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The Councillors’ Ward Allowance (CWA) 
Fund Policy 

 

Section One:  Purpose of Allowance 
 
The Councillors’ Ward Allowance (CWA) Fund Policy provides rules, guidelines, 
responsibilities and procedures with regard to the expenditure of funds from the CWA 
by Councillors as well as the expenditure of Chairperson funds by Councillors, which 
are received by virtue of acting as a Chairperson of a committee / member of Executive 
Policy Committee.  All references to CWA funds in this policy also capture and apply to 
Chairperson funds.   
 amended June 25, 2014 

 

Section Two:  Principles 
 
This policy is intended to reflect the following fundamental principles: 
 
Autonomy of Council 
• City Council, as the decision-making body of the City, is separate and distinct from 

the City Administration. 
• The Autonomy of Council is provided for in The City of Winnipeg Charter.  
 

Integrity of Council 
• The integrity of City Council as a whole and the offices of the Councillors must be 

protected. 
• The interest of City Council as a whole takes precedence over the personal 

interest of individual Members of Council.  
 
Accountability 
• Councillors must ensure prudent utilization of the public monies utilized to perform 

duties while in office. 
• Councillors are stewards of City resources and are ultimately accountable to the 

public and their constituents for the type and level of expenses they incur. 
• Councillor’s expenses must be reasonable and reflect what the public expects of 

an elected official. 
• Councillor’s business expenses and personal expenses must be kept separate. 
• Councillors must ensure that personal expenses are not incurred using City 

purchasing cards or any other means.  Any personal expenses accidently incurred 
must be repaid immediately after the Councillor becomes aware of such a charge.  
  (amended October 26, 2016, October 25, 2017) 

 
Transparency 
• The public has a right to know how public funds allocated to Councillors are 

spent.  The public's right to Councillors’  expense information must be balanced 
against the need to protect privacy and personal information, and allow time for 
proper accounting and reconciliation of expenses 
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Flexibility and Limits 
• Councillors require flexibility to perform their roles, operate their offices and pursue 

their interests. 
• Councillors engage their communities differently. 
• Expenditures must not conflict with rules set out in Election legislation, and other 

legislation. 
• All accounting, audit and Income Tax principles and rules must be followed. 

 
 

Section Three:  Roles and Responsibilities 
 
Councillors 

• Authorize expenditures from their CWA. 

• Meet all financial, legal and legislative requirements including Income tax 
obligations 

• Stay within budget guidelines and expenditure categories outlined in this Policy. 

• Keep safe and maintain all equipment and furniture provided by the City. 

• Keep safe and maintain all equipment and furniture purchased with City funds. 

• Ensure that all purchases are appropriate and that invoices are authorized after 
orders have been received or services rendered. 

• Complying with purchasing, accounting and financial policies approved for 
Councillors.  

• Must repay any personal charges immediately after the Councillor becomes aware 
of any such charge. 
  (added October 25, 2017) 

• Contact the Deputy City Clerk to seek advice on all aspects of this Policy. 
 
City Clerk’s Department 

• Provide accounting and financial support to Councillors by directing payment of 
expenditures, preparing financial management reports and providing advice on 
handling difficult or unusual transactions.  

• Provide purchasing support to Councillors with vendor lists, obtaining quotations, 
issuing purchasing documents and developing formal agreements. 

• Provide staffing support to Councillors by preparing payroll documentation. 

• Advise Councillors of the status of their budgets and expenditures. 

• Advise Councillors if any item appears to breach the Councillors’ Ward Allowance 
(CWA) Policy or is inappropriate. 

• Refer unusual transactions in dispute to the Governance Committee of Council for 
review and disposition  

• Make sure that supporting documentation is in place and that expenditures 
conform with the CWA and other policies 

• The Deputy City Clerk must suspend processing of expenses and / or a City 
purchasing card if a Councillor fails to comply with any portion of this policy, 
including: 
1)  Knowingly charging personal expenses to the City or a City Purchasing Card. 
2)  Failure to repay an accidental personal expense within 15 days of becoming 

aware of such a charge. 
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3)  Failure to file purchasing card statements, including receipts, descriptions and 
other required documentation within 2 months of the date of the statement. 

• The Governance Committee of Council will review the suspension and make a 
decision on further action. 

• The Deputy City Clerk will track personal charges incurred by Councillors and will 
refer multiple instances of personal charges incurred within a calendar year to the 
Governance Committee.  

• Monitor changes in City policies and procedures and review relevance of these 
changes for the CWA Policy and related procedures. 

• Provide training and orientation for Councillors and their staff at the beginning of 
each term and when required or as requested during the term from time to time. 

• Assist Corporate Finance to disclose the CWA expenditures on the City’s website 
on a monthly basis, including vendors for all external transactions. 

• Develop procedures and provide training to staff to appropriately deal with CWA 
expenses that qualify for charitable receipting. 
  (amended October 26, 2016, October 25, 2017) 

• Undertake a random selection process in January or February of each year, 
randomly selecting five Councillors whose expenses are to be audited from the 
previous year.  The random selection process must ensure that every Councillor is 
subject to an audit at least once during each term of office and that every 
Councillor has the possibility of being audited each year. 
  (added March 25, 2021) 

 
 
Governance Committee of Council 

• Review amendments to the CWA policy brought forward by the City Clerk. 

• Recommend amendments to the CWA policy to  

• Council. 

• Review and provide disposition on unusual expenditures, in open session.  The 
Governance Committee does not have the ability to provide disposition on a 
request by a Councillor to exceed the Community Group donation limit of $5,000, 
with such decision to be under the purview of Council. 

• Review a suspension of account processing and direct subsequent action, 
including re-instatement of expense privileges or purchasing card, continued 
suspension of expenditure privileges and / or request repayment of expenses from 
the Councillor. 
  (amended October 25, 2017) 

• Review instances of multiple personal purchases incurred by a Councillor. 
  (added October 25, 2017) 

 
 
Corporate Finance Department 

• Payment of expenditure on direction of the City Clerk’s Department. 

• Monthly posting of CWA expenditures by ward. 
• Engage an external auditor to conduct an annual audit of five Councillor’s CWA 

expenses. 
• Submit a report with the results of the audits to Council for its July meeting, 

through the Governance Committee of Council. 
(added March 25, 2021) 
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Section Four:  Processes 
 
Budgeting (added March 23, 2023) 

• Funding for the CWA is provided annually through the City’s Operating Budget and 
is allocated into the following three expenditure specific categories: 

 
- Staffing (56%) 

Salary, benefits, vacation, severance pay and other salary related costs 
 

- General Expenses (26%) 
Expenses as permitted under the CWA, including expenditures related to 
Staffing and Ward Office / Meeting Space  
 

- Ward Office / Meeting Space (18%) 
Costs related to the establishment and maintenance of a Ward Office 
including rent, renovations, furnishings, equipment and services, as well as 
other expenses directly related to operation of the ward office, not including 
staffing.  
Costs related to the rental, set-up and use of meeting space. 

 

• Funding for Staffing and the Ward Office / Meeting Space categories may only be 
used for those specific purposes. 
 

• Funding in the General Expenses category may also be used for expenditures 
related to Staffing and the Ward Office / Meeting Space. 

 

• Funding for the CWA is increased annually at the rate of the Consumer Price Index 
of the previous year, as determined by Statistics Canada. 

 
 
Expenditures 

• Expenditures from the CWA can be made by purchasing card, by purchase request 
or purchase reimbursement. 

 
Documentation 

• A Councillor must submit appropriate documentation when requesting a payment 
or reimbursement for expenditures.   

• All authorized expenditures from the CWA shall be submitted on the expense form 
(attached as Appendix A), with appropriate receipts attached and authorization for 
payment by the Councillor. No payment shall be processed until appropriate 
documentation has been provided.  

• Copies of appropriate receipts are to be maintained on file to support these business 
expenditures. 
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Review Process 

• Councillors are responsible for authorizing all expenditures. 

• Councillors must bring unusual expenditures to the Governance Committee of 
Council for direction. 

• The Deputy City Clerk will review all expenses submitted by Councillors to 
determine that proper documentation is in place and the expenditure is in 
compliance with the CWA. 

• The Deputy City Clerk must suspend processing of expenditures if a Councillor 
fails to comply with any portion of the CWA policy. 

• The Governance Committee of Council must review each suspension of 
expenditures and direct subsequent action. 

 
Non-Compliant or Over-Expenditures (amended October 25, 2017) 

• Each Councillor is personally responsible for reimbursing any non-compliant or over-
expenditure of their CWA.   

• Reimbursement for any over-expenditure must be remitted to the City Clerk for 
return to General Revenue within 15 days of being notified of the non-compliance or 
over-expenditure by the Deputy City Clerk. 

 
Purchasing Cards (amended June 25, 2014, October 26, 2016, October 25, 2017) 

• Each Councillor must enter into an agreement for the use of a purchasing card 
annually. 

• Each Councillor must comply fully with the terms of the agreement and the 
purchasing card program procedures (attached as Appendix B).   

• Each Councillor must provide receipts and expense descriptions to the City Clerk’s 
Department within two months of the statement for processing. 

• The Deputy City Clerk must suspend purchasing card privileges if a Councillor fails 
to comply with any portion of the purchasing card or CWA policy including: 
1) Knowingly charging personal expenses to the City or a City Purchasing Card. 
2) Failure to repay an accidental personal expense within 15 days of becoming 

aware of such a charge. 
3) Failure to file purchasing card statements, including receipts, descriptions and 

other required documentation within 2 months of the date of the statement. 

