitted by a council member is not approved for inclusion in
the agenda, the member may submit a notice of motion. The notice of motion will appear on the
agenda for the next regular meeting.
4)
A notice of motion must give sufficient detail so that the subject of the motion and any
proposed action can be determined.
5)
A notice of motion is not debatable, however, the member presenting the notice may
speak to the notice for a period not to exceed five minutes.
6)
The motion for which notice was given and any supporting documents must be
submitted to the Chief Administrative Officer in the form of a request for decision by 4:00 p.m.
on the fourth day following the meeting at which the notice of motion was made.
7)
The motion on notice shall be added as an action item on the agenda for the subsequent
regular meeting.
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8)
Council may waive the requirement for notice by a two-thirds vote and add the matter to
the agenda if deemed as urgent business.

23) Motion to Recess

1) The Chair, without a motion, may recess the meeting for a specific period of no more than
10 minutes.
2) Any Councillor may move that Council recess for a specific period.
3) After the recess, business will be resumed at the point where it was interrupted.
24) Motion to Limit or End Debate

1) Upon a reasonable opportunity for discussion of a motion, in the opinion of the Chair, being
afforded and when no other person is holding the floor a motion may be made that the
question be now put.
2) A motion that the question be now put is neither amendable nor debatable and if such
motion is passed, the main motion or amendment (as the case may be), shall be voted upon
without further amendment or debate. If the motion is not passed, debate upon and
amendment to the main motion may continue.
25) Votes of Council
1) Each Council member present must vote on every motion, unless the member is required or
permitted to abstain from voting under the Municipal Government Act or as required under

common law.
2) A Council member shall not vote on a motion if absent from the meeting when the vote is
called.
3) Votes on all motions must be taken as follows:
a) Except for a meeting conducted through electronic or other communication facilities,
Council members must be in their designated Council seat when the motion is
considered;
b) The Chair puts the motion to a vote;
c) Council members vote by a show of hands or other method agreed to by Council;
d) The Chair declares the result of the vote;
4) A motion is carried when a majority of Council members at a meeting vote in favour of a
motion, unless otherwise specified in this bylaw.

5) After the Chair declares the result of the vote, Council members may not change their vote
for any reason.
6) A question on the results of a vote may be resolved by the Mayor immediately calling for a
confirmation of the voting results on the motion.

‘7 of 21
Bylaw #1060-5
Council Procedure Bylaw
26) Rules for Bylaws

1) Each proposed bylaw must include a bylaw number and a concise title indicating the
purpose of the bylaw.
2) The bylaw number and concise title of a proposed bylaw must be included on the agenda of
the meeting at which the bylaw is to be introduced.
3) Council members will be provided the opportunity to review a copy of the proposed bylaw, in
its entirety, prior to any motion for the first reading.
4) A proposed bylaw will be introduced at a Council meeting by a motion that the bylaw be
read a first time. Council may hear an introduction of the proposed bylaw from the
administration and/or applicant.
5) After first reading has been given, subject to the requirements of the Municipal Government
Act, any Councillor may move that the bylaw be read a second time.
6) Council may not give a bylaw more than two readings at a meeting unless Council members
present at the meeting unanimously agree to consider third reading at that meeting.
7) Any amendments to the bylaw that are passed by Council before the motion for third reading
is passed are deemed to have received first and second reading and are incorporated into
the proposed bylaw.
8) The Chief Administrative Officer may draw Council’s attention to an error or propose a minor
change without affecting the substance of a proposed bylaw and may recommend that
Council consider an amendment to correct the error.
9) If amendments to the proposed bylaw have been carried, a Councillor may request an
opportunity to review the full text of the bylaw as amended prior to third reading and the
Mayor shall provide a recess for the Councillor to do so.
10)11 any reading of a proposed bylaw fails, all previous readings are rescinded.
11) A bylaw is rescinded if the bylaw does not receive third reading within two years from the
date of the first reading.
12) A bylaw is effective from the date of third reading unless the bylaw or any applicable statute
provides for another effective date.
13) The Chair and the Chief Administrative Officer must sign and seal the bylaw as soon as
reasonably possible after third reading is given.
14) Once a bylaw has been passed, it may only be amended or repealed by another bylaw
made in the same way as the original bylaw, unless another method is specifically
authorized by this or another enactment.
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27) Administrative Inquiries
1) A Councillor wishing to request information from the Chief Administrative Officer shall

