
 
REGULAR MEETING OF COUNCIL 

AMENDED AGENDA 

Tuesday, September 15, 2026 6:00 PM 

Royal Canadian Legion, Branch 403 
1169 West Shore Road 

Pelee Island, ON N0R 1M0 
 

1. Call to Order 

2. Amendments to the Agenda 

A. Addition of item 12. E. By-law 2026-55 

3. Disclosures of Pecuniary Interest 

4. Confirmation of Previous Minutes 

A. Regular Meeting of Council 
Minutes of the Regular Meeting of Council held August 25, 2026 

5. Presentations and Delegations 

6. Matters Subject to Notice 

7. Consent Agenda 

A. Disbursements 

8. Reports 

Township Administrator & Clerk Kristine Horst 

A. Special Events 
Report 2026-51, Special Events By-law Amendment 
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B. Municipal Facility Feasibility Study 
Report 2026-52, Municipal Facility Feasibility Study – JLR Proposal 

C. Services Agreement 
Report 2026-53, Services Agreements – Cellcom Communications and 
Bell Canada 

D. Encroachment Agreement 
Report 2026-50, Encroachment on Township Lands – 205 East Shore 
Road 

9. Correspondence 

A. Village of Sundridge, Public Sector Salary Disclosure Inflation 
Adjustments 

B. County of Essex, Support for Town of Essex Request for Residential 
Waste Diversion Data 

C. Municipality of Trent Hills, Elimination of the Workplace Safety and 
Insurance Board's Second Injury and Enhancement Fund (SEIF) 

D. Township of Brudenell, Lyndoch and Raglan, Request for Review of 
Extended Producer Responsibilities for One-Pound Single-Use Propane 
Cylinders 

E. Ontario Onsite Wastewater Association (OOWA), Septic Awareness 
Week September 14-18, 2026 

F. Essex Region Conservation Authority (ERCA), Request Regarding 
Member Appointments 

G. Pelee Island Bird Observatory, Request for Disclosure of Records 

H. Municipal Finance Officer's Association of Ontario (MFOA), Request 
for Support for Doubling of Funding for Ontario Community Infrastructure 
Fund (OCIF) 
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10. Notices of Motion 

11. Recognitions and Announcements 

12. By-laws 

A. By-law 2026-51, Being a By-law to amend By-law 2025-42, being a By-
law to regulate and permit Special Events in the Township of Pelee. 

B. By-law 2026-52, Being a By-law to enter into Services Agreements with 
Cellcom Communications and Bell Canada. 

C. By-law 2026-53, Being a By-law to confirm the proceedings of the 
September 15 Meeting of Council. 

D. By-law 2026-50, Being a By-law to enter into an Encroachment 
Agreement with the Registered Owners of 205 East Shore Road. 

E. By-law 2026-55, Being a By-law to establish the duties, roles and 
responsibilities of the Township Administrator & Clerk for the Township of 
Pelee. 

13. Closed Session 

14. Adjournment 
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Item 12.E 
THE CORPORATION OF THE TOWNSHIP OF PELEE 

BY-LAW 2026-55 
 

“Township Administrator & Clerk By-law” 
(September 15, 2026) 

 
Being a By-law to establish the duties, roles and responsibilities of the Township 

Administrator & Clerk for the Township of Pelee. 
 

 

WHEREAS the Municipal Act, 2001, as amended, states that the powers of a municipal 
corporation are to be exercised by by-law;  

AND WHEREAS the Municipal Act, S.O. 2001, authorizes a municipal council to appoint a 
Clerk and on April 25, 2023, the Council of the Township of Pelee appointed Kristine Horst 
as Clerk of the Corporation of the Township of Pelee pursuant to section 228(1) of the 
Municipal Act, 2001, whose duty it is: 

(a)  to record, without note or comment, all resolutions, decisions and other 
proceedings of the council; 

(b)  if required by any member present at a vote, to record the name and vote of every 
member voting on any matter or question;   

(c)  to keep the originals or copies of all by-laws and of all minutes of the proceedings 
of the council; 

(d)  to perform the other duties required under this Act or under any other Act; and 
(e)  to perform such other duties as are assigned by the municipality.  2001, c. 25, 

s. 228 (1). 