• Each Councillor must ensure that personal expenses are not incurred using City 
purchasing cards and that any such expenses accidently incurred are repaid 
immediately after the Councillor becomes aware of such a charge and in no case 
more than 15 days after being made aware of the charge by the Deputy City Clerk, 
after which time purchasing card privileges must be suspended. 
  (amended October 25, 2017) 

 
Election Year 
In the year of a general municipal election: 

• The incumbent Councillor shall only be authorized to expend funds for that portion 
of the year that the Councillor is in office. 

• Councillors shall not use CWA funds to purchase any furnishings and/or office 
equipment after the day wherein Councillor Candidates are allowed to register for 
civic office. 
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• Councillors shall not use CWA funds to prepare and/or distribute any advertising, 
newsletters, etc. after the day wherein Councillor Candidates are allowed to register 
for civic office. However, the Councillor may communicate with his/her constituents 
on specific issues during this period.  Pre-paid annual advertising expenses incurred 
prior to this period, not pertaining to the election, are allowed. 

• Councillors shall not use city purchased equipment or office space or CWA funds to 
pay for any services performed in support of Councillors’ campaign for re-election. 

• Councillors shall not use CWA funds to undertake Community Events after the day 
wherein Councillor Candidates are allowed to register for civic office.  

 
Disclosure (amended June 25, 2014, October 26, 2016) 
The Corporate Finance Department will post Councillors’ expenses, including year-to-
date expenditure details, by transaction, on the City’s website within 30 days of the end 
of each month, except for December and January each year, where postings will occur 
as quickly as possible, but no later than within 75 days of the end of these months, in 
order to accommodate the City’s Financial Year-End processes  Disclosure details 
should include identifying the vendor, the account, description of purchase, date and 
amount of expenditure.  Disclosure of each vendor who provided the goods / services 
must occur, including when reimbursements to Councillors occur.   
 
Accounting Procedures  
Councillor’s claim for expenses must follow basic accounting and audit principles: 

• The City’s accounting system will be utilized and all expenditures will be posted to 
the related account.  

• Expenses must relate to the business of the City of Winnipeg 

• Councillors or their staff must incur the expenses. Expenses incurred by third 
parties cannot be claimed. 

• Councillors and their staff cannot claim expenses of a personal nature. Where an 
invoice contains expenses of a personal nature, Councillors or their staff must 
reimburse the City for those personal expenses when they submit the request for 
reimbursement or payment of the expense to the Deputy City Clerk. 

• Councillors and their staff must provide proper documentation, including receipts 
showing a detailed tax breakdown, for all expense claims. Credit card receipts or 
statements alone are not sufficient and will not be accepted.  In the case of any 
internet on-line purchases, a copy of the confirmation must be attached to the 
claim. 

• Invoices must include a description of the goods purchased or services rendered, 
the cost, applicable taxes and GST Registration Number. 

• Equipment purchased with City funds are considered City property and must be 
returned to the City at the end of a term or such earlier time as the Councillor 
leaves office. 

• Councillors or their authorized staff must sign off all receipts or invoices.  

• Expenses must be charged to the year in which they occurred. Expenses cannot 
be carried forward to different years. 

• Expenses that cover multiple years should be split to ensure that expenses are 
charged to the year in which the expense will be incurred. 
  (added March 21, 2019) 
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• Councillors who charge for goods against the current year must have received the 
goods and/or services from the vendor before December 31 of the year. 

• At the end of the year, when expenses have been incurred but invoices are not yet 
received, Councillors must inform the Deputy City Clerk so that a proper liability 
can be set up.  Invoices from previous years that have not been set up as liabilities 
will not be paid or reimbursed from the previous year’s budget.  Payment of these 
invoices may be made against any carry over funds established.  Alternatively, the 
charge may be referred to the Governance Committee for consideration as a 
charge to the current year’s expenses. 
  (amended October 25, 2017) 

 
Purchasing Procedures  
All purchases are to comply with Materials Management Policy.  
 
Year End 

• Each Councillor shall have until January 15 of the following year to submit all 
receipts for the preceding year for payment.  Any authorized expenditures 
submitted after January 15 for which a liability has not been established should 
be charged to the carry over funds established or referred to the Governance 
Committee for consideration as a charge to the current year’s expenses. 
 (amended October 25, 2017) 

• Unexpended funds from Councillor Ward Allowances may be carried over to the 
following year, at the discretion of the Ward Councillor, up to a maximum of 10% 
of the total ward allocation.  Carried over funds must be expensed prior to 
December 31 of the next budget year, with no further carry over allowed.
 (amended June 25, 2014, March 21, 2019) 

• Carry over funds be established as a permitted use in the General Purpose 
Reserve Fund. 
 (added October 28, 2015) 

• There shall be no carry over of monies, other than the 10% carry over noted 
above, from year to year.  Monies not expended in the calendar year shall be 
returned to the General Revenues Fund at the end of the calendar year, unless 
specifically authorized by the Governance Committee for special projects 

• Any expenses not charged to the current year’s Councillors Ward Allowance 
should be charged to the carry over fund established by the Ward Councillor, 
wherever possible. 

  (added October 28, 2015) 

 
Annual Report 

• The Corporate Finance Department will submit an annual report with the results 
of the audits of Councillor’s CWA expenses to Council for its July meeting, 
through the Governance Committee of Council. The report will identify the 
remaining balances, amounts carried forward or returned to General Revenue, if 
any, as well as report on any special projects authorized by the Governance 
Committee. 

  (added March 25, 2021) 
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Section Five:  Allowable Expenses 
 
The allowable expenses for the CWA are as follows: 
 

 

ADVERTISING AND PROMOTIONS 
 

Advertising and Promotion 

Eligible expense: 
• Paid advertising that is related to the business of the 

City and the office of the Councillor in all types of 
media;  Advertising examples include Seasons 
Greetings and Councillor's office location and contact 
numbers 

• Advertising that supplements advertisements that City 
Departments place to promote specific programs, or 
specific events, such as a park opening 

• Design and production costs for the advertising 
• Promotional items such as fridge magnets, souvenir 

T-shirts, promotional chocolates, pens, etc. 
 

Ineligible expense: 
• Advertising that a Councillor places after the cut-off date 

during an election year 
• Advertising that promotes for-profit organizations, third 

parties, other levels of government, political parties, or 
candidates in any election campaigns 

 
 
 

Conditions: 
• City election policies limit Councillors in placing advertising during an election year.  Councillors cannot place advertising 

 after the cut-off date that City Council determines. 
• In order to be reimbursed, the Councillor must provide the itemized original invoice from the media organization stating 

 the name of the publication, the date that the print ad appeared or that a television or radio ad aired. 
 

Newsletters and Flyers 

Eligible expense: 
• Design, writing, copy-editing, printing costs 
• Distribution costs, either through Canada Post Ad-mail 

or by private distribution firms 
• Translation fees 
• Clip art or stock photo fees 
 

Ineligible expense: 
• Printing and distributing newsletters after cut-off date 

during an election year 
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BUSINESS MEETINGS AND HOSPITALITY 
 

Business Meeting and Hospitality  
(amended December 10, 2014, October 28, 2015, June 21, 2017) 

Eligible expense: 

• Councillors’ expenses for food and beverage, facility 
rental, venue set-up, audio visual for receptions with 
constituents, business contacts, representatives of 
other levels of government, municipal associations, 
international delegations or visitors 

• Meals and expenses related to: 

• Meals consumed by Councillors prior to 
attending evening functions or events; and 

• In town conference/seminar at which 
meals are not provided and where no per 
diem may be claimed. 

• Non-professional sporting events. 

• Meals and expenses related to meetings / planning 
sessions of committees that occur over the lunch 
hour 

Ineligible expense: 

• Alcohol 
 

• Meals and expenses related to 

• Meetings with City employees, Councillors’ 
staff, other Members of Council or employees 
of a City agency, board, commission or special 
purpose body; 

• Professional sporting events and concert tickets. 
 

Conditions: 
• Councillors must identify business purpose for the expense. 
• Councillors must identify reason why meeting cannot be accommodated during normal office hours. 

 
Other information: 

• Councillors must provide 
o Receipt showing total amount charged and detailing taxes charged; 
o Full name of all participants attending meeting; and 
o Date and purpose of meeting. 
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COMMUNITY EXPENSES 
 

Community Expense – Donations to Community Groups (amended June 25, 2014) 

Eligible expense: 
• Donations to community groups 
• Limit of $5,000 per group per year 
• Community Public Meeting expenses 
• Recognition of commemorative events / occasions in 

the community (Limit of $250 per commemorative 
event / occasion per year) 
 

Ineligible expense: 
• Donation to an individual or a group of individuals or 

trust fund not in keeping with the eligible expenses 
guidelines. 

• Gifts for Council staff or other employees of the City, 
agencies, boards, commissions and special purpose 
bodies 

 

Conditions: 
• Donations must be accompanied by a request from the organization with details about the group and the purpose of the 

donation. 
• Donations should be made via City of Winnipeg cheques to the community group.  Personal cheques should not be used. 
• Donation receipts must be addressed to the City of Winnipeg. 
• Donation receipts received by Councillors must be forwarded to the City Clerk's Office. 

 

Community Expense – Event Tickets 

Eligible expense: 
• Tickets per charitable event within ward or City-wide 

event or function 
• Participant fees for charitable or fund-raising events 

such as golf tournaments, walkathons organized by 
non-profit organizations, etc. 

