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WELCOME 

MUNICIPAL CAO EDUCATION & TRAINING

CAO and Council – Roles and Responsibilities

Effective Meetings, Public Engagement and 
Communication  

Municipal Law

Municipal Financial Management 

Land Use Planning and Development 

& INTRODUCTIONS
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Agenda

1. Municipal Powers and the Municipal Government Act
2. Council Roles and Responsibilities 

3. Chief Administrative Officer Roles and Responsibilities

4. Powers of the Minister 
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MUNICIPAL POWERS 
& THE MGA
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Municipality 
cities, towns and rural municipalities 

providing local services, facilitates, safety and infrastructure to residents 

Corporate status: municipalities are their own legal entity and have powers 
similar to other types of corporations (consider powers to enter into contracts, 
hire employees, purchase equipment and services)

&

Local government powers: impacting citizens and property owners (consider 
the authority to tax residents, regulate through bylaws and expropriate land 
for municipal purposes)   
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Local Government Authority in Prince Edward Island 

Provincial Government
Establish municipalities through acts of 
legislature (MGA and Regulations) and 
delegate powers  

Municipal Council
Elected officials who are legally 
empowered to make decisions on behalf 
of citizens  

Municipal Chief Administrative 
Officer 
Responsible for the implementation of 
council decisions (bylaws, policies and 
resolutions) and day-to-day management

Municipal Staff and Volunteers 
CAO may hire and delegate certain 
responsibilities to employees (and in 
some cases to volunteers)



Legislation and Regulations 

Municipal Government Act

Regulations in effect:
• Access to Information and Protection of Personal Information
• Campaign Contributions and Election Expense Bylaw Regulations 
• Financial Plan Regulations 
• General Regulations 
• Municipal Election 
• Procedural Bylaw 
• Principles, Standards and Criteria 
• Plebiscite 
• Records Retention 
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Reading and Interpreting Legislation

Statutory Interpretation 
“Words of an Act are to be read in their entire context and in their grammatical and ordinary 
sense harmoniously with the scheme of the Act, the object of the Act, and the intention of 
Parliament.”  – Driedger’s Modern Principle 

Reading Legislation 
o Titles and preamble help to explain the Act’s purpose (Section 10, Interpretation Act) 

o Definition provisions generally apply throughout the entire Act 

o Table of contents provides overview of contents of legislation and helps with navigation
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Other tips for understanding and following 
the MGA and Regulations
o Print off the MGA (and read it)

o Highlight and tab relevant sections of the MGA

o Maintain a list of other Acts and Regulations that impact daily municipal operations 

o Maintain a working relationship with a trusted legal advisor

o Use tip sheets and infographics from Municipal Affairs and FPEIM 

o Maintain working relationship with key contacts at Municipal Affairs 
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Q&A 
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ROLE OF 
MUNICIPAL COUNCIL
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Council is elected by the residents of a 
municipality to make decisions regarding 
services, policies and programs. 

A Council decision is the decision of the 
municipality. 

- PEI MUNICIPAL AFFAIRS
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Local Government Authority in Prince Edward Island 

Provincial Government
Establish municipalities through acts of 
legislature (MGA and Regulations) and 
delegate powers  

Municipal Council
Elected officials who are legally 
empowered to make decisions on behalf 
of citizens  

Municipal Chief Administrative 
Officer 
Responsible for the implementation of 
council decisions (bylaws, policies and 
resolutions) and day-to-day management

Municipal Staff and Volunteers 
CAO may hire and delegate certain 
responsibilities to employees (and in 
some cases to volunteers)



Council Purpose, Roles & Responsibilities 

 Provide good government 

 Provide necessary or desirable services and facilitates 

 Provide stewardship for municipal assets 

 Maintain municipality as a safe and viable community 

 Encourage and enable public participation 

 Develop and evaluate for services and programs

 Appoint, direct and manage CAO

 Participate in, and vote at, council/committee 
meetings

 Exercising the powers of council or the municipality 
by passing bylaws or resolutions 

 Establish a procedural bylaw 

 Establish a code of conduct for council members by 
bylaw 

 Establish a code of conduct for employees that 
includes conflict of interest rules 

 Ensure the powers of the municipality and council 
are used appropriately and that their duties and 
functions are carried out
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o MGA Section 86 (2)
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o MGA Section 214 & 242
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Case Study #1 
Sandra has served on council for six years and is currently the Finance Committee Chair.  She has lived in 
the community her whole life and in the early 1980’s acted as the financial manager for the town for a term 
of eight years.  She now is the Chair of the Finance Committee on Council and takes pride in the town’s 
economic prosperity and financial plans.  

