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Part A:
1.

Introduction

Clerk’s Introduction Letter

Dear Candidate:
Welcome to the world of municipal politics! If you are a first-time candidate, you will find
running for office to be an exciting, challenging and worthwhile experience.
Serving the public as an elected official requires a considerable commitment of time and
energy.
The Municipal Elections Act sets out in detail the requirements to be met by candidates
for office. These requirements have been summarized for your convenience. We urge
you to obtain your own updated copy of the Municipal Elections Act, 1996, which can be
downloaded from the Ministry’s website at www.ontario.ca/laws or purchased from the
Ontario Government Bookstore.
The Candidates’ Information Guide has been prepared for the purpose of providing
information that will be of assistance to persons intending to stand for elected office.
The contents of this Guide are intended to provide information on certain provisions of
relevant legislation and do not intend to recite all applicable statutory references.
It is important to note that there are a number of additional requirements in place for the
Municipal Election, including but not limited to:
➢ The nomination of a person for an office on Council must be endorsed by
at least 25 persons;
➢ New contribution limits and responsibilities;
➢ Third Party Advertiser registration requirements and restricted period; and
➢ Maximum amount for parties after Voting Day.
As this election year progresses, additional information will be available regarding the
specifics of the election process. We will be providing you with this information as soon
as it becomes available, or at the appropriate time in the process.
Please ensure that you read the enclosed material carefully. It is important that you are
aware of your responsibilities as a candidate.
Clerk’s Division staff are available to respond to any questions you may have about the
election process.
Best wishes for a successful campaign!

Gayle Jackson,
CAO/City Clerk
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2.

Important Dates - 2022 and 2023

May 2, 2022

August 19, 2022

August 22, 2022

September 1, 2022
September 15 to
September 26, 2022
September 1 to
October 24, 2022
September 26, 2022

Nomination Period Commences
➢ Campaign Period begins the day the candidate files their
nomination paper.
Nomination Day
➢ Last day to file nominations
➢ Nominations may only be filed between 9:00 a.m. and
2:00 p.m.
➢ A candidate who wishes to withdraw their nomination
must notify the Clerk in writing before 2 p.m.
➢ Filings for registration for third-party advertising will be
accepted up until October 21, 2022.
Certification of Nomination Papers before 4:00 p.m.
Acclamations declared after 4:00 p.m.
➢ List of certified candidates to be posted.
➢ Voting Proxy period commences after 4:00 p.m.
➢ Filings for Proxy applications accepted at the Clerk’s
Office during regular office hours between August 22,
2022 and October 24, 2022.
Voters’ List made available to certified candidates.
Distribution of interim list of changes to Voters’ List.
Revision Period for Voters’ List
➢ Additions, corrections or deletions.
Certificate of Maximum Campaign Spending Limits and Notice of
Penalties issued to Candidates and Third Party Advertisers.
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October 8, 2022 Orillia Recreation Centre
from 9:00 a.m. to 5:00
p.m.
October 12, 2022 Rotary Place from 1:00
p.m. to 7:00 p.m.

Advance Vote Days
➢ An Accessible Ballot Marking Device will be available on
Advance Vote Days to enable all electors with a private
and independent method to mark, review, and cast their
ballot.
➢ Voting Proxies may only be processed between
12:00 p.m. and 5:00 p.m.

October 14, 2022 Orillia Recreation Centre
from 10:00 a.m. to 4:00
p.m.
October 18, 2022 Rotary Place from 1:00
p.m. to 7:00 p.m.
October 20, 2022 Orillia Recreation Centre
from 10:00 p.m. to 4:00
p.m.
October 21, 2022

October 24, 2022

October 25, 2022
November 15, 2022
December 5, 2022

January 3, 2023

March 31, 2023

Last day for Third Party Advertisers to register.
Notice given to each candidate regarding penalties related to
campaign finances and refunding of the nomination fee.
Voting Day
➢ Voting locations open at 10:00 a.m. and close at 8:00 p.m.
➢ Unofficial election results traditionally released as soon as
practicable after 8:00 p.m. close of vote and all
statements of counts have been returned and compiled by
the Clerk.
Declaration of official election results as soon as possible after
voting day (posted on City of Orillia’s website).
Term of Office begins.
Inaugural Meeting of Orillia City Council will be held on the first
Monday in December as set out in Chapter 22 of the City of
Orillia’s Council Procedures.
*Subject to Governance Review*
Campaign Period Ends
➢ Candidates and Third Party Advertisers to provide Clerk
with written notification of deficit and continuation of
campaign period (if applicable).
Deadline to file Financial Statements by 2:00 p.m.
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3.

Elected Offices
Mayor
➢
One (1) to be elected at large.
Councillors
➢
Two (2) to be elected for each of the four (4) wards.
School Trustees
English-Language Public District School Board (Simcoe County District School
Board).
➢
One (1) to be elected representing the City of Orillia and the Townships of
Ramara and Severn.
English-Language Separate District School Board (Simcoe Muskoka Catholic
District School Board).
➢
One (1) to be elected representing the City of Orillia, and the Townships of
Oro-Medonte, Ramara, and Severn.
French-Language Public District School Board (Conseil scolaire Viamonde).
➢
One (1) to be elected from the County of Simcoe, including the Cities of
Orillia and Barrie, and the Counties of Bruce, Grey and Dufferin.
French-Language Separate District School Board (Conseil scolaire catholique
MonAvenir).
➢
One (1) to be elected representing the Region of Simcoe-Muskoka, being
the County of Simcoe, including the Cities of Orillia and Barrie, and the
Townships of McKellar, Seguin, Georgian Bay, Lake of Bays, Muskoka
Lakes, Carling and McDougall.

4.

Term of Office
November 15, 2022 - November 14, 2026

5.

Annual Remuneration (as of January 1, 2022)
Mayor
Councillor

- $87,362
- $40,728
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Part B:
1.