 

Ineligible expense: 
• Raffle tickets, silent auctions, table prize tickets at 

events, unless tickets winnings are donated back to 
the community organization 

 

Conditions: 
• For charitable events or dinners, event organizers must make out charitable receipts to the City of Winnipeg, where 

applicable.   
• Councillors must identify full name of all participants attending an event. 

 

Community Expense – Protocol Expenses (added October 28, 2015) 

Eligible expense: 
• Protocol Gifts presented while representing the City or 

to visiting dignitaries, as well as other reasonable 
expenses related to Protocol duties. 

 

Ineligible expense: 
•  

 
Community Events Groups (amended June 25, 2014) 

Eligible expense: 
• Expenses related to the undertaking of Community 

Events, initiated by the Councillor and of benefit of the 
ward, such as Neighbourhood Clean-ups and other 
related events 

• Limit of $5,000 per event per year 
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COUNCILLOR’S ASSISTANTS 
 

Councillor’s Assistants (amended December 12, 2019) 

Eligible expense 

• Councillors may engage staff to assist them on a full-
time or part-time basis 

• Staff employed are considered political appointments 
and are not employees of the City of Winnipeg 

• Councillor’s Assistants will be governed by the Code 
of Conduct for Members of Council attached as 
Schedule A to By-law No. 19/2018 (See Appendix C 
for Code of Conduct adopted by City Council on 
February 22, 2018)  (amended June 21, 2018) 

• All assistants must be retained under the terms of the 
employment contract (Appendix D) on a bi-weekly or 
hourly basis with the hours worked to be determined 
by the City Councillor (amended December 12, 2019) 

• All Contracts of employment with the Councillor’s 
Assistants must be authorized by the Deputy City 
Clerk or their designate prior to any payments being 
processed to the assistant (added December 12, 2019) 

• Appointments cannot extend beyond the term of the 
Councillor 

• All assistants shall be employed pursuant to the CWA 
policy and shall execute the employment contract prior 
to commencement of employment 

• The employment contract will be between the 
Councillor and the assistant.  Neither the employment 
contract nor the CWA policy shall in any sense be 
construed so as to create the relationship of employer 
and employee between the City of Winnipeg and the 
assistant. 

• Access to the Councillor’s office shall be by access 
card and limited to regular office hours.  Access on 
weekends will be by arrangement with the City Clerk 

• A severance allowance of one week’s pay per year of 
service, up to a maximum of eight weeks pay will be 
provided as required. 

Ineligible expense 

• Individuals holding elected political office shall not be 
eligible for employment as a Councillor’s assistant  

• Councillors cannot employ a relative (husband or 
wife, including common law spouse, child parent, 
brother, sister (including foster and step), parent-in-
law, brother-in-law, sister-in-law, son-in-law, 
daughter-in-law; nephew or niece 

• An assistant cannot be any person employed or 
contracted by the City of Winnipeg.  City staff may 
assist Councillors from time to time; however, funding 
for this assistance is not an eligible expense under 
the CWA policy. (amended March 21, 2019) 

• An assistant involved in litigation with the City of 
Winnipeg must advise the Councillor and the matter 
must be brought forward to the Governance 
Committee 

• An Assistant cannot perform political duties, including 
attending meetings of boards or commissions to 
which the Councillor has been appointed by Council 

• An assistant shall not be eligible for appointment by 
Council to boards, commissions or committees 
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OFFICE EQUIPMENT 
 

Computer Hardware, Software and Accessories 

Eligible expense: 
• Computer hardware, software and peripherals 

Ineligible expense: 
• Gaming or other personal software or hardware not 

required for an office environment 
 
 

Conditions: 
• Councillors must identify the business requirement for the equipment for City Hall, community or home office. 
• All computer hardware, software and peripherals that Councillors or their staff buy with City funds becomes City of 

Winnipeg property and must be returned at the end of the term. 
• All computer hardware, software and peripherals purchased will be recorded in the asset inventory. 
• Councillors must sign off on this inventory annually. 

 

Office Equipment 

Eligible expense: 

• Fax machines, shredders, audio-visual equipment, 
cameras, video cameras and small appliances 

• Maintenance contracts for equipment 

• Carrying case for equipment 

• Peripherals for equipment 
 

 
 

Conditions: 
• Councillors must identify the business requirement for equipment for City Hall, community or home office. 
• All equipment purchased with City funds becomes property of the City and Councillors must return all equipment to the 

City at the end of the term. 
• Any lease agreement to acquire office equipment shall not extend beyond the date that the term for office ends. If a 

Councillor exercises a “buy-out” option in which CWA Funds have been used for all or part of the payments, that office 
equipment becomes City of Winnipeg property and must be returned at the end of the term.  

• All equipment purchased will be inventoried and Councillors are required to sign off on the inventory annually. 
• Councillors may purchase personal electronic equipment and other similar devices, which were purchased at least 12 

months prior to the end of the Council term, at fair market value as determined by the City Clerk’s Office, when they leave 
office.  (amended June 25, 2014 – in effect July 1, 2014)) 

 

Office Furniture 

Eligible expense: 
• Standard office furniture, including chairs, desks, work 

stations, file cabinets, book shelves, sofas, conference 
tables, side tables, stands 

• Moving costs for City furniture at other storage 
locations 

• Transportation costs from vendor 
• Costs for refurbishing or repairing furniture 
• One-time cost to move personal furniture from home 

to City Hall 
 

Ineligible expense: 
• Furniture not required for an office environment, such 

as a bed 
 
 

Conditions: 
• Councillors must identify the business requirement for equipment for City Hall, community or home office. 
• All furniture purchased with City funds is considered City property and are inventoried. 
• The Deputy City Clerk is responsible for coordinating the disposing of furniture and updating the furniture inventory 

accordingly. 
• The Councillor must sign off on his/her furniture inventory annually. 
• Councillors can bring personal furniture to the office. 
• Councillors must return all items on the furniture inventory to the City at the end of the term. 
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OFFICE SUPPLIES 
 

Office Supplies 

Eligible expense: 
• Pens, pencils, post-it notes, writing pads, folders, 

toners, labels, paper and general office supplies 
 

 
 

Conditions: 
• Councillors can buy from the City's vendor or directly from other vendors. 
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WARD OFFICE (added March 23, 2023) 
 

Ward Office  
Eligible expense: 

• Rent 
• Renovations 
• Furnishings 
• Office equipment 
• Utilities including internet and television subscriptions 
• Services including cleaning, maintenance and repair 
• Other expenses directly related to the setup, 

maintenance and operation of the ward office 
 

Ineligible expense: 
• Salary, benefits, vacation, severance pay and other 

salary related costs 
 

Conditions: 
• Councillors enter into ward office rental agreement on their own behalf and not on behalf of the City or Winnipeg. 
• The term of the rental of ward office space cannot exceed the term for which the Councillor is elected.  
• Councillors are personally responsible for any costs related to the rental or operation of the office, past their Council term. 
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MEETING SPACE (added March 23, 2023) 
 

Meeting Space  
Eligible expense: 

• Rental, set-up and use of meeting space 
• Rental of audio / visual equipment, tables, chairs 

 

Ineligible expense: 
• Salary, benefits, vacation, severance pay and other 

salary related costs  

Conditions: 
• Date, location and purpose of meeting. 
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PERIODICALS AND SUBSCRIPTIONS 
 

Books, Magazines and Newspaper Subscriptions 

Eligible expense: 
• Books, magazines and periodicals that are related to 

the business of the City 
• Annual subscriptions to daily, weekly and monthly 

newspapers, news, trade and business magazines, 
ethnic publications and other periodicals 

  

Ineligible expense: 
• Lifestyle / entertainment magazines  
 
 
 

Conditions: 
• Name of book or magazine must be included on the invoice. 

 

Cable Television 
amended l December 10, 2014 

Eligible expense: 

• Monthly fee for basic cable and news channels for 
Councillor’s Office 

• Installation charge for cable connection at Councillor’s 
Office 

• Cable equipment purchase or rental for Councillor’s 
Office 

Ineligible expense: 

• Monthly fee for basic cable and news channels for 
Councillor’s home office 

• Movie/entertainment channel programming. 
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POSTAGE AND COURIER SERVICES 
 

Postage and Courier Services 

Eligible expense: 
• Canada Post regular and premium mail services 
• Courier delivery costs 
• Stamps 
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PRINTING, BINDING AND PHOTOCOPYING 
 

Printing and Photocopying  

Eligible expense: 
• Stationery including envelopes, letterheads, business 

cards 
• Photocopying charges 
• Printing 
 

 

Photographic Supplies and Services 

Eligible expense: 
• Professional photographer fees 
• Processing and digital print fees 
• Frames, CDs, and other output devices 
• Film or other storage mechanisms 

 

 

Conditions: 
• Councillors cannot use photographs or materials that were taken by the City photographers for election-related purposes. 
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PROFESSIONAL AND CONSULTING SERVICES 
 

Consulting Expenses 

Eligible expense: 
• Consulting Services may be contracted for the 

purpose of research related to City business 
 

 

Conditions:  
• An individual holding elected public office (i.e., federal, provincial, municipal or school board) is not eligible to be engaged 

to provide consulting services. 
• A Councillor may not engage a relative as a consultant. A relative is defined as: a spouse, child, parent, brother, sister, 

parent-in-law, brother-in-law, sister-in-law, son-in law, daughter-in-law, nephew and niece. 
• A Councillor may not engage an employee of the City of Winnipeg as a consultant.  
• Councillors must sign a contract or formal agreement with the consultant which sets out the terms and conditions in detail. 
• For consultants that Councillors engage on a long-term basis, a blanket contract will be set up. 
• The consultant’s monthly invoice must identify the hours worked and the deliverables. 
 