Sandra is often at the municipal office to review financial documents and frequently asks staff to print 
lengthy reports and answer questions about past and upcoming expenditures. Sandra frequently makes 
requests directly to staff to organize financial records in a particular manner, or refrain from making certain 
purchases.   Staff have noticed that Sandra has been coming into the office after hours to review and make 
entries into the accounting system.  Sandra has told you that she doesn’t trust the information she is 
getting from staff and that she is happy to volunteer her time to review the accounting records herself. 

Is the council member acting within their authority?
If not, what steps do you take? 
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o MGA Section 93 (6)
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Case Study #1 - What steps can you take? 

 Gather all the facts 

 Ask to speak to council member privately 

 Prepare to explain how actions are outside of MGA authority 

 Do not assume negative intent

 Seek input from council member about needs and concerns 

 Assure staff you are addressing and will monitor the issue 
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o MGA Section 92
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oMGA Section 88 (3)



Q&A 

21



ROLE OF THE CHIEF 
ADMINISTRATIVE OFFICER
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The CAO is the administrative head of the 
municipality and Council’s principal advisor.

The CAO provides information and advices 
council on: policies, finance, legislative 
requirements, plans and more.

- PEI MUNICIPAL AFFAIRS
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 Hires, directs, manages and supervises employees and contractors 
 May (subject to bylaw or contract) suspend, discipline or dismiss employees
 May delegate duties to employees (except power to dismiss employee)

 Ensures
statements and 
reports are 
provided to the 
Minister 

 Ensures
resolutions and 
policies are 
complied with

 Ensures funds are 
disbursed 
appropriately 

 Ensures all 
municipal assets 
are maintained 
safely 

. 

 Appointed/supervised 
by and reports to 
council

 Notifies council if 
actions are contrary to 
bylaws, resolutions or 
Acts

 Ensures council and 
council committee 
meeting minutes are 
recorded 

 Informs council on the 
operations and affairs 
of municipality  

 Maintains indexed register with certified copies of bylaws and resolutions 
 Ensures an accurate record of assets and liabilities are maintained 
 Takes charge of all books, documents and records 
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o MGA Section 93
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Managing Employees 
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Acting as Principle Advisor 

o Council is not expert in the MGA, municipal bylaws or policies 

o CAO must inform council about municipal operations and affairs 
o Administrative issues 
o Executive and legislative issues 
o Operational issues 

o When you do not have the expertise to advise council, seek outside 
expertise 
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Consider these examples: 

o Expenses outside of budget

o Periodic financial updates  

o Employee harassment complaint 

o Employee raises

o Opportunities to purchase or sell property 

o Status of festivals and events 
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What does council need to know? 

What does council expect you to 
know?



Case Study #2

Expenses outside of budget 
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What are you providing to council:
o Copies of current budget and expected 

expenditure 
o Quotes for expense 
o Timelines for purchase 

What are you as CAO expected to know?  
o Contents of procurement policy 
o Rational for expenditure 
o Terms of payment & how are we paying for it



oMGA Section 156 (5)
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Informing and Advising Council

o Memos (brief and concise) 
o Address authority/jurisdiction; requirement for bylaw/resolution/policy; need vs. want; and who 

is responsible 

o Timelines
o Project overviews
o Financial forecasts
o Contracts and quotes 
o Ongoing correspondence 

Good writing makes the reader’s job easy, bad writing makes it hard. 
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Plans  

o Planning can mean internal planning (meetings, renovations, moves, etc.) or municipal 
projects that impact the community (infrastructure, budget consultations, festivals and 
events) 

o Council needs to be informed to a certain degree, but in many cases will rely on you 
implement plans 

Tips for advising and informing council: consider preparing a brief memo with key timelines, 
expenses and responsibilities for major plans that impact the municipality. Ensure council is 
informed enough to make a decision, but that you are not providing them with irrelevant 
information, or asking for direction on decisions that have been delegated to you. 
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Bylaws, Resolutions & Policies 

o Bylaws 
o Does your municipality have a record of all up-to-date Bylaws? 
o Has your municipality adopted all MGA required Bylaws? 
o Has council identified which Bylaws may need to be revisited? 
o Is there an indexed register containing certified copies of all Bylaws?