present it as an Information Request.
2) An Information Request may be made at a council meeting or via email.
3) An Information Request made via email will be entered info the public record of the next
Regular Council meeting and will include the reasoning behind the request.
4) If the Chief Administrative Officer is unable to provide a direct response to the Information
Request, the Chief Administrative Officer will forward the request to the appropriate official
or Town department for a response.
5) Unless the Information Request specifies that the Councillor wishes the information to
appear on a subsequent agenda, the response to the information request will be forwarded
directly to all Councillors.
6) An Information Request from a Councillor, where the Chief Administrative Officer determines
that the request has a significant budgetary, resource and/or policy impact, requires a
resolution of council to approve before any work is initiated. The Chief Administrative Officer
will provide the reasoning behind bringing the resolution back to Council.
7) A Councillor who makes an Information Request for information that falls under one of the
exceptions to disclosure as set out in the Freedom of Information and Protection of Privacy
Act, shall provide the rationale for that request.
8) In response to an Information Request made under Section 27(7), the Chief Administrative
Officer shall provide the information to all council members at an In Camera session at the
next council meeting following the request.
9) If a Councillor who has made an Information Request wishes to withdraw the request, at the
appropriate time on the agenda that Councillor shall so inform council.

28) Communication to Council

1) Any communication intended for Council will be forwarded to the Chief Administrative Officer
in writing and must:
a) be legible, coherent, and respectful; and
b) be able to identify the writer and the writer’s contact information.
2) If the standards set out in section 28 1) are met and the Chief Administrative Officer
determines the communication is within the governance authority of Council the Chief
Administrative Officer will:
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a) if it relates to an item already on the agenda, deliver a copy of the communication or a
summary of it to the Mayor and Councillors prior to or at the meeting at which the
agenda is being considered; or
b) collect all information necessary for the matter to be included on a future Council agenda
for consideration by Council.
3) If the standards set out in section 28 1) are met and the Chief Administrative Officer
determines the communication is not within the governance authority of Council, the Chief
Administrative Officer will:
a) refer the communication to the administration for a report or a direct response and
provide a copy of the original correspondence and the referral to the Mayor and
Council lors;
b) take any other appropriate action on the communication;
c) If a Councillor objects to the process determined by the Chief Administrative Officer, a
Councillor may introduce a notice of motion requesting the item be included for Council
consideration on a Council agenda.
d) If the standards set out in section 28 1) are not met, the Chief Administrative Officer may
file the communication.
4) The Chief Administrative Officer will respond to the person sending the communication and
to advise that person of the process to be followed and any action taken on the subject of
the communication.
29) Conduct in Council Meetings
1) The members of the public during a meeting:
a)
b)
c)
U)

May approach or speak to Council upon permission of the Chair;
May speak on any matter up to 10 minutes upon permission of the Chair;
Maintain order and quiet;
Not interrupt a speech or action of Council or another person addressing the members.

2) The Chair may order a member of the public who creates a disturbance or acts improperly at
a meeting to be expelled.
3) Members of Council during a meeting will not:
a)
b)
c)
d)
e)
f)

Speak disrespectfully, use offensive words, or un-parliamentary language;
Address members without permission;
Carry on a private conversation;
Break the rules of Council or disturb the proceedings;
Leave their seat or make any noise or disturbance while a vote is being taken or the
result declared;
Disobey the decision of the Chair on any question of order, practice or interpretation.