Professional and Contracted Services 

Eligible expense: 

• Firms or individuals whom Councillors or their staff 
retain for specific business purposes with clear 
deliverables, fee structures and timelines 

 

 

Conditions: 
• An individual holding elected public office (i.e., federal, provincial, municipal or school board) is not eligible to provide 

professional and/or contracted services. 
• A Councillor may not contract with a relative as a consultant.  A relative is defined as:  a spouse, child, parent, brother, 

sister, parent-in-law, brother-in-law, sister-in-law, son-in law, daughter-in-law, nephew and niece to provide professional 
services. 

• A Councillor may not contract with an employee of the City of Winnipeg to provide professional services.  
• Councillors must provide an original itemized invoice from the contractor, stating the number of hours worked, the work 

performed and the outcomes the contractor delivered. 
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TELEPHONE AND COMMUNICATIONS 
 

Telephone 

Eligible expense: 
• Monthly fees, including fees for specialty features 

such as call display, call waiting, messaging 
• Fees for conference calls 
• Business-related long-distance charges 
• Basic telephone equipment 
• Fax machine 
• Peripherals such as headsets, etc. 

 

Ineligible expense: 
• Personal long-distance calls 
• 1-900 calls 
• Novelty phones  

 
 
 

Conditions: 
• If a Councillor is claiming the cost of a telephone line in a Home Office, that telephone line must be dedicated for City 

business only. 
• Councillors must reimburse the City for any personal long-distance calls at the same time as they submit the monthly bill 

for reimbursement or payment to the vendor directly. 
 

Internet Services 
(amended December 10, 2014) 

Eligible expense: 
 

Ineligible expense: 
• High-speed internet connection for Home Office 
• Installation costs 
• Modem rental fees 
 

Provided by Corporate Support Services: 
• Internet access through the City’s network at City Hall, civic centres and other City buildings 

 
Conditions: 

• Councillors may order directly from any internet supplier. 
• If a Councillor chooses to install a high-speed internet connection at his or her Home Office with City funds, it must be 

dedicated primarily for City business usage. 
 

Websites 

Eligible expense: 
• Design, web development, writing, domain name 

registration, web-hosting fees 
• Database creation and management fees 

 

 

Provided by Corporate Support Services: 
• A page on the City's internet site 

 
Conditions: 

• The personal website of each Councillor hosted outside of the City's internet URL address is entirely the responsibility of 
the Councillor. 

• City staff cannot provide any advice related to these external sites, including wording for disclaimers. 
• The City recommends that Councillors choose a web-hosting company operating from Canada to reduce the risk of 

breaching the privacy of constituents under the United States Patriots Act requirements. 
• The Councillors' own internet site cannot advocate for a political party, other levels of government, for-profit organizations 

or individuals not related to the business of the City, or candidates in any election campaign. 
• Councillors can link their personal sites to the City's internet site. 
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TELEPHONE AND COMMUNICATIONS (continued) 
 

Wireless Products and Services 

Eligible expense: 
• Cost of equipment, such as blackberries, cell phones 

or other Personal Digital Assistants (PDAs) 

Ineligible expense: 
• Personal long-distance calls 
• 1-900 calls 
• Personal messaging / downloads 
 

Conditions: 
• Councillors are recommended to use the corporate vendor and corporate contract for better rates.  They can choose from 

various phone types and monthly plans from the corporate vendor. 
• Councillors can choose a vendor other than the corporate vendor based on his/her coverage / service needs. 
• Councillors must reimburse the City for any personal long-distance calls at the same time as when they submit a monthly 

bill for the City to reimburse the Councillor or pay the vendor directly. 
• Councillors must provide only the front pages of the monthly bill itemizing the services and charges.  Back-up pages 

containing a detailed list of telephone calls is not required and will be returned if submitted. 
• Any monthly phone allowances incurred for use of personal cell phones must follow the Canada Revenue Agency’s 

guidelines and be included as a taxable benefit as appropriate.  
 (amended October 25, 2017) 
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TRAINING 
 

Training 

Eligible expense: 
• Training for Councillors or their staff that meets 

specific business requirements 
• Tuition reimbursement for college or university 

programs or courses related to City business 
• Speaking Engagements related to professional 

development (added March 21, 2019) 

Ineligible expense: 

• Pre-payment of training and tuition fees  
 (added March 21, 2019) 

• Training unrelated to City business 
• Physical fitness, sports, arts programs 
• Councillors or staff cannot claim city-paid tuition fees 

on personal income tax 
 
 

Conditions: 
• Training must meet business requirements. 
• Training and Tuition Fees cannot be pre-paid using CWA funds; these fees must be incurred personally and then 

reimbursed upon course completion. (added March 21, 2019) 
• To be reimbursed for training and tuition fees, Councillors and their staff must provide proof that they have completed the 

course or program, and submit an original fee receipt from the college/university or other appropriate training facility. 
 (amended March 21, 2019) 

• Expenses related to speaking engagements may be charged directly to the CWA and are separate and distinct from 
Tuition fees (added March 21, 2019) 
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TRANSPORTATION 
 

Transportation - Mileage and Parking 

Each Councillor will receive a monthly transportation allowance 
of $550 per month, a parking space in the City Hall Parkade, and 
an annual surface parking card, all to be provided by the City of 
Winnipeg outside of the CWA Fund, 
 
Eligible expense: 

• Councillors and their staff can receive a 
reimbursement for mileage to offset gas costs, to be 
provided by the City of Winnipeg outside of the CWA 
Fund. 

• Councillors and staff must identify business purpose 
for the trip. 
o The rate of reimbursement per mileage for 

Councillors will be at $0.15/km and adjusted from 
time to time accordingly. 

o The rate of reimbursement per mileage for 
Councillors staff will be in accordance with the 
“Reasonable per-kilometre allowance” rates set 
by the Canada Revenue Agency. 

o Councillors are accountable for the accuracy of 
the mileage claimed. 

o Councillors and their staff must provide original 
receipts from parking operators indicating date, 
time and parking location. Credit card receipts will 
not be accepted. 

o Reimbursement for kilometres traveled will appear 
on the Councillor or staff's paycheque. 

o The monthly transportation allowance and the 
parking space provided in the City Hall parkade 
may be considered taxable benefits as per 
income tax legislation. 

Ineligible expense: 
• Traffic and parking fines 
• Tow and impound fees 
• Normal daily travel between home and the normal work 

location.  For Councillors, City Hall is considered their 
normal work location. 

• Personal vehicle maintenance and repair costs 
• Vehicle licensing fees 
• Car-wash fees 

 

Other information: 
• Councillors and their staff filing mileage and parking claims must report the date, start and end points, the number of 

kilometres traveled and the purpose of the trip according to established categories (e.g., business meeting, ward meeting, 
constituency meeting and special event).  Reimbursement will not take place without this information. 

• Detailed municipal addresses are not required.  Intersection information or building names (e.g., City Hall) are acceptable 
for security and privacy protection reasons. 

• Councillors / their staff should submit claims for mileage / parking expense to the Deputy City Clerk at least once a month. 

Transportation – Taxi 

Eligible expense: 
• Councillor and their staff trips throughout the city of 

Winnipeg 
• Tips 

(If Councillors receive a monthly transportation allowance then 
this section pertains to staff only.) 

Ineligible expense: 
• Rides in cabs or other modes of transportation between 

home and the normal work location; for Councillors, City 
Hall is their normal work location 

 

Conditions: 
• Councillors and their staff must identify business purpose for the trip according to established categories (e.g., business 

meeting, ward meeting, constituency meeting, and special events). 
Other information: 

• Councillors must provide an original receipt with the date and the "to" and "from" destinations.  Credit card receipts and 
statements will not be accepted. 

• The City does not require exact municipal address on reimbursement forms.  For security and privacy reasons, building 
names (e.g., City Hall) or intersection details are acceptable. 

• Councillors or their staff should submit claims for taxi reimbursement and other transportation fees to the Deputy City Clerk 
at least once a month. 
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TRAVEL 
 

Travel – City Business  

Eligible expense: 
• Conference registration 
• Transportation (air, train or bus) or kilometrage (if 

driving) 
• Ground transportation (between home and the 

terminal and between the terminal and a hotel or 
conference facility) 

• Hotel 
• Per diem 
• Taxi expenses related conference/business related 

functions or meetings 
• Hospitality expenses 
• Business telephone calls 
• Vehicle rental 

 

Ineligible expense: 
• Personal expenses 
• Sightseeing expenses 

 
 

Conditions: 
• Must be related to the business of the City of  Winnipeg  
• Economy class for airfare or train 
• Per Diem as set by the City of Winnipeg  
• Councillors can request cash advances for hotel and per diem costs 
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APPENDICES 

 
Appendix A: Expense Form 
 
Appendix B: Purchasing Card Program Procedures 
 
Appendix C: Code of Conduct – Council of the City of Winnipeg 
 
Appendix D:  Councillors' Assistant Agreement 

Councillors’ Assistants and Special Project Personnel Code of Conduct 
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APPENDIX A 
 

EXPENSE FORM 
 
 

COUNCILLOR ______________________________ WARD ___________________________ 
 
 

CLAIMABLE EXPENSES 
 

Date Item (Receipt to be attached) Amount 

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

 
 
Attach receipts to this form before submitting for approval and maintain copies on file.  The purpose should 
be identified for business meetings, out of town travel and ward activities.  A record of participants should 
be maintained on file for business meetings and ward activities. 
 