AND WHEREAS the Clerk of the Township of Pelee shall also serve as the Township 
Administrator who is responsible for the strategic leadership and efficient delivery of all the 
Township’s administrative and operational services; 

AND WHEREAS as the key advisor to Council, the Township Administrator & Clerk 
coordinates and provides effective advice and support to Council and develops and 
implements policies, programs and initiatives which align to and support the Township’s 
strategic priorities;  

AND WHEREAS in the Employment Agreement, the duties and responsibilities, 
remuneration, and other terms of employment for the Township Administrator & Clerk of the 
Township of Pelee are clearly set out; 
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By-law 2026-55 
Township Administrator & Clerk By-law 

   

 

NOW THEREFORE THE COUNCIL OF THE CORPORATION OF THE 
TOWNSHIP OF PELEE ENACTS AS FOLLOWS: 

1. That the duties and responsibilities of the Township Administrator & Clerk for the 
Township of Pelee be approved as attached hereto as Schedule A. 

2. That Council approve the terms and conditions of the confidential Township 
Administrator & Clerk Employment Agreement, as amended. 

3. That any by-laws or policies inconsistent with the by-law be updated to reflect the 
contents of Schedule A, attached hereto. 

4. That this by-law shall be cited as the “Township Administrator & Clerk By-law” 
(September 15, 2026) 

5. That this by-law shall come into force and take effect on the date of passing thereof. 

READ A FIRST, SECOND AND THIRD TIME AND FINALLY PASSED THIS 15TH 
DAY OF SEPTEMBER 2026. 

 
 

___________________________________ 
MAYOR CATHY MILLER 

 
 

___________________________________ 
TOWNSHIP ADMINISTRATOR & 

CLERK, KRISTINE HORST 
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Township Administrator & Clerk Job Description – September 2026  
 

1  

 
 
JOB DESCRIPTION 
 
Position Title: Township Administrator & Clerk 
 
Reports To: Head of Council/Council 
 
Purpose: 
 
Reporting to the Mayor and Council, the Township Administrator & Clerk is part of the Senior 
Management Team that is responsible for the overall management of the Township's services 
and effective administration. As Council's chief policy advisor, the Township Administrator & 
Clerk co-ordinates and provides effective advice and support to Council and develops and 
implements policies, programs and initiatives as directed by Council. The Township 
Administrator & Clerk fulfills all the statutory duties of Clerk in accordance with Section 228 of 
the Municipal Act, 2001: 
 

228 (1) A municipality shall appoint a clerk whose duty it is, 
(a)  to record, without note or comment, all resolutions, decisions and other proceedings 

of the council; 
(b)  if required by any member present at a vote, to record the name and vote of every 

member voting on any matter or question;   
(c)  to keep the originals or copies of all by-laws and of all minutes of the proceedings of 

the council; 
(d)  to perform the other duties required under this Act or under any other Act; and 
(e)  to perform such other duties as are assigned by the municipality.  2001, c. 25, 

s. 228 (1). 
 
Responsibilities: 
 
Human Resource Functions 

• Responsible for the direct/indirect supervision of all employees within the Corporation such as:  
o Government Services and Administration: Administration, By-Law Enforcement, 

Planning and Building Services 
o Transportation: Airport and Roads 
o Parks and Recreation Facilities: Parks and Recreation, Pheasant Farm, Scudder 

Marina and East Park Campground 
o Environmental Services: Drainage, Waste Transfer Station, and Water Services 
o Emergency and Protection Services: Volunteer Fire Department  

• Responsible for staff recruitment and making personnel related recommendations to Council; 
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Township Administrator & Clerk Job Description – September 2026  
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• Collaborates with department heads to assist and direct with the implementation of decisions of 
Council, as well as with respect to daily concerns when necessary;  

• Coordinates with department heads when complaints or issues arise, and when necessary daily 
projects and activities need to be addressed; 

• Leads the organization with a style capable of developing and sustaining cohesiveness with high 
standards of performance; 

• Nurtures, develops, and motivates staff to ensures high productivity, high quality work and 
excellence in customer satisfaction; 

• Responsible for monitoring staff performance and conducting regular performance reviews; 
• Ensures all staff are adhering to Human Resource Policies and enforces disciplinary actions 

when required; 
• Ensures the Township is compliant with applicable legislation affecting employees; 
• Prepares relevant analyses and reports for Council is relation to all personnel matters. 

 
Financial Management Functions 

• Acts as an official signing officer for the Township;  
• Assists the Treasurer with the development, evaluation and preparation of the annual 

departmental budget; 
• Assists the Treasurer with the audit function as requested and with focus on payroll; 
• Assist the Treasurer with financial process implementation for revenue raising departments; 
• Responsible for researching, proposing and filling out eligible grant applications in partnership 

with the treasurer. 
 