4) A member of Council who persists in a breach of subsection 3) after having been called to
order by the Chair, may at the discretion of the Chair, be ordered to leave for the duration of
the meeting.
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5) At the discretion of the Chair, a member of Council may resume his or her seat after making
an apology for the member’s offending conduct.
30) Public Hearings
1) “Adjourn” used in relation to a public hearing means to take a break in the public hearing
with the intent of returning to the public hearing at another meeting or later in the same
meeting.
2) “Close” used in relation to a public hearing means to terminate the public hearing.
3) Public Hearings shall be heard before Regular Meetings of Council.
4) The order of presentations shall be in accordance with the policy and procedures for public
hearings adopted from time to time by council.
5) The Chief Administrative Officer shall inform council of any written submissions and the
numbers in favour of and opposed to the matter.
6) Any person who claims to be affected by the subject matter of the public hearing shall be
afforded an opportunity to be heard by the council in person or through an agent.
7) The Chairman shall ask each council member it they have any questions of those making
submissions.
8) Any Councillor or the public may review the written submissions received before the
commencement of the public hearing or during the public hearing.
9) If a public hearing is adjourned, council shall not receive any additional submissions in
relation to the subject matter until it reconvenes the public hearing.
10) The public hearing must be closed before council votes on second reading of the bylaw
which required the public hearing.
11) Once the public hearing is closed, council shall not receive any additional information on the
proposed bylaw or resolution without reopening the public hearing.
12)11 there is more than one public hearing on the agenda, there shall be a motion to adjourn or
close one public hearing before the Mayor opens another public hearing.
13) Matters that are related to the same topic may be addressed in the same public hearing.
14) Council may hold public meetings to solicit input from the public on issues for which a public
hearing is not required.
15) Public meetings shall be conducted according to the procedures for public meetings
adopted from time to time by council.
31) Adjourning the Meeting
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1) When the Mayor is satisfied that all the business and purposes of a meeting have been
addressed, the Mayor may adjourn the meeting or request a motion to adjourn the meeting.
2) Any Councillor may move to adjourn the meeting at any time.
32) Board and Committee Citizen Appointments
1) The Legislative Authority will advertise for citizen members for Town Boards or
Committees. Citizen members will submit their application to serve on a Town of Hinton
Board Application Form.
2) Council shall hold an In Camera Standing Committee meeting to review the citizen
applications for Town Boards and Committees.
3) Town council will vote for the appointment of citizen members to various Boards and
Committees by ballot at a regular or organizational meeting of council;
33) Robert’s Rules
1) All points of order or procedure not provided for in this bylaw shall be decided in accordance
with the rules of parliamentary procedure set for in Robert’s Rules of Order.
This Bylaw comes into force and effect on final reading.
READ A FIRST TIME this 1st DAY OF November, 2016.
READ A SECOND TIME this 1st DAY OF November, 2016.
READ A THIRD TIME this 15th DAY OF November, 2016.
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Introduction
This guide is designed to give prospective candidates an understanding of
the process and legislative requirements for running for municipal office in
Alberta.
This guide has no legislative sanction and therefore we recommend that you
obtain a copy of the Local Authorities Election Act and other relevant
statutes and regulations.

Local Authorities Election Act
The Local Authorities Election Act (LAEA) is the primary legislation that
guides the conduct of a municipal or school board election or by-election.
Copies can be obtained through the Alberta Queen’s Printer,
http://www.qp.alberta.ca, 780-427-4952.
All definitions, procedures and processes outlined in this guide are from the
LAEA. Should you require further clarification on any definitions, procedures,
or processes you are encouraged to review and consult the LAEA, ask the
returning officer in your municipality, call a Municipal Advisor, or seek an
independent legal opinion.
All forms, including the notice of intent to run, nomination form and
candidate’s acceptance, and campaign disclosure statement can be found
on the Alberta Municipal Affairs website, or by contacting your municipality.

Municipal Government Act
The Municipal Government Act (MGA) is the primary legislation that governs
municipalities. Copies can be obtained through the Alberta Queen’s Printer,
http://www.qp.alberta.ca, 780-427-4952.
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Candidate Registration,
Contributions & Expenses

Candidate Registration,
Contributions & Expenses
Candidates are strongly encouraged to read and understand Part 5.1 of the
Local Authorities Election Act as it pertains to Municipal Election Finance
and Contribution Disclosure

Candidate Registration
LAEA s. 147.21

Beginning in 2014, candidates may not accept campaign contributions,
including their own funds, unless they are registered with the municipality in
which they intend to run. It is very important that candidates check with their
municipality to learn where to find the registration information and how to
become registered prior to accepting any campaign contributions.
If a candidate has funded their campaign exclusively from their own funds,
up to $10,000, they are not required to register with the municipality.
For more information about registering as a candidate you are encouraged
to speak with the returning officer or chief administrative officer in your
municipality. The municipality will have the required forms that you will need
to complete.