 
I hereby certify that this statement is true and correct to the best of my knowledge and belief, and 
conforms to the Councillor’s Representation Allowance Policy requirements. 
 
 
 
________________________________     ________________________ 
Councillors’ Signature       Date 
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APPENDIX C 

CODE OF CONDUCT FOR MEMBERS OF COUNCIL  

THE FOLLOWING IS PROVIDED FOR REFERENCE ONLY: 

 

PLEASE REFER TO SCHEDULE A TO THE MEMBERS OF COUNCIL CODE OF 

CONDUCT BY-LAW NO. 19/2018 FOR THE CODE OF CONDUCT ADOPTED  

BY CITY COUNCIL ON FEBRUARY 22, 2018 

 

A. PREAMBLE  

Members of Council for the City of Winnipeg recognize that they hold office for the benefit of the 

public and that their conduct must adhere to the highest ethical standards, exceeding the minimum 

obligations required by law.  

A written Code of Conduct demonstrates that Members of Council share a common understanding of 

the ethical obligations which are essential to the fair and effective operation of government.  

Members of Council first instituted a Code of Conduct in 1994. This Code of Conduct stems from the 

principles set out in that Code.  

Although the Preamble cannot support a stand-alone contravention of the Code of Conduct, together 

with the Key Principles listed below, it provides a helpful framework within which to review the 

actions of Members of Council.  

To further assist Members of Council and members of the public in understanding and interpreting the 

Code of Conduct, the Code of Conduct document shall be made available in a version which includes 

commentary provided by the Integrity Commissioner.  

That commentary, which will be updated from time to time by the Integrity Commissioner, does not 

form part of the Code of Conduct itself.  

B. APPLICATION AND INTERPRETATION  

1. This Code of Conduct (“Code”) applies to all Members of Council, including the Mayor 

(“Members”).  

2. It is intended that this Code operate together with and supplemental to the statutes, By-laws and 

policies which govern the conduct of Members, including ut not limited to:  

• The City of Winnipeg Charter  

• The Municipal Council Conflict of Interest Act (“MCCIA”)  

• The Human Rights Code of Manitoba  

• The Freedom of Information and Protection of Privacy Act  

• The Criminal Code of Canada  

• City of Winnipeg Policies, By-laws and Procedures.  

• Codes of Conduct for City Boards or Commissions  



 

 

3. Members are responsible to be familiar with the requirements of the By-laws, policies, procedures 

and legislation which govern their conduct together with the provisions of this Code.  

4. This Code is to be given a broad and liberal interpretation in accordance with the Key Principles set 

out herein and applied in a reasonable and pragmatic manner.  

5. Members should seek the advice of the Integrity Commissioner in determining how this Code is to 

be interpreted and applied.  

C. DEFINITIONS  

“Appendix A” means the Advice Procedures for Members of Council, attached to and forming part 

of the Code.  

“Appendix B” means the Complaint Procedures, attached to and forming part of the Code.  

“Dependant” means  

(a) the spouse of a Member,  

(b) the common-law partner of a Member, and  

(c) any child, natural or adopted, of the Member,  

 

who resides with the Member.  

“Duties of Office” are the duties and activities that relate to the position of the Member, namely 

participation in activities relating to the proceedings and work of Council and activities undertaken in 

representing the City or the Member’s ward or constituents but do not include:.  

• activities related to the private interests of the Member; 

• activities related to a Member’s campaign for re-election; and 

• activities including fundraising activities designed, in the context of a federal, provincial or 

municipal election, or any other local election, to support or oppose a political party or an 

individual candidate. 

“Interests” which do not give rise to a conflict of interest include:  

• interests in matters of general application;  

• interests in matters that affect a Member as one of a broad class of the public;  

• interests that concern the remuneration and benefits of the Member as a Member of Council; and  

• interests that are trivial 

“Private Interest” includes any personal benefit, whether or not pecuniary, but does not include an 

interest: 

(a) in matters of general application; 

(b) in matters that affect a Member as one of a broad class of the public; 



 

 

(c) that concerns the remuneration and benefits of the Member as a Member of Council; or 

(d) that is trivial. 

“Staff” means City staff and the Member’s own staff, regardless of how the individual is paid and 

includes a student, intern or volunteer.  

 

D. KEY PRINCIPLES  

The public interest is best served when Members:  

• perform their duties of office honestly and with integrity, impartiality and transparency, putting 

the public interest before private and self-interest;  

• conduct themselves in such a way as to promote respect for Council and municipal government;  

• serve their constituents and the City in a conscientious and diligent manner and approach decision 

making with an open mind; and  

• perform their duties of office and manage their private interests in a manner that promotes public 

confidence and trust in the political process.  

 

E. RULES OF CONDUCT  

1. Confidential Information  

a. Members must not disclose and shall only use confidential information as required for their 

duties of office.  

Confidential information is information which is otherwise not available to the general 

public, including information contained in the agenda for or discussed at an in camera meeting 

held pursuant to the City’s In Camera By-law, and information in the possession of or received 

in confidence by the City that the City is either prohibited from disclosing, is required to refuse 

to disclose, or may refuse to disclose pursuant to the provisions of the Freedom of Information 

and Protection of Privacy Act.  

b. Members must not intentionally access or attempt to access confidential information which is in the 

custody of the City unless it is necessary for the performance of their duties of office.  

2. Conflict of Interest  

a. Members must not act in situations in which they have a real or apparent conflict of interest, 

whether during a meeting of Council or Committee of Council or at any other time while 

performing their duties of office.  

 

i. A conflict of interest exists when a Member exercises their duties of office and at the 

same time knows that in the performance of those duties there is the opportunity to 

further their private interests.  



 

 

ii. A real conflict of interest exists when a Member has knowledge of a private interest 

that is sufficient to influence the exercise of their duties of office.  

iii. An apparent conflict of interest exists when there is a reasonable perception, which  

  a reasonably well-informed person could properly have, that the Member’s ability to  

  perform any official duty or function must be influenced by their private interest.  

b.. A Member is presumed not to have an interest in any appointment to serve in their official 

 capacity on any commission, board or agency, or in matters arising in relation to that 

 commission, board or agency.  

c. A Member who has a conflict of interest with respect to any matter must refrain from 

influencing the matter and from discussing or voting on any decision with respect to the matter.  

d. Should a conflict of interest, real or apparent, arise with respect to a matter that will be 

discussed or determined at a meeting of Council or a Committee of Council, the Member 

must:  

i. disclose the general nature of the Member’s interest, and  

ii. withdraw from the meeting without voting or participating in the discussion.  

e. Where a Member does not disclose a private interest under Rule 2.d. because they are not in 

attendance at the meeting at which the matter arose, the Member must disclose the general 

nature of their interest at the next meeting of the same body before which the matter arose.  

f. Where, by reason of withdrawal from a meeting because of non-pecuniary interests, there would 

be fewer Members remaining than are needed to meet quorum, those Members who have 

withdrawn by reason of a non-pecuniary interest must disclose their interest, but may still vote 

in respect of the matter.  

3. Fundraising 

Members must not solicit funds from any person or organization if doing so would constitute an 

improper use of the influence of their office. 

Gifts and Benefits  

Acceptability  

a. Members must not accept any gift or personal benefit that would, to a reasonable, well-informed 

person, create the appearance that the donor is seeking to influence the Member or gain the favour of 

the Member.  

b. For these purposes, a gift or benefit provided with the Member’s knowledge to a Member’s 

dependant or to a Member’s staff that is connected directly or indirectly to the performance of the 

Member’s duties is deemed to be a gift to that Member.  

c. For clarification, it is generally not a violation of Rule 4.a. to accept the following:  

i. compensation authorized by law;  



 

 

ii. gifts or benefits received as an incident of accepted protocol or normal expression of 

courtesy;  

iii. a political contribution otherwise authorized and reported in accordance with the law;  

iv. services provided without compensation by persons volunteering their time;  

v. admission to charitable or community organized events, widely-attended events such 

as conventions or conferences, or training and education programs, provided that: 

1. admission is offered by the entity responsible for organizing and presenting the 

event;  

2. admission is unsolicited by the Member; and  

3. the Member is attending or participating in their official capacity;  

vi. food, lodging, transportation and entertainment provided by federal, provincial or municipal 

governments or their political subdivisions or by the government of a foreign country, as 

long as these benefits are received by the Member during the performance of their duties 

of office; and 

vii. sponsorships and donations for community events organized or run by a Member or a third 

party on behalf of a Member.  

d. Except for political contributions allowable by law, Members must never accept gifts or benefits 

provided by a registered lobbyist, or their lobbyist client or employer. It is generally not a violation 

of this Rule to accept light refreshments given in the context of an interaction with a lobbyist where 

the Member is not able to obtain refreshments at their own cost. 

e. Where a Member of their dependant or their staff is offered or given a gift that is not acceptable, 

the Member should refuse it or, at the earliest opportunity, return it to the donor without making 

any personal use of it. 

Disclosure Requirements  

f. Members must provide the Integrity Commissioner with a quarterly Disclosure Statement identifying 

the receipt of any gift or benefit connected to the performance of the Member’s duties of office, with 

the exception of gifts falling under 4.c.i., iii,. Or iv., or a gift or benefit valued at less than $50.00. The 

Disclosure Statement must identify the following:  

i. the nature of the gift or benefit;  

ii. its source and date of receipt;  

iii. the circumstances under which the gift was given or received;  

iv. the gift’s estimated value; and  

v. what the recipient intends to do with the gift.  

g. Disclosure Statements provided under this rule will be a matter of public record.  