o Resolutions 
o How do you ensure that council resolutions are implemented? Discussion 
o Is there an indexed register containing certified copies of all resolutions? 

o Policies  
o Is there a current policy manual available to all employees?  
o Have you reviewed these policies to ensure they work for your municipality?
o Do you use Open Government Toolkit (FPEIM)?
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Finance  
CAO compliance considerations:   

o Are all records complete and accurate with respect to assets and liabilities?
o Is council receiving accurate reports about the financial position of the municipality? 
o Are all transactions affecting the financial position of the municipality maintained in accordance with 

Canadian accounting standards for the public sector? 
o Are the funds of the municipality being disbursed only in a manner and to the persons as directed by 

law, or by the bylaws or resolutions of council?
o Significant dates (see Handbook page 83) 

Topics to be covered in Municipal Financial Management module: financial plan (capital and operating), rules 
around deficits, asset management program, MFIR and municipal expenditure tool, reporting deadlines, 
authorization of expenditures, requirements related to reserve funds, taxation, investments, grants, revenue 
and borrowing, financial statements and audit, water and sewer rate establishment, and procurement 
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 Hires, directs, manages and supervises employees and contractors 
 May (subject to bylaw or contract) suspend, discipline or dismiss employees
 May delegate duties to employees (except power to dismiss employee)

 Ensures
statements and 
reports are 
provided to the 
Minister 

 Ensures
resolutions and 
policies are 
complied with

 Ensures funds are 
disbursed 
appropriately 

 Ensures all 
municipal assets 
are maintained 
safely 

. 

 Appointed/supervised 
by and reports to 
council

 Notifies council if 
actions are contrary to 
bylaws, resolutions or 
Acts

 Ensures council and 
council committee 
meeting minutes are 
recorded 

 Informs council on the 
operations and affairs 
of municipality  

 Maintains indexed register with certified copies of bylaws and resolutions 
 Ensures an accurate record of assets and liabilities are maintained 
 Takes charge of all books, documents and records 
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Time Management

“Decision-making process that structures, protects and adjusts a 
person’s time to changing environmental conditions” 

- Erich C. Dierdorff
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Tips from “15 surprising things ultra productive 
people do differently”

o Check email three times a day 

o If something takes less than 10 minutes to complete, do it immediately 

o Set daily priorities 

o Avoid unnecessary meetings 

o Delegate and outsource 

o Make it home for dinner 
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Time Management

“Skills, not personality, are the most malleable personal attributes 
and provide the greatest ROI on self-improvement efforts”

- Erich C. Dierdorff
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Q&A 
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POWERS OF THE MINISTER
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Local Government Authority in Prince Edward Island 

Provincial Government
Establish municipalities through acts of 
legislature (MGA and Regulations) and 
delegate powers  

Municipal Council
Elected officials who are legally 
empowered to make decisions on behalf 
of citizens  

Municipal Chief Administrative 
Officer 
Responsible for the implementation of 
council decisions (bylaws, policies and 
resolutions) and day-to-day management

Municipal Staff and Volunteers 
CAO may hire and delegate certain 
responsibilities to employees (and in 
some cases to volunteers)



Powers of the Minister 
Fisheries and Communities
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Powers of the Minister 
MGA Part 8:  
o Compel financial audit and appointment of an auditor 

o Receive reports of irregularity from auditor 

o Powers of inspection and production of records 

o Inquire into matters including affairs of municipality (or controlled corporation), 
conduct of council members, employees committee or agent of controlled 
corporation 

o Compel bank statements (from bank, bank agency or financial institution) 

o In certain circumstances, may direct council to take action or dismiss council or any 
member of council 
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Powers of the Minister 
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oMGA Section 8



Q&A 
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THANK YOU!

This presentation is provided as information only and is a summary of the issues discussed.  It is not meant as legal advice or a legal 
opinion and you are cautioned to seek specific legal advice for your unique circumstances.  This presentation may not be reproduced or 

distributed without the prior written consent of the Federation of PEI Municipalities.