Becoming a Candidate

When can a Person become a Candidate?
(Section 33(4) of the Municipal Elections Act, 1996)

A person can only become a candidate during the nomination period. The nomination
period starts on Monday, May 2, 2022 and ends on Friday, August 19, 2022 at 2:00
p.m.
Nominations are accepted at the Clerk’s Office during regular office hours, Monday to
Friday (8:30 a.m. to 4:30 p.m.) between May 2, 2022 and August 18, 2022 and on
August 19, 2022 between the hours of 9:00 a.m. and 2:00 p.m. To submit nomination
papers, please make an appointment with the Clerk’s Office by contacting 705-3251311 or online at orillia.ca/2022election.
A person cannot raise or spend any money until they have filed their nomination paper
complete with 25 endorsements and the payment of the filing fee.
Note: The last day to file a nomination paper is Friday, August 19, 2022
(Nomination Day) between the hours of 9:00 a.m. and 2:00 p.m.

2.

Qualifications of a Candidate
(Section 256 of the Municipal Act, 2001 and Section 17 of the Municipal Elections
Act, 1996)

To run for an office on Council or a School Board, a candidate must be qualified on the
day he or she files the nomination paper.
To run for Council the person must be:
➢
A Canadian citizen;
➢
At least 18 years of age;
➢
A resident of the City of Orillia; or own or lease property (or be the spouse
of the owner or lessee) in the City of Orillia;
➢
Not legally prohibited from voting; and
➢
Not disqualified by any legislation from holding municipal office.
To run for School Board Trustee the person must be:
➢
A Canadian citizen;
➢
At least 18 years of age;
➢
A resident in the area of jurisdiction of the board;
➢
Eligible to be an elector for the School Board in which the person is a
candidate;
➢
Not legally prohibited from voting; and
➢
Not disqualified by any legislation from holding municipal office.
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To be a candidate in an English-Language Public District School Board, a candidate
must:
➢
➢

be a supporter of the English-Language Public District School Board; or
not be a supporter of any board, nor have qualified himself or herself as
an elector for a separate or French-Language School Board in the
election.

To be a candidate in an English-Language Separate District School Board, a
candidate must be a Catholic and:
➢
➢

qualify as an elector for the English-Language Separate District School
Board; or
be a supporter (or be the spouse of a supporter) of the English-Language
Separate District School Board.

To be a candidate in a French-Language Public District School Board, the candidate
must be a French-language rights holder (see ss. 23(1) and (2) of the Canadian Charter
of Rights and Freedoms for criteria) and:
➢
➢

qualify as an elector for the French-Language Public District School
Board; or
be a supporter (or the spouse of a supporter) of the French-Language
Public District School Board.

To be a candidate in a French-Language Separate District School Board, a
candidate must be a Catholic and a French-Language rights holder (see the Charter for
criteria) and:
➢
➢

qualify as an elector for the French-Language Separate District School
Board; or
be a supporter (or the spouse of a supporter) of the French-Language
Separate District School Board.

An elected member of Council or a School Board Trustee must remain qualified
throughout the entire term of office or their seat will become vacant.

3.

Who Does Not Qualify to be a Candidate?

(Sections 29, 30 of the Municipal Elections Act, 1996, Section 258 of the
Municipal Act, 2001)
The following people are disqualified from being elected as a member of Council or
holding office as a member of Council:
➢

➢

Employees of the City of Orillia except during a leave of absence.
(The employee must be on a leave of absence before filing their
nomination paper. They must provide the Clerk with documentation
showing that they have taken the leave of absence and the effective date).
A judge of any court.
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➢

➢

a person who is not an employee of the municipality but who is the clerk,
treasurer, Integrity Commissioner, Auditor General, Ombudsman or
registrar referred to in section 223.11 or an investigator referred to in
subsection 239.2 (1) of the municipality, or
a person who is not an employee of the municipality but who holds any
administrative position of the municipality.

The following people are disqualified from being elected as a School Board Trustee or
holding office on any School Board:
➢

➢

Employees of any School Board (including supply teachers) except during
a leave of absence. (The employee must be on a leave of absence before
filing their nomination paper. They must provide the Clerk with
documentation showing that they have taken the leave of absence and the
effective date).
A Clerk, Treasurer, Deputy Clerk or Deputy Treasurer of any municipality
within the area of jurisdiction of the School Board except those on an
unpaid leave of absence.

In addition to the above, the following people cannot run for either Council or School
Board Trustee:
➢

➢

A member of the Provincial Legislature, the Federal House of Commons
or Senate who has not resigned from their office by the close of
nominations (2:00 p.m. on Friday, August 19, 2022). Proof of resignation
must be provided by the close of nominations or the Clerk will not certify
the nomination.
A candidate of the 2018 Municipal Elections who failed to file the
necessary financial statement in the last municipal election.
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4.

County of Simcoe Information Sheet
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5.

All Candidates Meetings

The Chamber of Commerce will be hosting All Candidates Meetings for the 2022
Municipal Election. The meeting is expected to be held in late September or early
October, however the final dates or format have yet to be determined. For more
information please reach out to Erica Fomenko at the Chamber of Commerce at (705)326-4424 or by email at admin@orillia.com
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Part C:
1.