  



 

 

5. Use of Influence  

Members must not use the influence of their office for purposes other than for the proper exercise of 

their duties of office.  

6. Use of Staff, Resources and Property  

Members must not use or permit the use of staff, or City resources or property for purposes other than 

those connected with the discharge of their duties of office.  

7. Election-Related Activity  

a. Members are required to follow all applicable election legislation and By-laws, including 

without limitation, The City of Winnipeg Charter, The Municipal Councils and School Boards 

Elections Act and all relevant City of Winnipeg By-laws.  

b. Members must not use the facilities, equipment, supplies, services or other resources of the City 

(including Members’ newsletters or websites linked through the City’s website) for any 

election campaign or campaign-related activities.  

c. Members must not use the services of staff for election-related purposes during hours in which 

those staff members are in the paid employment of the City. 

8. Conduct Concerning Staff  

a. Members must not directly or indirectly, request, induce, encourage, aid, or permit staff to do 

something which, if done by the Member, would be a breach of this Code of Conduct.  

b. Members must not compel staff to engage in partisan political activities or subject them to 

reprisal of any kind for refusing to engage in such activities.  

c. Members must not use, or attempt to use, their authority for the purpose of intimidating, 

coercing, or influencing staff with the intent of interfering with such staff’s duties.  

d. Members must not maliciously or falsely impugn or injure the professional or ethical reputation 

or the prospects or practice of staff and must at all times show respect for staff’s professional 

capacities.  

9. Respectful Conduct  

a. All Members have a duty to treat members of the public, one another, and staff with respect and 

without abuse, harassment, or intimidation.  

Harassment includes:  

i. any behaviour, whether a single incident or a course of conduct, that a reasonable 

person should have known would be unwelcome, and that is inappropriate, 

demeaning, humiliating, embarrassing, or otherwise offensive, including but 

not limited to: a. verbal or written insults, abuse or threats;  

b. racial or ethnic slurs, including racially derogatory nicknames;  

c. leering or other offensive gestures;  



 

 

d. bullying; or  

e. patronizing or condescending behaviour; and  

ii. objectionable and unwelcome sexual solicitations or advances.  

b. While Members may passionately debate issues and promote ideas, they must 

maintain proper decorum during meetings of: Council, Committees of Council, and 

boards, agencies or commissions on which they serve as part of their duties of office.  

10. Adherence to Council Policies and Procedures  

Members must adhere to all By-laws, policies and procedures adopted by Council.  

11. Reprisals and Obstruction  

a. It is a violation of this Code to obstruct the Integrity Commissioner in the carrying out of their 

duties and responsibilities.  

b. No Member shall threaten or undertake any reprisal against a person who makes a complaint under 

this Code or against a person who provides information to the Integrity Commissioner in any 

investigation of such a complaint.  

F. ENFORCEMENT  

1. Annual Meeting with Integrity Commissioner  

Members shall meet with the Integrity Commissioner at least once annually in order to discuss their 

obligations under this Code and under other policies, By-laws or Acts which govern their ethical 

behaviour.  

2. Investigation of Complaints  

The Integrity Commissioner may: receive and investigate complaints alleging that the Rules set out in 

this Code have been breached; make findings; and report to Council, in accordance with the provisions 

of the Complaint Procedures attached as Appendix B to the Code.  

 3. Reliance on Advice Provided to Member by Integrity Commissioner  

a. Members may seek advice from the Integrity Commissioner in accordance with the provisions of 

the Advice Procedures attached as Appendix A to the Code.  

b. Any written advice given by the Integrity Commissioner to a Member binds the Integrity 

Commissioner in any subsequent consideration of the conduct of the Member in the same matter, 

as long as the facts presented by the Member to the Integrity Commissioner were accurate and 

complete.  

  



 

 

4. Sanctions for Misconduct  

Where the Integrity Commissioner has determined there has been a violation of the Code, the Integrity 

Commissioner may recommend to Council that:  

i. the Member be reprimanded;  

ii. the Member be required to make a public apology;  

iii. the Member be requested to return a gift or benefit or, where the gift or benefit cannot be 

returned, reimburse the donor for the value of the gift or benefit;  

iv. the Member be removed from a committee; and/or  

v. the Mayor be requested to remove the Member from their position as Chair of a committee.  



 

 

        Appendix A to the Code of Conduct 

  for Members of Council 

 

ADVICE PROCEDURES FOR MEMBERS OF COUNCIL 

Circumstances and Effect of Seeking Advice from the Integrity Commissioner  

1.  Any written advice given by the Integrity Commissioner (“Commissioner”) to a Member of 

Council (“Member”) binds the Commissioner in any subsequent consideration of the 

Member’s conduct in the same matter, as long as the facts presented by the Member to the 

Commissioner were accurate and complete.  

2.  The Commissioner may, on their own initiative, reconsider advice that has been provided to a 

Member. The Commissioner will let the Member know that the advice is being reconsidered, 

but that the original advice will stand unless and until amended.  

3.  Advice that is general in nature will only be given informally by the Commissioner and is 

subject to change by the Commissioner when applied to specific facts that may not have been 

known at the time the general advice was provided.  

4.  The Commissioner will not provide advice as to whether or not the Member’s past conduct 

was in contravention of the Code of Conduct, but will provide information, in a general way, 

as to how the Member may govern himself or herself, in similar situations in the future.  

5.  It is inappropriate for a Member to use advice sought from the Commissioner to attack or 

malign the behaviour of another Member.  

6.  Communication between the Commissioner and a Member is confidential, subject to any 

disclosure required by law, except:  

a.  The fact that advice was sought may be reported by the Commissioner in a report 

following the investigation of a complaint;  

b. A Member is entitled to make public, advice the Member receives from the Integrity 

Commissioner; and 

c.  At any time, should a portion of the advice provided by the Commissioner to a Member 

be made public, the Commissioner shall be at liberty to make public the entirety of the 

advice that was provided.  

7.  The Commissioner may include a summary of advice given to Members, in a general and 

anonymous way, in Annual Reports to Council and in commentary on the Commissioner’s 

website.  

2015-01-15  

  



 

 

 Appendix B to the Code of Conduct 

 for Members of Council 

 

COMPLAINT PROCEDURES 

 

Part A: Informal Complaint Procedure  

1.  Any individual who identifies or witnesses behaviour or activity by a Member of Council 

 (“Member”), which includes the Mayor, that they believe contravenes the Rules of the Code 

 of Conduct may seek to address the prohibited behaviour or activity in the following way:  

 a)  contact the Member directly to advise that the behaviour or activity appears to 

 contravene the Code of Conduct, identifying the specific provision(s) of the Code of 

 Conduct that may have been contravened, in an attempt to settle or resolve the matter;  

 

 b)  ask the Integrity Commissioner to assist in informal discussion of the alleged   

  complaint with the Member in an attempt to settle or resolve the matter;  

c)  if applicable:  

 i)  confirm to the Member that their response is satisfactory, or  

  ii)  advise the Member that their response is unsatisfactory; or  

d)  consider the need to pursue the matter in accordance with the Formal Complaint 

Procedure set out in Part B of these Procedures, or in accordance with any other 

applicable judicial or quasi-judicial process or complaint procedure.  

2.  Individuals are encouraged to pursue the Informal Complaint Procedure as the first means of 

remedying behaviour or activity of a Member that they believe violates the Code of Conduct.  

3.  With the consent of both the complaining individual and the Member, the Integrity 

Commissioner may participate in any informal complaint resolution process. The parties 

involved are encouraged to take advantage of the Integrity Commissioner’s potential role as a 

mediator/conciliator of issues relating to a complaint.  

4.  The Integrity Commissioner has the discretion to withdraw from any informal complaint 

resolution process at any time.  

5.  Any participation by the Integrity Commissioner in an informal complaint resolution process 

will not preclude the Integrity Commissioner from undertaking a formal investigation of the 

same matter pursuant to the Formal Complaint Procedure set out in Part B of these Procedures.  

6.  The Informal Complaint Process is not a precondition or a prerequisite to pursuing the Formal 

Complaint Procedure.  

7. The Integrity Commissioner may include anonymized information about informal complaints 

in the Annual Report of the Integrity Commissioner provides to Council. 



 

 

Part B: Formal Complaint Procedure  

Formal Complaints  

1.  Any individual who identifies or witnesses behaviour or activity by a Member that they believe 

contravenes the Rules of the Code of Conduct may file a formal complaint requesting an 

investigation by the Integrity Commissioner as to whether the Member has contravened the 

Rules of the Code of Conduct, in accordance with the following requirements:  

 a.  all complaints shall be in writing on the prescribed Formal Complaint Form (attached 

 to this Part) and shall be dated and signed by an identifiable individual; and  

 b.  all complaints shall be sent directly to the Integrity Commissioner by mail, e-mail or 

 fax to the address or number identified on the Integrity Commissioner’s webpage: 

 http://www.winnipeg.ca/council/integritycommissioner/default.stm.  

2.  The details of the complaint will be disclosed to the respondent Member, however, the name 

of the person complaining will only be disclosed in circumstances where fairness requires such 

disclosure.  

3.  Council may, by resolution, direct the Integrity Commissioner to investigate any matter that is 

within the Integrity Commissioner’s jurisdiction and the Integrity Commissioner will, upon 

receiving such resolution, commence the investigation in accordance with the provisions of 

these Procedures.  