Contributions and Expenses
LAEA s. 118

What are allowable campaign expenses?
The payments of the following expenses, related to the election campaign,
are not considered a contravention of the legislation:





LAEA s. 147.1

Your personal expenses;
Cost of acquiring premises, accommodation, goods or services for
proper election campaign expenses;
Payments for the costs of printing and advertising;
Reasonable payment to any person for the hire of transportation
used by a candidate or speakers in travelling to and from public
meetings or by any person in connection with and for the proper
purposes of an election.

Candidate Self-funded Contributions
A candidate may entirely self-fund their campaign up to and including
$10,000. If a candidate self-funds their campaign, there is no need for the
candidate to open a bank account specifically for campaign contributions.
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LAEA s. 147.2

Contributions to Candidates
Candidates may accept contributions from any person, corporation, trade
union or employee organization up to $5,000.
A candidate must open a bank account in the name of the candidate or in
the name of the campaign as soon as possible after the amount of
contributions exceeds $5000 in the aggregate or the amount of contributions
and any amount of the candidate’s own funds exceeds $5,000.
It is important to know that contributions of real property, personal property,
goods and services have a value. Receipts must be issued for every
contribution received and be obtained for every expense throughout the
duration of the campaign.
All campaign records of contributions and expenses should be kept for a
minimum of two (2) years following the general election.
Anonymous & Ineligible Contributions
If a candidate receives an anonymous contribution, the candidate must
return the contribution to the contributor immediately (if the identity of the
contributor is known) or pay the total contribution to the municipality.
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WHAT YOU NEED TO KNOW

Before You File Your Nomination Paper
This section provides a brief overview of what to take into consideration prior
to running for municipal office.

Are you Qualified?
LAEA s. 21(1)

To become a candidate you must be at least 18 years of age on nomination
day, a Canadian citizen, and you must have been a resident of the local
jurisdiction for the 6 consecutive months immediately preceding Nomination
Day.
Qualification Requirements in a Ward System
In a municipality with a ward system, you must be a resident of the ward or
the electoral division in which you intend to run for the 6 consecutive months
immediately preceding nomination day.
Qualification Requirements in a City with a Ward System
In a city with a ward system, it is required that you have been a resident of
the city for 6 months immediately preceding nomination day, not necessarily
the ward in which you wish to run.

LAEA s. 12

Qualification Requirements in a Summer Village
In a summer village, you must meet the requirements for eligibility to vote in
the election and have been a resident of Alberta for the 12 consecutive
months immediately preceding Election Day.

Note: Nomination Day is 4 weeks prior to Election Day, unless a
municipality has passed a bylaw under section 11(2) of the Local
Authorities Election Act.
In the case of a general election, Election Day occurs on the 3rd
Monday of October every 4 years. In the case of a by-election,
Election Day will be set through a resolution of council.
In the case of a summer village, nomination day must occur in June
and/or July and Election Day occurs 4 weeks following nomination
day. Nomination day is set by council resolution.
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Ineligibility for Nomination
LAEA s. 22