Nomination of a Candidate

Nomination Form and Filing Fee
(Section 33 of the Municipal Elections Act, 1996)

Nomination papers must be filed prior to receiving any campaign contributions and
prior to expending any funds on a campaign.
Filing of Nomination
A person may be nominated for an office by filing a nomination paper in the Clerk’s
Office, in person or by an agent [refer to prescribed Form PR01].
Effective April 1, 2018, the nomination of any person for an office on Council must be
endorsed by at least 25 persons [refer to prescribed Form PR02].
The person endorsing a nomination must be eligible to vote in an election for an office
within the municipality if a regular election was held on the day that the person endorses
the nomination.
The Clerk is entitled to rely upon the information filed by the candidate and a nomination
paper certified by the Clerk is conclusive evidence that all conditions have been met.
Nominations filed for School Board do not require the endorsement of 25 persons. In
situations where a person is seeking nomination for a School Board and resides more
than 100 kilometres from the office of the Clerk responsible for accepting nominations,
the Clerk is required to delegate the authority to accept the nomination to another Clerk
in a municipality within the 100 kilometres.
Nomination papers are to be filed in the following manner:
1. In person or through an appointed agent of the candidate. Nominations submitted
by fax or email will not be accepted.
2. Submitted to the Clerk’s Office during regular office hours, Monday to Friday
(8:30 a.m. to 4:30 p.m.) between May 2, 2022 and August 18, 2022 and on
August 19, 2022 between the hours of 9:00 a.m. and 2:00 p.m.
3. Include the prescribed nomination form (Council) containing original
endorsement signatures by 25 eligible electors and accompanied by the
prescribed filing fee of $200 (Mayor) or $100 (Councillor/School Board Trustee)
in cash, certified cheque or money order payable to the municipality.
4. Provide identification suitable to the Clerk as per page 19 of the 2022 Voters’
Guide.
5. A “Freedom of Information Release” form must be signed to allow posting of
names and qualifying addresses on the City’s website along with the related
candidate contact information.
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The person who wishes to become a candidate must provide all the
following:
➢
➢
➢
➢

Nomination Paper
Applicable filing fee
25 signatures for endorsement of nomination for Council
Identification or proof of qualification suitable to the Clerk

If an appointed agent of the candidate is filing the nomination, the agent
must provide all the above original documents, as well as:
➢
➢

Appointment of Agent by Candidate
Provide identification of the Agent suitable to the Clerk

If any of the documents are not complete, the nomination paper will not be accepted.
Please refer to the Nomination Checklist provided in appendix 2 to ensure all
documents are completed prior to filing.

2.

Reasons for Clerk to Reject a Nomination
(Sections 35(3), (4) and (5) of the Municipal Elections Act, 1996)
➢ The Clerk is required to reject or certify the nominations of candidates. On or
prior to 4:00 p.m. on August 22, 2022, the Clerk shall examine each nomination
filed and, if satisfied the person is qualified to be nominated and that the
nomination complies with the Act, the Clerk shall certify the nomination paper.
The Clerk may consider the following criteria in her decision to reject or certify
individual nominations:
•
•

•
•
•

The candidate has refused or declined to provide proof of qualification
or identification suitable to the Clerk;
The candidate does not satisfy subsection 29 (1) of the Municipal
Elections Act, 1996, as amended (the candidate is not qualified to hold
office, is ineligible under the Municipal Elections Act, 1996, as amended
or any other Act, or is otherwise prohibited by law from being
nominated);
The nomination form is not complete in its entirety or the prescribed
filing fee has not been paid;
The candidate has not submitted 25 signatures for endorsement of
nomination for Council;
The necessary financial statement was not filed for any office in the
previous regular election or any new election in which the individual
may have been a candidate.

➢ There may be other circumstances in which the candidate is disqualified from
being nominated or elected other than those identified above.
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➢ It is the responsibility of each candidate to ensure that they are not
disqualified from being nominated for the office.
➢ It is the responsibility of the candidate to ensure they meet all the
qualifications and file proper nomination papers, prior to 2:00 p.m. on August
19, 2022.

Please ensure that you file early!!
➢ The Clerk shall examine the nomination papers by 4:00 p.m. on Monday, August
22, 2022 and may reject any papers if they are incomplete.
➢ If not satisfied, the Clerk shall give notice as soon as possible to the person who
sought to be nominated and to all other candidates for that office.
➢ The Clerk’s decision to certify or reject a nomination is final.
➢ Once the nomination is certified, the candidate’s name will be placed on the
ballot unless the name is removed by a Court order.

3.

How a Candidate’s Name will Appear on the Ballot
(Section 41(2) of the Municipal Election Act, 1996)

The name that is indicated on the candidate’s prescribed nomination form is what will
appear on the ballot with the following exception:
First names can be shortened, e.g. Michael can be Mike
Nicknames are not permitted on the ballot. No reference to a candidate’s occupation,
degree, title, honour or decoration shall appear on the ballot.

4.

How a Candidate Can Change Office
(Section 29(2) of the Municipal Election Act, 1996)

If, after having filed a nomination paper, a candidate wishes to file a nomination paper
for a different office in the same election, the first nomination paper shall be deemed to
have been withdrawn at the time the second nomination paper is filed.
The filing fee is deemed to have been paid with the latest filing, if the two nomination
papers are for the same Office.

5.

Withdrawal of Nomination
(Section 36 of the Municipal Elections Act, 1996)

A candidate may withdraw his or her nomination by completing a written withdrawal of
nomination form (EL19) and filing it in the Clerk’s Office before 2:00 p.m. on August
19, 2022. A candidate must present identification with the proper form.
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Note: Financial reporting is required for each Nomination Paper filed.

6.

Refund of Nomination Filing Fee
(Section 34 of the Municipal Elections Act, 1996)

A candidate is entitled to receive a refund of the nomination fee if the financial
documents are filed on or before 2:00 p.m. on the filing date.
If a candidate withdraws their nomination, they must submit a financial statement
showing all contributions and expenses from the day they filed the nomination paper
until the day they withdrew from the office.
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Part D:
1.

Campaign Information

Election Signs
(Pursuant to Chapter 832 of the City of Orillia Municipal Code - Signs)

Public Election Signs
Public Election Signs are exempt from a sign permit provided they:
(i)

do not exceed 2.9 metres (9.5 ft.) in width and 2.3 metres (7.5 ft.) in
height;
are a “temporary sign”;
not be erected more than 60 days prior to the election date to which it
pertains; and
are removed within 48 hours following the election.
With regard to third party advertisers, be erected by or on behalf of a registered
third party and contain the following information:
a. The name of the registered third party;
b. The municipality where the registered third party is registered; and,
c. A telephone number, mailing address, or email address at which the
registered third party may be contacted.