 

Time for Filing Complaints  

4.  Complaints must generally be made: (a) within 60 days after the date of conduct giving rise to 

the complaint; or (b) within 60 days after the Complainant became aware of the conduct giving 

rise to the complaint. Subject to section 25 of this Part, the campaign period prior to a general 

Municipal election will not be counted as part of the 60 days in which a complaint may be 

made.  

The “campaign period”  

(i) in the case of a candidate for mayor, beings on May 1 in the year of a general election 

and ends on the start of the new term of Council as defined in section 18 of The City of 

Winnipeg Charter; and 

(ii) in the case of other candidates, begins on June 30 in the year of a general election and 

ends on the start of the new term of Council as defined in section 18 of The City of 

Winnipeg Charter  

5.  The Integrity Commissioner may accept a complaint filed after the expiry of the time limit set 

out in section 4 if the Integrity Commissioner is satisfied that:  

 a.  the delay was incurred in good faith;  

  b.  it is in the public interest to conduct an investigation, or give consideration to whether 

  or not to conduct an investigation; and  

 c.  no substantial prejudice will result to any person because of the delay.  

 

  



 

 

Complaints Outside Integrity Commissioner’s Jurisdiction  

6.  If the complaint is not, on its face, a complaint with respect to non-compliance with the Code 

of Conduct or if the complaint relates to matters addressed by other legislation or complaint  

procedure under another City of Winnipeg procedure, policy or rule, the Integrity Commissioner shall 

advise the Complainant in writing as follows:  

Criminal Matter  

(a)  If the complaint on its face is an allegation of a criminal nature consistent with the Criminal 

 Code of Canada, the Complainant shall be advised that if the Complainant wishes to pursue 

 any such allegation, the Complainant must pursue it with the appropriate police service;  

The Municipal Council Conflict of Interest Act  

(b)  If the complaint on its face is regarding non-compliance with The Municipal Council Conflict 

 of Interest Act as opposed to the Code of Conduct, the Complainant shall be advised to 

 review the matter with the Complainant’s own legal counsel;  

Freedom of Information and Protection of Privacy Act  

(c)  If the complaint is more appropriately addressed under the Freedom of Information and 

 Protection of Privacy Act, the Complainant shall be advised that the matter must be referred 

 to the City of Winnipeg Clerk to deal with under the City’s access and privacy policies under 

 the legislation;  

Other Legislation or Procedure, Policy or Rule Applies  

(d)  If the complaint appears to fall within the scope of other legislation or another procedure, 

 policy or rule of the City, the Complainant shall be advised to pursue the matter under such 

 legislation or procedure, policy or rule;  

Lack of Jurisdiction  

(e)  If the complaint is, for any other reason not within the jurisdiction of the Integrity 

 Commissioner, the Complainant shall be so advised and provided with any additional 

 referrals as the Integrity Commissioner considers appropriate; and  

Matter Already Pending  

(f)  If the complaint is in relation to a matter which is subject to an outstanding complaint under 

 another process such as a court proceeding related to The Municipal Council Conflict of 

 Interest Act, a complaint under the Manitoba Human Rights Code or similar process, or to a 

 civil matter that is pending before the courts, the Integrity Commissioner shall suspend any 

 investigation pending the result of the other process.  

  



 

 

Refusal to Conduct Investigation  

7.  If the Integrity Commissioner is of the opinion that:  

  a.  the conduct described in the complaint is not within the Integrity Commissioner’s  

  jurisdiction to investigate; or  

b.  the complaint is frivolous, vexatious or not made in good faith;  

c.  there are no grounds or insufficient grounds for an investigation, or that it is unlikely 

 that the complaint will succeed; or 

d. an investigation would serve no useful purpose; 

 the Integrity Commissioner shall not conduct an investigation and, where this becomes 

apparent in the course of an investigation, shall terminate the investigation.  

8.  The Integrity Commissioner may request further information from the Complainant before 

deciding whether or not there are reasonable grounds for believing that a violation of the Code 

of Conduct may have occurred and an investigation is warranted.  

9. In the event that the Integrity Commissioner receives multiple complaints concerning the same 

matter, the Commissioner may combine those complaints for the purposes of investigating and 

reporting to Council.  

10.   The Integrity Commissioner, in considering a complaint, may have regard to all of the Rules 

 of the Code of Conduct and not simply those which the Complainant identifies as having 

 been contravened.  

11. Where the Integrity Commissioner has declined to conduct an investigation, the Integrity 

Commissioner will provide the Member who is the subject of the complaint with both an 

anonymized copy of the complaint and the Integrity Commissioner’s response to the Complainant. 

Opportunities for Resolution  

12.  Following receipt and review of a Formal Complaint, or at any time during an investigation, 

 where the Integrity Commissioner believes that an opportunity to resolve the matter 

 informally may be successfully pursued, and both the Complainant and the Member agree, 

 efforts may be pursued to achieve such an informal resolution.  

Investigation  

13.  If a complaint is within the Integrity Commissioner’s jurisdiction and is not rejected by the 

Integrity Commissioner on one of the grounds listed in section 7, the Integrity Commissioner 

will investigate the complaint as follows:  

a.  provide the Member whose conduct is in question with the details of the complaint and 

any supporting material determined to be relevant by the Integrity Commissioner, by 

mail or e-mail, together with a notice of intention to conduct an investigation.  

b.  request that the Member provide a written response to the complaint, any supporting 

documents or materials, and a list of relevant witnesses, within ten (10) days.  



 

 

c.  provide a copy of the Member’s response to the Complainant with a request that any 

written reply be provided by the Complainant within ten (10) days. A copy of that reply 

will be provided to the Member.  

 

14.  The Integrity Commissioner may seek information from anyone relevant to the complaint and 

may receive such information either in person or in writing.  

15.  The Integrity Commissioner may review all books, financial records, electronic data, 

processing records, reports, files and any other papers, things or property belonging to or used 

by the City of Winnipeg and enter any relevant City of Winnipeg work location which the 

Integrity Commissioner deems necessary for the purpose of the investigation.  

16.  Where, during the course of an investigation, the Integrity Commissioner becomes aware of 

any additional complaint which is within the Integrity Commissioner’s jurisdiction and is not 

rejected by the Integrity Commissioner on one of the grounds listed in section 7, the Integrity 

Commissioner shall, upon notice to the Member, investigate such complaint in accordance with 

the provisions of this Protocol.  

Reporting  

17.  Where the Integrity Commissioner finds that the Code has been contravened either in whole or 

in part, the Integrity Commissioner shall report to Council outlining their findings and any 

recommended corrective action or sanctions.  

18.  The Integrity Commissioner shall not issue a report to Council which finds a violation of the 

Code of Conduct on the part of any Member unless the Member has had reasonable notice of 

the basis for the proposed finding and recommended sanction and an opportunity either in 

person or in writing to comment to the Integrity Commissioner on the proposed finding and 

recommended sanction. In preparing their report to Council, the Integrity Commissioner shall 

take the Member’s response into consideration and shall attach a copy of the response to their 

report.  

19. The Complainant will be provided with a copy of the Integrity Commissioner’s report to 

Council when the report is placed on the agenda for the meeting at which the report will be 

considered.  

20.  The Integrity Commissioner may make interim reports to Council as required to address any 

instances of interference, obstruction, delay or retaliation encountered during the investigation.  

21.  If the Integrity Commissioner determines that there has been no breach of the Code of Conduct, 

the Integrity Commissioner will provide a report to the Member and the Complainant advising 

them of that determination, and will  not report to Council about their determination, except as 

part of an Annual Report.  

  



 

 

Member not Blameworthy  

22.  If the Integrity Commissioner determines that there has been no contravention of the Code of 

Conduct, or that a contravention occurred although the Member took all reasonable measures 

to prevent it, or that a contravention occurred that was trivial or committed through 

inadvertence, or an error of judgment made in good faith, the Integrity Commissioner may so 

state in a report to Council and may make appropriate recommendations. 

 

Duty of Council  

23.  When Council receives a report from the Integrity Commissioner following an investigation it 

shall consider and act on that report forthwith.  

24.  A Member who is the subject of an Integrity Commissioner’s report following an investigation 

shall be entitled to make a delegation to Council on the matter, but shall not participate in the 

deliberations of Council or in any vote of Council on the matter. The ability to make such 

delegation, however, is subject to the provisions of The Municipal Council Conflict of Interest 

Act which prohibit a Member from influencing Council in any way where the Member has a 

pecuniary interest in the matter. 

Election Year  

25.  During the campaign period, with respect to complaints alleging that a Member of Council has 

breached the Code of Conduct, the Integrity Commissioner will:  

 a.  not receive any complaints;  

 b.  suspend any ongoing investigation of a previously filed complaint; and  

 c.  not submit any report to Council, of findings with respect to complaints.  

The “campaign period” is as defined in section 31(1) of The City of Winnipeg Charter.  

26.  Following the Municipal election, investigations or reports concerning the conduct of a 

 former  Member while that individual was still a Member, will only be commenced or 

 continued at the request of Council, by resolution.  

Public Disclosure  

27.  The Integrity Commissioner and every person acting under the Integrity Commissioner’s 

 jurisdiction shall preserve confidentiality of the investigation process, except as required by 

 law and as required by these Procedures. 

28. If a complaint becomes a matter of public record at any time whether before, during or after 

the Integrity Commissioner has undertaken an investigation, the Member about whom the 

complaint is made is permitted to speak publicly about the complaint. 