Information Access and Privacy 

• Prepare Privacy Impact Assessments for new or substantially modified personal information 
collection systems in collaboration with applicable departments and Information Technology; 

• Lead privacy breach response activities, including investigations, reporting, notification, trend 
tracking, and advice to mitigate impacts; 

• Process Freedom of Information requests in accordance with the Municipal Freedom of 
Information and Protection to Privacy Act (MFIPPA); 

• Coordinate records searches; review responsive records; apply exemptions, redactions, third 
party notification requirements, and fees; and release information in accordance with legislation; 

• Provide guidance to departments on MFIPPA, privacy, corporate reports, and repeated 
compliance matters. 
 
Administrative Functions 

• Ensures the discharge of statutory and legislative responsibilities as authorized by Council and 
set out in Provincial legislation, including but not limited to the Municipal Act, 2001, Municipal 
Freedom of Information and Protection of Privacy Act, Elections Act, Accessibility for Ontarians 
with Disabilities Act, Ontario Heritage Act, Drainage Act, and Planning Act; 

• Provides advice respecting short- and long-range planning and development. 
• Administers all records management functions including the management and administration of 

corporate records, development and implementation of corporate wide content management 
systems; 

• Responsible for all statutory and legislated requirements of carrying out municipal elections, 
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Township Administrator & Clerk Job Description – September 2026  
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under the Municipal Elections Act; 
• Acts as project manager and coordinator for items such as Broadband project, Emergency Plan, 

large scale tenders, etc., with assistance from consultants, treasurer and other applicable staff. 
• Researches and collects various sources of information (e.g., legislation, regulations, policies and 

programs in other jurisdictions, environmental scans, surveys) to support policy and program 
development, and leads policy/program projects; 

• Drafts by-laws and resolutions, after conducting all necessary research and analysis in 
consultation with members of the senior administrative team, when required; 

• Compiles, considers, prepares, and presents pertinent and inclusive reports to Council on a 
regular basis, of all relevant matters to the Council for adoption; 

• Attends all Council meetings, prepares the agenda and minutes, ensures confirmed minutes and 
agendas are posted online, and maintains resolutions & by-laws index; 

• Attends Committees of Council meetings (unless delegated to another member of administration) 
and is responsible for the preparations and coordination of agenda and meeting minutes  

• Attends necessary meetings with government agencies, Provincial Ministries and others as 
needed 

• Prepares correspondence, information, presentations, notices, as well as question and information 
materials to internally and externally communicate policy/program changes and council 
decisions, in addition to overseeing the development of a range of online information services to 
support corporate communications;  

• Responds to public inquiries regarding legislation, regulations, policies and proposed policies 
and initiatives; 

• Issues lottery licenses and completes provincial reports; 
• Responsible for duties associated with Community Emergency Management Coordinator, 

including updating and monitoring response plans, filing reports, and scheduling/conducting 
annual training; 

• Executes documents and affidavits as a Commissioner of Oaths; 
• Works with the Treasurer, analyzing and evaluating all departments and overall operations; 
• Makes recommendations to Council regarding departmental operations; 
• Fulfills all responsibilities in accordance with the requirements of the organizational system 

including by-laws, standards, policies, and applicable legislation; 
• Coordinates and directs the preparation of plans and programs to be submitted to Council for the 

construction, maintenance, development and improvement of civic properties, facilities and 
services; 

• Liaison for Policing and Paramedic services; 
• Oversees marriage solemnizations, paperwork and licenses; 
• Oversees annual cemetery reporting and plot sales; 
• Shares on call duties, including on call phone coverage, with other members of Senior 

Management Team and 
• Performs other related duties from time to time as assigned by Council. 
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Township Administrator & Clerk Job Description – September 2026  
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Working Conditions: 
 
Usual hours of work are based on a 35-hour, 5-day week (8:30 am to 4:30 pm).  
 
Working outside of these hours may be required to meet deadlines, peak periods and unexpected 
situations that arise, as well as attending Council and Committee meetings. 
 
Internal Working Relationships: 
 
Establishes and maintains working relations with all employees including but not limited to the 
Administrative Department and department managers, and Councillors and other colleagues. 
 
External Working Relationships: 
 
Establishes and maintains regular contact with other government agencies, Provincial Ministries, 
Federal governmental agencies, municipal legal counsel, municipal planner, other municipalities, 
applicable consultants, and the general public. 
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