You are not eligible to become a candidate under any of the following
circumstances:
 if you are the auditor of the municipality;
 if your current property taxes are more than $50 in arrears;
 if you are in default for any other debt to the municipality in excess of
$500 for more than 90 days; or
 if within the previous 10 years you have been convicted of an offense
under the Local Authorities Election Act, or the Canada Elections Act.
If you are a judge, Member of Parliament, Senator, or Member of the
Legislative Assembly, you must resign that position before you take office as
a member of council.
If a person failed to comply with the requirements in the LAEA as they relate
to campaign finance and disclosure and the secretary (chief administrative
officer) transmitted a report in respect to that person, and/or the Court did
not dispense with, or extend the time for compliance with respect to
campaign finance and disclosure, a person is deemed to be ineligible. A
person is deemed to be ineligible under these circumstances for either an 8
year period following the day that a report was transmitted by the secretary,
or a 3 year period following the day the disclosure statement was filed with
the municipality (which ever period expires first).
NOTE: If you are a municipal employee and you wish to run for municipal
office, you must take a leave of absence as outlined in the LAEA. You may
notify your employer on or after July 1 in the election year (on or after the
day council passes a resolution setting Election Day in the case of a byelection) but before the last working day prior to Nomination Day.
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Other Considerations
Time Commitment
The demands on your time while being an elected official will be heavy. You
will be elected for a four-year term of office and during that time you will be
required to attend:
 regular and special meetings of council;
 council committee meetings;
 meetings of other boards and agencies to which you are appointed
as a council representative;
 conferences, conventions, seminars and workshops for training and
discussion; and
 other events promoting your municipality.
Time must also be spent reading agenda material and talking with residents,
the chief administrative officer (CAO) and other relevant stakeholders. This
will all be part of the necessary preparation for meetings so that you can
make informed decisions.
Remuneration
Elected officials generally receive remuneration or other financial
compensation for the time and energy they have devoted to their community.
The remuneration varies in each municipality, so check with your local
municipal office to find out about remuneration for elected officials in your
jurisdiction.
Roles and Responsibilities of an Elected Official
As a member of council you will have the opportunity to significantly
influence the future of your community. Your effectiveness as a member of
council depends on your ability to persuade the other members of council to
adopt and support your view. Decisions of council may only be made by
resolution or bylaw and must be made at public meetings, at which a quorum
is present.
As an individual member of council you will not have the power to commit
your municipality to any expenditure or to direct the activities of the municipal
employees. Any promise you make as a part of your election campaign that
involves municipal expenditures or the activities of the employees can only
be carried out if you can convince a majority of council that it is a good idea.
The Canadian Constitution delegates responsibility for municipal institutions
to the provinces. Through a variety of legislation, the Alberta Legislative
Assembly has delegated some of its authority to municipal councils. The
legislation you will refer to most often is the Municipal Government Act.
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In accordance with the Municipal Government Act, a municipal council may
pass legislation in the form of municipal bylaws. These bylaws remain in
effect until they are amended or repealed. You will not be starting with a
blank slate and creating your ideal municipality from scratch. If you are
running with some kind of reform in mind, you will have to become familiar
with what exists, how it has been created – by bylaw, resolution or policy –
and why it exists before you will be able to start discussing your changes.
Municipalities often make local bylaws available to the public through their
municipal websites.
Administration of a Municipality
As a member of council, it will be your duty to establish policy for your
municipality. It is the job of the administration to implement the policy
direction. Alberta municipalities have competent and dedicated
administrators. The chief administrative officer is the only employee of
Council, and you will rely on the support, advice, and assistance of your
CAO if you are to be an effective member of council. The CAO’s training,
experience, and understanding of how and why things have developed the
way they have will be an important resource for you.
How Else Can I Prepare?
The best way to find out what the job is all about is to spend some time
reading council agendas and minutes, and talking to current members of
council.





Familiarize yourself with local bylaws and municipal legislation;
Read council agendas and minutes;
Sit in the gallery at council meetings; and
Talk to municipal staff to find out what other information is available.

It is common practice in many municipalities to publish a prospective
candidate’s information guide. These guides will provide valuable insight into
time commitments, practices, and expectations of holding office in that
municipality.
Researching now will help you in your campaign and prepare you for
assuming office.
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Nomination Papers

Nomination Papers
This section provides a brief overview of the information included on the
nomination paper and the nomination day process.

Form of Nomination
LAEA s. 27

Your nomination must be filed using the prescribed form (Form 3 –
Nomination Paper and Candidate’s Acceptance). Contact the local municipal
office to determine where to get the nomination form and to seek advice on
filling out the form accurately. The CAO, returning officer, or municipal clerk
will be able to help you.
What is included in the Form of Nomination?
Your nomination paper must be signed by at least five (5) voters eligible to
vote in the election. The signatures collected must be of people who are
resident in the municipality on the date of signing the nomination, and
include the voter’s name, address (street address or legal description of
residence) and signature.