(ii)
(iii)
(iv)
(v)

Chapter 832 of the City of Orillia Municipal Code defines a "temporary sign" as a sign
that is not permanently displayed and not permanently affixed to the ground or a building
or structure and does not fall within the definition of mobile, banner or sandwich board
sign.
Where are Public Election Signs Permitted?
Such signs shall:
(i)

not be erected within 3 metres (9.84 ft.) of the edge of a roadway, unless
erected on or within a building. A “roadway” means the part of the road
allowance that is ordinarily used for vehicular traffic, but does not include the
shoulder. For example, the edge of the curb would be the edge of the
roadway.

(ii)

not be erected on public property except a municipal road allowance and
provided the sign is not:
(a)
(b)
(c)
(d)

on, or overhanging the roadway or a sidewalk;
in breach of the set-back requirements described in (i);
adjacent to any public property including parks;
where a road allowance includes a sidewalk adjacent to a roadway,
on the portion of the road allowance between the sidewalk and the
roadway; where a road allowance includes two (2) or more
separate roadways, on the portion of the road allowance between
each roadway; or
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(e)

erected without first having obtained consent of the owner or
occupant of the property immediately adjacent to where the sign is
intended to be erected.

Public Election Signs are also prohibited in the following locations:
➢
➢
➢
➢
➢
➢
➢
➢

in a required parking space;
within a sight triangle, unless the sign face has a minimum clearance of
2.4 metres (8 ft.) excluding the required structural support, or is attached
to a wall, and complies with next bullet;
at a location which obstructs the vision of vehicle drivers or pedestrians
entering or exiting a property or obstructs or detracts from the visibility or
effectiveness of any traffic signal on public property;
entirely or in part on the roof of a building or structure;
on a utility pole;
obstructs or impedes any required fire escape, fire exit, door, window,
scuttle, skylight, flue or air intake or exhaust or so as to prevent or impede
free access of emergency services to any part of the building;
painted on, attached to or supported by a tree, garbage can, planter or
telephone booth;
attached, affixed or displayed on a vehicle or trailer which is parked or
located for the primary purpose of displaying said sign or advertisement.

Is there a limitation on Number of Public Election Signs Per Property?
There is no limit on the number of election signs permitted on private property.
Other Relevant Prohibitions
Chapter 832 prohibits an election sign:
➢
that is flashing;
➢
that is lewd or indecent in any word, picture, symbol or the like;
➢
with a light source that is not shielded and which is visible from off the
property;
➢
that is moving;
➢
that creates noise;
➢
which make use of the words "Stop", "Look", "One Way", "Danger", "Yield"
or any similar words, phrases, symbols, lights or characters in such a
manner as to interfere with, mislead, or confuse traffic;
➢
that in any manner constitutes a public safety hazard or impedes
pedestrian traffic.
Enforcement
➢
➢

The City may remove and dispose of any sign erected on, or over City
property in contravention of the provisions of Chapter 832 without
notification to the owner of the sign.
Where a sign has been removed by the City, no retrieval of the sign may be
made without payment of either a care and storage fee of $100 or the actual
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cost of removing the sign, whichever is greater. Where such sign has been
stored by the City for a period of thirty (30) days and has not been retrieved,
the sign may be immediately destroyed or otherwise disposed of by the City.
Please also note that any person who contravenes any of the provisions of Chapter 832
is guilty of an offence and upon conviction is also liable to a fine or penalty as provided
for in the Provincial Offences Act.
Questions?
If you have any questions with respect to Chapter 832, please feel free to contact the
By-law Enforcement Division at 705-325-2313.
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2.

Campaign Advertisements

An election campaign advertisement means an advertisement in any broadcast, print,
electronic or other medium that has the purpose of promoting or supporting the election
of a candidate.
An election campaign advertisement purchased by or under the direction of a candidate
shall identify the candidate.
A candidate shall provide, in writing, the following information to the broadcaster or
publisher:
•
•

The name of the candidate, and
The name, business address and telephone number of the individual who deals
with the broadcaster or publisher under the direction of the candidate.

No broadcaster or publisher shall cause an election campaign advertisement to appear
if the information set out above has not been provided.
The broadcaster or publisher of an election campaign advertisement shall maintain
records containing the following information for a period of four (4) years after the date
the advertisement appears and shall permit the public to inspect the records during
normal business hours:
•
•
•

3.

The information provided above;
A copy of the advertisement or the means of reproducing it for inspection;
A statement of the charge made for its appearance.

Accessibility
(Section 12.1 of the Municipal Elections Act, 1996)

A Clerk who is responsible for conducting an election is required to have regard to the
needs of electors and candidates with differing abilities. The City has prepared a plan
regarding the identification, removal and prevention of barriers that affect electors and
candidates with differing abilities. This plan will be made available on the City’s website
at orillia.ca/2022election.
The Ministry of Children, Community and Social Services has provided information
about how candidates can make their meetings, literature, campaign offices, etc. more
accessible.
Candidates should familiarize themselves with the following guides:
➢
➢
➢

Ontario’s Accessibility Laws and Standards
http://www.mcss.gov.on.ca/en/mcss/publications/accessibility/allCandidatesMeeti
ng/conducting.aspx
Ontarians with Disabilities Act, 2001
https://www.ontario.ca/laws/statute/01o32
Accessibility in Ontario
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➢

https://www.ontario.ca/page/accessibility-in-ontario
Elections Ontario’s Multi-Year Accessibility Plan 2022-26
https://www.elections.on.ca/content/dam/NGW/sitecontent/2022/reports/20222026%20Elections%20Ontario%27s%20Multi-Year%20Accessibility%20Plan.pdf

These guides and others are available at http://www.mcss.gov.on.ca or at
http://www.amcto.com

4.