29.  If the Integrity Commissioner finds that the Code of Conduct has been breached, the identity 

of the Member who is the subject of the complaint shall not be treated as confidential.  

30.   All reports from the Integrity Commissioner to Council will be made available to the public. 



 

 

 

  



 

 

 
APPENDIX D 

 

COUNCILLOR'S ASSISTANT AGREEMENT 
 
 
THIS AGREEMENT made in duplicate the            day of                     , A.D. 20    . 
 
BETWEEN: 
 
 COUNCILLOR ______________________________________________, 
 (hereinafter called "the Councillor"), 
 

 OF THE FIRST PART, 
 - and - 
 

 ______________________________________________, 
 (hereinafter called "the Assistant"), 
 

 OF THE SECOND PART. 
 
 

WHEREAS the Councillor is desirous of retaining the services of the Assistant for the 
position of Councillor's Assistant. 

 
AND WHEREAS the Assistant has agreed to perform the duties and responsibilities 

of this position; 
 
NOW THEREFORE THIS AGREEMENT WITNESSETH that in consideration of the 

covenants and agreements hereinafter contained, the parties agree as follows: 
 
 
1. Subject to the terms and conditions of this Agreement, the Councillor hereby engages 

the Assistant, on a contract basis, to perform the duties hereinafter set for a period of 
one (1) year from _________________________ to _________________________ 
or unless earlier terminated in accordance with the provisions of this Agreement. 

 
2. Subject to the terms and conditions of this Agreement, the term of this Agreement may 

be extended for a further period of one (1) year but in no event beyond the Councillor's 
term of office on terms and conditions mutually agreed to by the parties. 

 
3. The Assistant agrees to undertake the duties and the responsibilities assigned to 

him/her from time to time as the Councillor's Assistant. 
 
4. For work and services to be performed by the Assistant, the Councillor shall pay 

him/her the sum of $ _________________ bi-weekly/hourly.  Hours worked to be 
determined by the City Councillor. 

 
 
 
  



 

 

Councillors’ Assistant Agreement (continued) 
 
 
5. Benefits as identified on the attached Schedule of Benefits, including vacation pay and 

other benefits as required by The Employment Standards Act, including health 
benefits which are payable after six months of service in accordance with the terms 
and conditions of the relevant group insurance policy. 

 
6. Subject to The Employment Standards Act, the Assistant is not entitled to be paid for 

time missed due to illness, injury or any other reason. 
 
7. The Assistant is entitled to return to employment as the Councillor’s Assistant upon 

recovery from an illness or injury so long as the Assistant is capable of performing the 
duties and responsibilities of the Councillor’s Assistant, on the understanding that: 
(a) the Assistant shall provide, upon the Councillor’s request, medical evidence 

satisfactory to the Councillor demonstrating that the Assistant is capable of 
performing the duties and responsibilities of the Councillor’s Assistant. At the 
option of the Councillor, said medical evidence shall include an examination by 
a physician of the Councillor’s choosing. 

(b) the Assistant is not entitled to return to employment following an illness or injury 
if this Agreement has terminated or if the Assistant’s engagement has 
terminated for some other reason prior to his/her recovery from the illness or 
injury. 

 
8. All information obtained by the Assistant in the performance of his/her duties as 

Councillor's Assistant shall be kept confidential except as reasonably required in the 
course of his/her duties and responsibilities as Councillor's Assistant. 

 
9. The Assistant shall abide by Code of Conduct for Councillors’ Assistants and Special 

Project Personnel adopted from time to time by the Governance Committee of Council 
as well as to the Code of Conduct for Members of Council, attached as Schedule A to 
the Members of Council Code of Conduct By-law No. 19/2018.  (amended June 21, 

2018) 

 
10. The Assistant shall advise the Councillor of any involvement in litigation with The City 

of Winnipeg or any business or other personal/private interest which could represent 
a conflict of interest, and the Councillor shall disclose this information to the 
Governance Committee of Council.  The Councillor and the Assistant shall avoid any 
situations that may result in either a real or perceived conflict of interest. 

 
11. At the termination of this Agreement, for whatever cause or no cause at all, the 

Assistant shall turn over to the Councillor, all records and books of account and all 
property that may belong to the Councillor or The City of Winnipeg. 

 
12. The Assistant's engagement hereunder may be terminated: 
 

(a) by the Councillor at any time without compensation for cause, in which event 
the Assistant shall only receive all monies due and owing or accruing due to 
him/her pursuant to this Agreement as ascertained up to the date of 
termination; 

Councillor’s Assistant Agreement (continued) 



 

 

 
(b) by either party without cause upon two (2) weeks' written notice, in which 

event the Assistant shall only receive all monies due and owing or accruing 
due to him/her pursuant to this Agreement as ascertained up to the date of 
termination; 

 
(c) in the event that the Councillor retires or otherwise ceases to act as Councillor, 

and the Assistant shall only be paid all amounts due and owing or accruing due 
to him /her as of the date the Councillor retires or otherwise ceases to act as 
Councillor. 

 
13. In the event of the death of the Assistant, all amounts due and owing or accruing due 

to him/her as of the date of such death shall only be paid. 
 
14. For greater certainty, the termination of an Assistant’s engagement pursuant to 12 

(b), 12 (c) and 13 shall not limit or detract from any insurance or other benefits under 
this Agreement to which the Assistant may be entitled as of the date of the 
termination. 

 
15. Any notice required by this Agreement to be given shall be deemed to be satisfactory 

if sent by registered mail.  Notice shall be deemed to have been received three (3) 
days after the mailing of such notice.  The mailing addresses for the purpose of such 
notices shall be as follows: 

 
On the Assistant:      On the Councillor 
 
______________________________   Councillors' Office 
        The City of Winnipeg 
Winnipeg, MB   _________________   Council Building, 510 Main Street 
        Winnipeg, Manitoba  R3B 1B9 
SIN  __________________________ 
 
 
16. This Agreement, and the section(s) of the Councillors’ Ward Allowance (CWA) policy 

requirements applicable to Councillors’ Assistants, constitute and express the whole 
agreement of the parties hereto with reference to the engagement of the Assistant by 
the Councillor and with reference to any of the matters or things herein provided for, 
or herein before discussed or mentioned with reference to such engagement, all 
promises, representations and undertakings relative thereto being merged herein. The 
Councillor shall make a copy of the Councillors’ Ward Allowance (CWA) policy 
requirements available to the Assistant. 

 
17. This Agreement shall not be assigned. 
 
18. The Councillor and the Assistant acknowledge that The City of Winnipeg is not 

involved in any manner whatsoever in the engagement of the Assistant and has no 
responsibility to either party in their performance of this Agreement. 

 
19. This Agreement shall be construed, performed and enforced according to the laws of 

the Province of Manitoba. 
Councillor’s Assistant Agreement (continued) 



 

 

 
 
20. Time shall be of the essence of this Agreement. 
 
 

 
 
IN WITNESS WHEREOF the parties hereto have executed these presents the day and 
year first above written. 
 
 
SIGNED, SEALED AND DELIVERED  ) 
in the presence of:     ) 
 ) 
 ) 
____________________________  )      ____________________________ 
Witness      ) 
 ) 
 ) 
____________________________  )      ____________________________ 
Witness      ) 
 

 

 

 

 

AUTHORIZED BY: 
 
 
 
____________________________  
Deputy City Clerk 
 
 

 

 

 

 

 

 

 

 

 

 
 

 
 

 

 



 

 

CODE OF CONDUCT 
 

COUNCILLORS’ ASSISTANTS AND SPECIAL PROJECT PERSONNEL 
 
 
1. Councillors’ Assistants and special project personnel must observe the highest standards 

of conduct in the performance of their duties, regardless of personal considerations.  Their 
conduct in their official affairs must be above reproach at all times. 

 
2. Councillors’ Assistants and special project personnel shall not be accorded any special 

consideration, treatment, privilege or advantage beyond that which is available to all 
individual citizens. 

 
3. Councillors’ Assistants and special project personnel shall attire themselves in a 

professional manner in accordance with the workplace environment. 
 
4. Councillors’ Assistants and special project personnel may at times be in a privileged 

informational position and as such: 
 

- Shall not disclose confidential information concerning the property, government or 
affairs of the City without proper authorization from their supervising Councillor, 

 
- Shall be ineligible to bid or lease in regards to City projects or City-owned land or 

materials, 
 
- Shall not accept any gift, commission, reward, advantage or benefit of value from 

any person, firm or corporation which is interested directly or indirectly in any 
manner in business dealings with the City, 

 
- Shall not participate in any appearances relating to their involvement in private 

interests before Committees of Council, City Council, or before any Board, 
Commission or other Agency established by the Council, where such appearance 
could represent a conflict of interest. 

 
5. Councillors’ Assistants and special project personnel shall not use or permit the use of 

city-owned vehicles, equipment, material or property for their personal convenience or 
profit. 

 
6. Councillors’ Assistants and special project personnel shall not benefit from the use of any 

information acquired in the course of their duties which is not available to the public. 
 
7. Councillors’ Assistants and special project personnel shall conduct themselves in a 

professional and courteous manner in their day-to-day workings with other personnel 
including staff.  Should any form of conflict arise, such conflict should first be addressed 
by the respective Councillors and furthered to the Speaker for adjudication if not resolved. 

 

8. Councillors’ Assistants will comply with the provisions of the Code of Conduct for Members 
of Council attached as Schedule A to the Members of Council Code of Conduct By-law 
No. 19/2018. 

  (added June 21, 2018) 

 