LAEA s. 12

Cities with a population of at least 10,000 may pass a bylaw
increasing the number of signatures required to a maximum of 100.
Ensure that you check with the municipality to determine the number
of signatures that you require.
If you are seeking election in a municipality with a division or ward
system, the voters signing your nomination form must be residents in
the ward or division that are you running in.

In Summer Villages, the nominators must:





Be eligible to vote in the election;
Be 18 years of age;
A Canadian Citizen; and
Named on the certificate of title as the person who owns property
within the summer village or is the spouse or adult interdependent
partner of the person named on the title.

In addition to the signatures, the nomination paper must also be complete
with the written acceptance signed in the prescribed form by the person
nominated.
If you do not have the required number of signatures on your nomination
form, your form will not be accepted by the returning officer.
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What is included in the Candidates Written Acceptance?
The candidate’s written acceptance includes:




That the person is eligible to be elected to the office;
The name, address and telephone number of the person’s official
agent (if applicable);
That the person will accept the office if elected.

The acceptance is an affidavit that must be sworn or affirmed before a
Commissioner for Oaths or the returning officer.
Note: Under the Criminal Code (Canada), it is an offence to make a false
affidavit and is punishable by up to 14 years imprisonment.
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Nomination Day

Nomination Day
Filing the Nomination Form
Once you have completed the nomination form, the next step is to ensure
that you file the form on Nomination Day.

LAEA s. 28

How do I file my Nomination Form?
Completed nomination forms can be filed with the returning officer between
10am and 12noon on Nomination Day, four (4) weeks prior to Election Day.
Municipalities may pass a bylaw prior to June 30th stating that the returning
officer may receive nominations earlier than 10am and establish other
locations where nominations may be received.
Municipalities will advertise a “Notice of Nomination Day” at least once a
week for two weeks prior to Nomination Day that will indicate where and
when the returning officer will receive the nominations. It is important to
check the advertisement or with your municipality for the time and location to
file your nomination papers.
Do I have to file my nomination form in person?
Nomination forms must be hand delivered. It is always a good idea to deliver
your nomination form to the returning officer in person; however, anyone
may file your nomination paper on your behalf. If you are unable to file your
nomination paper yourself, ensure that the nomination paper is completed
fully prior to Nomination Day. You, as the candidate, are responsible for
ensuring that the nomination form is fully completed and meets the
requirements for filing under section 27 of the Local Authorities Election Act.

LAEA s. 29

Do I have to pay a deposit to file my nomination form?
Municipalities may pass a bylaw requiring a deposit to accompany
nominations. The amount fixed in bylaw may not exceed:



$1,000 in municipalities with a population over 10,000; and
$100 in all other municipalities.

When you inquire or pick up the nomination form from the municipality,
ensure that you seek clarification on whether a deposit is required and the
amount of the deposit.
If a deposit is required, it must be paid, in full, at the time you file your
nomination form. A deposit must be payable to the municipality and may be
paid using:



Cash;
Certified cheque; or
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LAEA s. 30

Money Order,

Will I get my deposit back?
Your deposit will be returned to you if you are:



Elected; or
If you get at least one-half the number of votes of the person elected
to office, with the least number of votes.

Withdrawing Nominations
LAEA s. 32

Candidates may withdraw their nomination form within 24 hours (48 hours in
a summer village) from the close of nominations, provided the number of
candidates nominated exceeds the number of positions for the office you are
seeking.
If candidates choose to withdraw, they must provide written notice, in
person, to the returning officer.

Insufficient Nominations
LAEA s. 31

In the event that the number of nominations filed is less than the number of
vacancies in the municipality, the returning officer will be available to receive
nominations the next day (and for a period of up to 6 days, if required) from
10am to 12noon.
Nominations Equal Number of Vacancies
If, by noon on any of the days, the number of candidates nominated equals
the number of vacancies in the municipality, nominations will be closed and
the returning officer will declare the candidates elected by acclamation (no
elected will be held).
Nominations Exceed Number of Vacancies
If more than the required nominations are received by noon on any of the
days, nominations will be closed and the election will be held according to
process.
Summer Villages
In the case of a summer village, the returning officer will announce the time
and place when further nominations will be received.