Prohibition of Campaigning at Voting Locations
(Section 48 of the Municipal Elections Act, 1996)

No campaign material, literature or advertising of any nature whatsoever of any
candidate in the Election shall be displayed at, or within, the voting locations.
The City Clerk is the lessee of the premises used as voting locations. As the lessee of
such premises, the Clerk will not permit electioneering of any nature in or on the
premises used as a voting location on Voting Day or during Advance Vote Days. The
premises are deemed to include the entire building and the property on which it is
located. Election staff are instructed to remove immediately any material or literature of
any nature which may be at the voting location.
The Municipal Elections Act, 1996 provides that while an elector is in a voting location,
no one shall attempt, directly or indirectly, to influence how the elector votes and that no
one shall display any candidate’s campaign material or literature in a voting location.
Since school buildings may be used for voting purposes, the attention of candidates is
also drawn to the policies of the School Boards and provisions of the Education Act
which provide as follows:
i)

No agent or representative may canvass in the schools, nor exhibit advertising
material in the schools or on the school property, without the approval in writing
of the Director of Education.

ii)

All visitors to schools must report to the office.

iii)

It is the duty of a principal of a school, in addition to his duties as a teacher, to
maintain a visitors' book in the school when so determined by the Board.

Only persons attending a school building for the purpose of casting their ballot, duly
qualified election officials, candidates or their authorized agents in, or going to or from
the voting location, may be present on school premises.

5.

Maintaining Secrecy of Voting
(Section 49 of the Municipal Elections Act, 1996)

The Municipal Elections Act provides that every person who is present in a voting place
or at the counting of the votes shall help to maintain the secrecy of the voting.
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The following is prohibited:
(a) taking a photograph or video recording of a marked ballot, or
(b) showing a marked ballot to any person so as to reveal how a person
has voted, except in connection with obtaining assistance in voting.

6.

Right of Entry for Candidates

Access to rented premises
Excerpt from Section 28 of the Residential Tenancies Act, 2006:
“No landlord shall restrict reasonable access to a residential complex by
candidates for election to any office at the federal, provincial or municipal level,
or their authorized representatives, if they are seeking access for the purpose of
canvassing or distributing election material.”
If candidates are experiencing difficulty in gaining access to these premises, they
should contact the landlord of the building.
Access to condominiums
Excerpt from Section 118 of the Condominium Act, 1998:
“No corporation or employee or agent of a corporation shall restrict reasonable
access to the property by candidates, or their authorized representatives, for
election to the House of Commons, the Legislative Assembly or an office in a
municipal government or School Board if access is necessary for the purpose of
canvassing or distributing election material.”
If candidates are experiencing difficulty in gaining access to these premises, they
should contact the Board of Directors of the condominium.
Access to co-operative housing units
Excerpt from Section 171.24 of the Co-operative Corporations Act, 1990:
“No non-profit housing co-operative or servant or agent of such a co-operative
shall restrict reasonable access to the housing units of the co-operative by
candidates, or their authorized representatives, for election to the House of
Commons, the Legislative Assembly, any office in a municipal government or a
School Board for the purpose of canvassing or distributing election material.”
If candidates are experiencing difficulty in gaining access to these premises, they
should contact the housing co-operative representative.
Note: This does not permit canvassing in the building during voting hours if it is being
used as a voting location.
The City Clerk is not responsible for securing access to any buildings for the purpose of
canvassing or distributing election material.
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7.

Municipal Resource Policy 1.11.9.4.

City of Orillia Policy 1.11.9.4. - Municipal Resource Policy, complies with the Municipal
Elections Act, 1996 to establish rules and procedures with respect to the use of
municipal resources during the election campaign period. The Act prohibits the
municipality from making a contribution to a candidate. A contribution may take the form
of money, goods or services. The policy provides guidance on the appropriate use of
corporate resources during an election.
In order to preserve the public’s trust and comply with the provisions of the Municipal
Elections Act, it is essential that members of Council, all election candidates and all City
employees maintain the highest standard of ethical conduct throughout the election
campaign period, generally recognized as commencing with the candidates’ registration
date through to Voting Day in an election year.
The policy applies to all members of Council and all candidates for the Municipal
Election who have filed a Nomination Paper pursuant to the Municipal Elections Act or
the Education Act.
1.

No candidate shall use City facilities, equipment, supplies, services or other
resources for election-related purposes.

2.

No candidate shall use their constituency office or any municipally-provided
facilities for election-related purposes.

3.

No candidate shall use the City’s technology systems such as laptops, emails
internet, fax, photocopiers, etc., for election-related purposes.

4.

No candidate shall use municipally-funded services such as mobile phones for
election-related purposes.

5.

No candidate shall use municipally-funded expense allowances for electionrelated purposes.

6.

No candidate shall undertake any election-related activities on any municipal
property.

7.

No candidate shall display campaign signs or materials in/at any City-owned or
operated facility, City-operated event or on City-operated buses.

8.

The following will be discontinued for members of Council from Nomination Day
in a municipal election year through to Voting Day:
i.

All forms of advertising, including in municipal publications (i.e. Recreation
Program Guide);

ii.

All printing, photocopying and distribution, including printing and general
distribution of newsletters (except for any printing or photocopying required
to carry out their regular Council duties, i.e. agendas);
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iii.

The ordering of stationary, including business cards.

9.

No candidate shall use business cards, letterhead or any material imprinted with
the municipal logo for election-related purposes.

10.

No candidate shall print or distribute election-related material paid by municipal
funds that:
i.

Illustrate that an individual is a candidate; or

ii.

Identify where they or any other individual will be running for office; or

iii.

Profile or make reference to a candidate.

11.

No candidate shall use distribution lists, contact lists and ratepayer information
acquired, developed and provided utilizing municipal resources or through
contact in a member of Council’s role for election-related purposes.

12.

No candidate shall use the services of any City employee for election-related
purposes during hours in which that employee receives any compensation from
the municipality.

13.

No candidate shall use any newsletter, websites, social media accounts or
domain names that are funded by the municipality to distribute election-related
campaign material.

14.

No candidate shall use the City’s computer network (including the City’s email
system) to distribute election-related campaign material.

15.

No candidate shall use the City’s logo, crest, slogan, etc., on any campaign
materials or be included on any election campaign-related website, except in the
case of a link to the City’s website to obtain general information regarding the
municipal election.

16.

No candidate shall use any photographs and videos produced for and owned by
the City for election-related purposes.

In accordance with the Municipal Elections Act, 1996, as amended, the Clerk or
designate is hereby authorized and directed to take the necessary action to give effect
to the policy. All complaints shall be received in writing and addressed to the Clerk.
If a breach of the policy is confirmed, the candidate shall be required to personally
reimburse the municipality for any of the costs associated with the breach. Staff will
advise members of Council of any breach through the Council Information Package.
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8.

Scrutineers
(Sections 47, 48 and 49 of the Municipal Elections Act, 1996)

Each candidate may appoint in writing, on the prescribed form (see Form section),
persons to act as scrutineers to represent him/her in a voting location.
Not more than one scrutineer representing each candidate may be present at any voting
location.
A person appointed as a scrutineer prior to being admitted to a voting location shall
produce and show his/her appointment in the prescribed form to an Election Official
(Ward Captain) for the voting location. The scrutineer will be issued an identification
badge which must be returned to the Election Official before leaving the voting location.
All scrutineers must take and subscribe to an Oath of Secrecy.
Any candidate who has been acclaimed is prohibited from being in the voting location
unless another candidate has appointed them as a scrutineer.
A scrutineer or candidate may be given the opportunity to:
➢
➢
➢

Inspect all equipment and election documents 15 minutes prior to the
opening of the voting location (but not so as to delay the opening of the
voting location);
Place his or her own seal on the ballot box, immediately before the
opening of the voting location;
Place his or her own seal on the ballot box, immediately after the close of
voting on each day of an Advance Vote.

Any candidate, scrutineer, agent or voter who by their actions creates a disturbance or
interferes in any way with the proper conduct at the voting location may be expelled
from the voting location for such actions. An agent, candidate or scrutineer who is
dissatisfied with the actions of any Election Official is invited to contact the Clerk to
discuss the matter. Scrutineers will be requested to turn off their cellular phones at the
voting locations.
Scrutineers and candidates are prohibited from the following:
➢
➢
➢
➢
➢
➢

obtaining, or attempting to obtain, in a voting location any information
about how an elector intends to vote or has voted;
communicating any information obtained at a voting location about how an
elector intends to vote or has voted;
attempting, directly or indirectly, to interfere with how an elector votes, and
from attempting to campaign or persuade an elector to vote for a particular
candidate;
displaying a candidate's election campaign material in a voting location;
interfering, or attempting to interfere, with an elector who is marking a
ballot;
compromising the secrecy of voting.
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9.

Vote-Counting Equipment - ImageCast Precinct Optical Scan
Tabulators
(Section 42 of the Municipal Elections Act, 1996)

The City of Orillia uses ImageCast Precinct Optical Scan Ballot Tabulators to read the
ballots and tabulate the results. (As authorized by City of Orillia By-law Number 1997102)
At the voting location, the voter makes their selections by filling in the voting targets next
to their candidate choices. The ballot is inserted directly into the ImageCast Precinct
Optical Scan Ballot Tabulator, which performs the following functions:
•
•
•
•

Scans the ballot;
Interprets the digital image of the ballot, and appends to the bottom of the image
a record of how that ballot was counted;
Redundantly stores and tallies results; and
Prints cumulative totals of all votes cast after the polls have been closed.

The procedure for the use of voting and vote counting equipment are provided to all
candidates and is included in Appendix 4 of this Guide.

10.

Voting Equipment - Accessible Ballot Marking Device
(Section 42 of the Municipal Elections Act, 1996)

The ImageCast Accessible Voting Ballot Marker Device can be added to any ImageCast
Precinct Optical Scan Ballot Tabulator. It is designed to provide electors with a private
and independent method to mark, review, and cast their ballot.
At the voting location, every elector is provided with an unmarked paper ballot. If an
elector would like to mark their ballot using an assistive device, the Election Official
(Ward Captain) will instruct the elector on the Ballot Marking Device voting process and
options.
The elector will use the Audio Tactile Interface (ATI) assistive vote selector device or
optional additional assistive devices such as paddles or sip-and-puff.
The ATI is a handheld controller that has 10 buttons. Buttons on the ATI are colour
coded, have different shapes and the buttons are labelled in braille. The ATI is the
quickest and easiest device for electors who can push buttons firmly.
The optional sip-and-puff device is an effective option for electors who do not have use
of their hands or feet. Electors can navigate the ballot and make selections by “sipping”
or “puffing” into the device as instructed in the audio instructions. *Note: Electors are
encouraged to bring their own personal sip and puff devices.
The optional paddle buttons are ideal for electors who may have difficulty pushing
buttons on the ATI. Electors can navigate the ballot and make selections by pressing
on the left (L) or right (R) paddles, as instructed in the audio instructions.
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An Accessible Vote Ballot Marker Device will be available at each voting location on
Voting Day as well as at all Advance Vote Days.
On Voting Day, Election Officials shall accommodate all electors requiring/requesting
assistance. Alternatively, an elector may request that a person of their choosing assist
them in marking their ballot. That individual would be required to take an Oath of
Secrecy prior to being permitted to assist.
Members of the public are encouraged to contact the Clerk’s Division at 705-325-1311
in advance to arrange for voting assistance.

11.

Information on City’s Website

Candidates may access all campaign information on the City’s website at
orillia.ca/2022election. Notices will be sent by email to inform candidates of any
upcoming events or any new information that has been posted on the web. It is
imperative that candidates provide the Clerk’s Office with a current email address.
Candidates should ensure that any emails they receive from the City of Orillia are not
forwarded to their “junk” mail folder.

12.