Late Filing of Nominations
The returning officer CANNOT accept nominations after 12 noon on
Nomination Day. Ensure that you check with your municipality on the time
and location for filing nomination forms and ensure that you file your
nomination paper on time at the location available.
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Campaigning

Campaigning
Once you have filed your nomination form and your candidate’s acceptance,
there are several things to remember as you campaign to Election Day.

How do I Campaign?
There is no “standard” in campaigning when it comes to municipal elections.
A candidate’s campaign style will want to match the uniqueness of the
municipality to the candidate’s personality and available resources.
The purpose of campaigning is to convince the electors that you are the best
candidate for the position in the municipality. Candidates have used various
strategies including but not limited to:






Door-knocking;
Signage;
Brochures or posters;
Social media pages (Facebook, Twitter, Instagram) or websites; and
Host a meet and greet event.

Is There Anything I Cannot Do During a Campaign?
There are a variety of offence provisions included in the Local Authorities
Election Act; it is encouraged that candidates review and understand all
offence provisions in the Act.
In addition to the offence provisions, it is essential that candidates seek
additional clarification from municipal returning officers relating to campaign
activities. Municipalities may have local bylaws that may address campaign
activities including but not limited to the use and placement of campaign
signage throughout the municipality.
If candidates require additional interpretation or clarification, they are
encouraged to seek independent legal services if required.

LAEA s. 116

Bribery
As a candidate, you cannot give, or promise to give, money or any other
valuable consideration (such as an office or job) to anyone in return for their
vote, or to agreeing not to vote.
It addition, an elector or resident of the municipality cannot accept money or
any other valuable consideration in return for voting or not voting during an
election.
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LAEA s. 117

LAEA s. 152

Undue Influence
As a candidate, you cannot use, or threaten to use, violence, injury, damage
or intimidation to compel a person to vote or refrain from voting at an
election. You cannot obstruct the voting process or obstruct a person from
accessing a voting station to vote during an election.
Canvassing on Election Day
Candidates, official agents, or campaign volunteers cannot canvass or solicit
votes in or immediately adjacent to, a voting station on Election Day. In
addition, campaign materials (posters, pins, signage, etc.) cannot be
displayed or distributed inside or on the outside of a building used as a
voting station.
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Election Day

Election Day
You have filed your nomination papers, you’ve campaigned, and now you’ve
reached Election Day! It is important that you understand the process for
Election Day and seek clarification on any questions you may have.

LAEA s. 46

LAEA s. 47

How long are voting stations open on Election Day?
Voting stations are open between the hours of 10am and 8pm on Election
Day. Municipalities may pass a bylaw permitting voting stations to open
earlier. It is advised that you confirm voting hours with your municipality.
Who is eligible to vote?
A person is eligible to vote in a municipal election if the person:




Is at least 18 years of age;
Is a Canadian Citizen;
Has resided in Alberta for the 6 consecutive months preceding
election day;



The person’s place of residence is located in the area on Election
Day.

LAEA s. 12

In the case of a summer village, a person is eligible to vote in a municipal
election if the person:







LAEA s. 69

The person is eligible to vote under section 47;
Is at least 18 years of age;
Is a Canadian Citizen;
Has resided in Alberta for the 6 consecutive months preceding
election day;
Is named on a certificate of title as the person who owns property
within the summer village; or
Is the spouse or adult interdependent partner of a person who owns
property with the summer village.

Can people observe Election Day?
Candidates, or official agents, or a candidate’s scrutineer, may observe the
processes at the voting station(s) on Election Day. The returning officer in
your municipality will have details on how to appoint official agents and
scrutineers. As well, the returning officer will explain the role and
responsibilities of a candidate, official agent or scrutineer observing the
election processes.
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Is there a voters list?