Change of Address

Some election documents are sent to candidates in accordance with the Municipal
Elections Act, 1996. Candidates should ensure the documents are picked up promptly
when they receive the notification.
The Clerk’s Office will be sending documentation at various times throughout the
nomination period and after the election, well into 2023.
It is the candidate’s responsibility to ensure they fulfill all the requirements of the
Municipal Elections Act, 1996.
If your residence and/or mailing address changes any time before you have filed all
required forms, notify the Clerk’s Office at 705-325-1311.

13.

Election Night
(Section 55 (3), (4) of the Municipal Elections Act, 1996)

In response to the COVID-19 pandemic, the Clerk’s Division will review provincial
measures and consult with the Simcoe Muskoka District Health Unit closer to Voting
Day to obtain guidance on organizing a public viewing of election results in the Council
Chamber at the Orillia City Centre, 50 Andrew Street South (main floor). Alternatively, a
virtual display of election results may be offered. Please visit orillia.ca/2022election for
updates on Election Night results.
The results displayed on Election Night are for information only. Election Night results
are unofficial results. The Clerk shall, as soon as possible after voting day, declare and
post the official results.
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14.

Links

To obtain additional election information, visit the following websites:
➢
➢
➢
➢
➢
➢
➢
➢
➢
➢
➢
➢
➢

City of Orillia website - orillia.ca/2022election
Simcoe County District School Board - www.scdsb.on.ca
Simcoe Muskoka Catholic District School Board - www.smcdsb.on.ca
Conseil scolaire Viamonde - www.csviamonde.ca
Conseil scolaire catholique MonAvenir - www.csdccs.edu.on.ca
Chartered Accountants of Ontario (List of licensed auditors www.cpaontario.ca )
E-Laws - www.e-laws.gov.on.ca - Municipal Elections Act, 1996,
Education Act and the Municipal Act, 2001
Ontario Municipal Councillor’s Guide - Ministry of Municipal Affairs www.ontario.ca/
Ontario Education Services Corporation Resources for School Boards www.oesc-cseo.org/resources/
Municipal World Book Shop - https://www.municipalworld.com/productcategory/books/
2022 Voters’ Guide - Ontario Municipal Council and School Board
Elections - https://www.ontario.ca/document/2022-voters-guide-ontariomunicipal-council-and-school-board-elections#
2022 Candidates’ Guide - Ontario Municipal Council and School Board
Elections - https://www.ontario.ca/document/2022-candidates-guideontario-municipal-council-and-school-board-elections
2022 Third Party Advertisers’ Guide https://www.ontario.ca/document/2022-third-party-advertisers-guide
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Part E:
1.

Voters’ List

Voters’ List
(Sections 19 through 25 of the Municipal Elections Act, 1996)

The Preliminary List of Electors for the City of Orillia is prepared by the Municipal
Property Assessment Corporation (MPAC) and contains the names, addresses and
school support of each person who is listed in the Corporation's data and who meets the
qualifications of an elector. The Preliminary List, as corrected, constitutes the Voters’
List.
On or before September 1, 2022, the Clerk will have the Voters’ List reproduced. Upon
written request, the Clerk will provide to any candidate an electronic copy of the list that
contains the names of the electors who are entitled to vote for the office for which the
person has been nominated. A “Request for Voters’ List” form is provided in Part H of
this guide for that purpose and may be submitted when filing a Nomination Paper.
The Voters’ List is to be used solely for the purposes of the 2022 Municipal Election and
may not be utilized for any other purpose.
Candidates who have their agents pick up their copy of the Voters’ List must ensure
they have completed the “Appointment of Agent by Candidate” form.
Revisions to the Voters’ List - September 1 - October 24, 2022
A person may make application in writing on the prescribed form to the Clerk requesting
to remove a deceased person’s name from Voters’ List. If satisfied that the person to
whom the application relates has died, the Clerk shall remove the person’s name from
the Voters’ List.
A person may make application in writing on the prescribed form to the Clerk requesting
that the person’s name be added to the Voters’ List or that information on the Voters’
List relating to the person be amended.
Provision of acceptable identification is required at the time the application is provided.
There are four opportunities for electors to add or change their information on the
Voters’ List:
➢ Complete a revision form by visiting the Orillia City Centre, Clerk’s Office, 50
Andrew St. S., Orillia, ON L3V 7T5, during regular business hours (8:30 a.m. to
4:30 p.m., Monday to Friday).
➢ Call the Clerk’s Office at 705-325-1311 to have a form mailed to them. The
applicant must complete, sign the declaration and mail, or drop off, the
application to the City.
➢ Visit orillia.ca/2022election to download the form and mail, or drop off, the
application to the City.
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➢ Complete a revision form at the voting location of an advance vote or Voting Day.
On September 26, 2022 certified candidates or their appointed agent will be provided, in
an electronic format, one (1) free copy of the Interim List of Changes to the Voters’ List
which contains the names of electors who have either added their name or corrected
their information on the Voters’ List. Candidates may produce paper copies at their own
effort and cost, should they choose to do so.
The Interim List can be picked up at the Orillia City Centre, Clerk’s Office, 50 Andrew St.
S., Orillia, ON L3V 7T5, during regular business hours (8:30 a.m. to 4:30 p.m. from
Monday to Friday).
The Clerk’s decision concerning changes to the Voters’ List is final.

2.