LAEA s. 50

LAEA s. 55&56

Municipalities may pass a bylaw allowing for the enumeration and use of a
voters list. You may wish to confirm with your municipality; currently, there
are no municipalities that use a voters list in municipal elections in Alberta.
Maintaining the Secrecy of the Vote
All ballots, forms, ballot boxes, and voting machines (if applicable), are in the
custody and control of the returning officer. Forms and statements made by
the electors cannot be viewed by any person observing the election due to
privacy reasons. All voter compartments are equipped with voting screens
and instructions for electors to ensure secrecy.
At the close of the voting station and at the conclusion of the count, the ballot
boxes are sealed and retained in a protected area for six (6) weeks following
Election Day.

LAEA s. 97

Are results made official on Election night?
At the conclusion of the count, the returning officer may make unofficial
results available. The official results are not posted or announced until 12
noon on the fourth day following Election Day.
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Recount

Recount
LAEA s. 98

Who can ask for a recount?
The returning officer may call for a recount of the votes cast at one or more
of the voting stations if:






a candidate or official agent or scrutineer shows grounds that the
returning officer considers reasonable for alleging that the record of
the result of the count at any voting station is inaccurate;
the returning officer considered that the number of valid ballots
objected to or rejected ballots other than those on which no vote was
cast, was sufficient to affect the result of the election; or
the returning officer is of the opinion that there may have been an
administrative or technical error that may have caused an error in the
count of votes.

When can a recount happen?
An application for a recount may be made within 44 hours immediately
following the closing of voting stations on Election Day. No applications for
recount will be accepted by the returning officer after the prescribed 44 hours
has passed.
How will I know if a recount is happening?
If the returning officer calls for a recount they must, within 12 hours of the
recount, notify any candidates who may be affected and those election
officers that the returning officer deems necessary to conduct the recount.
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Election Results

Election Results
LAEA s. 97

Are results made official on Election night?
At the conclusion of the count, the returning officer may make unofficial
results available. Due to the ability for the returning officer to call a recount,
official results are not posted or announced on election night.
When are election results official?
The returning officer is required to announce or post the official election
results in the statement of results at 12 noon on the 4th day following Election
Day, at the municipal office.
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Campaign Finance & Disclosure

Campaign Financing
As noted above, Candidates are responsible for reading and understanding
Part 5.1 of the Local Authorities Election Act as it pertains to Municipal
Election Finance and Contribution Disclosure.

Campaign Disclosure Statements
LAEA s. 147.4

Deadline to File
Campaign disclosure statements (Form 21) must be filed with the returning
officer or municipality on or before March 1 following a general election. In
the case of a by-election, the disclosure statement must be filed within 180
days of the date that the by-election occurred.
What is included on the Disclosure?
The campaign disclosure statement contains information about the
contributions received, any additional sources of funding, campaign
expenditures, campaign deficits, or campaign surpluses.
The disclosure will include the name and address of those contributors
whose donations exceeded $100 in the aggregate, and the total amount of
all contributions received that did not exceed $100 in the aggregate.
Campaign Deficits
A candidate who incurs a deficit during an election and does not run the next
general election, must clear that deficit and file an amended disclosure
statement with the municipality showing the deficit has been eliminated.

LAEA s. 147.5

Campaign Surplus
A candidate who incurs a surplus during an election is required to provide all
surplus funds to the municipality to be held in-trust until the next general
election Nomination Day.
If the candidate does not run in the next general election, the candidate must
direct the municipality to pay all surplus funds to the charity of the
candidate’s choice. If the municipality does not receive direction from the
candidate, the surplus funds will become the property of the municipality.
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Conclusion
Congratulations on taking the step to become a candidate in your municipal
election!
In addition to this handbook, you are encouraged to review the Local
Authorities Election Act (LAEA) in detail. If you have any questions about
anything in the handbook or in the LAEA, you are encouraged to seek out
additional clarification from your municipality (CAO or returning officer), legal
counsel, or Alberta Municipal Affairs.
If you are elected, congratulations! You are encouraged to read “Now That
You Are Elected.”
Good luck and enjoy the journey to becoming a candidate in Alberta
municipal elections!
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