Qualifications of Electors
(Section 17 of the Municipal Elections Act, 1996)

Eligible voters in an election for municipal office
A person is entitled to be an elector at an election held in a local municipality, if on
Voting Day, he or she:
➢ is a Canadian citizen;
➢ is at least 18 years old;
➢ resides in the local municipality or is an owner or tenant of land there, or is the
spouse of such owner or tenant; and
➢ is not otherwise prohibited from voting.
Eligible voters in a School Board election
A person is entitled to be an elector at an election held in a local municipality, or in
territory without municipal organization within the area of jurisdiction of the district
School Board if, on Voting Day, he or she:
➢ is a Canadian citizen;
➢ is at least 18 years old;
➢ has not already voted in the election for school trustees elsewhere in the School
Board’s area of jurisdiction;
➢ resides in the local municipality or territory or is the owner or tenant of a
residential property, or is the spouse of such owner or tenant; and
➢ is not otherwise prohibited from voting.
To vote in an English-Language Public District School Board, an elector, in addition
to the above, must:
➢ be a supporter of the English-Language Public District School Board; or
➢ not be a supporter of any board, nor have qualified him or herself as an elector
for a separate or French-Language Public District School Board in the election.
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To vote in an English-Language Separate District School Board, an elector must be
a Catholic who must:
➢ qualify as an elector for the English-Language Separate District School Board; or
➢ be a supporter (or be the spouse of a supporter) of the English-Language
Separate District School Board.
To vote in a French-Language Public District School Board, the elector must be a
French-language rights holder (see ss. 23(1) and (2) of the Canadian Charter of Rights
and Freedoms for criteria) who must:
➢ qualify as an elector for the French-Language Public District School Board; or
➢ be a supporter (or the spouse of a supporter) of the French-Language Public
District School Board.
To vote in a French-Language Separate District School Board, an elector must be a
Catholic and a French-language rights holder (see the Charter for criteria) who must:
➢ qualify as an elector for the French-Language Separate District School Board; or
➢ be a supporter (or the spouse of a supporter) of the French-Language Separate
District School Board.
*Note: Non-Resident owners or tenants, or spouses of owners or tenants of
commercially and industrially assessed lands are ineligible to vote for School
Board offices.

3.

Prohibited from Voting
(Section 17 of the Municipal Elections Act, 1996)

The following persons are prohibited from voting:
➢ A person who is serving a sentence of imprisonment in a penal or correctional
institution;
➢ A corporation;
➢ A person acting as executor or trustee or in any other representative capacity,
except as a voting proxy in accordance with section 44 of the Municipal Elections
Act, 1996; and
➢ A person who was convicted of the corrupt practice described in subsection 90(3)
of the Municipal Elections Act, 1996, until the next regular election has taken
place after the election in respect of which he or she was convicted.

4.

Definition of Residence
(Sections 2 and 20 of the Municipal Elections Act, 1996)

In determining the eligibility of electors, one must examine the meaning of residence.
The legislation defines “residence” as the permanent lodging place to which, whenever
absent, the person intends to return.
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Applicable rules to determine “Residence”:
1.
2.

3.

A person may only have one residence at a time.
The place where a person's family resides is also his or her residence, unless he
or she moves elsewhere with the intention of changing his or her permanent
lodging place.
If a person has no other permanent lodging place, the place where he or she
occupies a room or part of a room as a regular lodger or to which he or she
habitually returns is his or her residence.

Exceptions - “Students”:
1.

2.

The person lives in one of the local municipalities in order to attend an
educational institution, but not with the intention of changing his or her permanent
lodging place; and
The person’s permanent lodging place is in the other local municipality.

Rules regarding “Lodging - not permanent”:
If a person has no permanent lodging place as described above, the following rules
apply in determining his or her residence:
1.
2.
3.
4.

5.

The place to which the person most frequently returned to sleep or eat during the
five weeks preceding the determination is his or her residence.
If the person returns with equal frequency to one place to sleep and to another to
eat, the place to which he or she returns to sleep is his or her residence.
Multiple returns to the same place during a single day, whether to eat or sleep,
shall be considered one return.
A person’s affidavit regarding the places to which he or she returned to eat or
sleep during a given time period is conclusive, in the absence of evidence to the
contrary.

Voting Proxies
(Section 44 of the Municipal Elections Act, 1996)

The appointment of a Voting Proxy may be made only after Nomination Day. A proxy
can be submitted to the Clerk, during regular business hours, between:
August 22 (after 4:00 p.m.) and October 24 (Voting Day)
Any person who is a qualified elector may vote by proxy and may appoint as his/her
proxy any other person who is eligible as an elector in the municipality. This
appointment must be made by using a prescribed form available from the Clerk’s Office.
A person appointed as a Voting Proxy may only act for one person who is not a relative
but can act as proxy for any number of the following relatives: spouses, siblings,
parents, children, grandparents and grandchildren.
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6.

Identification Required for Electors
(Section 12(3) of the Municipal Elections Act, 1996)

When possible, all electors are requested to bring their Voter Information Letter with
them to the voting location and must also provide identification displaying proof of name
and qualifying address before receiving a ballot.
If the elector does not have identification with them, they will be required to complete
the prescribed form and take a statutory declaration stating that they are the elector who
is showing on the Voters’ List.
If the elector refuses to show identification or take the declaration, they will not
be given a ballot.
The following is a link to the Ministry of Municipal Affairs and Housing website
where a list of acceptable identification can be found:
https://www.ontario.ca/document/2022-voters-guide-ontario-municipalcouncil-and-school-board-elections/acceptable

7.

Voter Notification Envelopes

Each household will receive a Voter Notification Envelope containing letters for each
eligible elector in that household. These individual letters will display barcodes for the
purpose of scanning at the voting locations. Electors should bring this letter with them
to the voting location, along with identification.
These envelopes will be mailed in early September 2022 to all electors who appear on
the Voters’ List advising of the dates, times and locations of the Advance Vote Days and
Voting Day.
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8.

VoterLookup.ca

City of Orillia residents can find out whether their information is confirmed and updated
for the upcoming municipal and school board elections at voterlookup.ca.
Voterlookup.ca is an online service used to build and maintain information that will be
used in the preparation of the final Voters’ Lists across Ontario. You can also
change/update your school support for electoral purposes and add names to your
property address.
Accessing voterlookup.ca is easy! To confirm your information is accurately recorded for
the upcoming elections, you need to supply:
•
•

Your name and date of birth, and
Your town/city and property address or assessment roll number, included on your
latest Property Assessment Notice.

Using voterlookup.ca, you can confirm your elector eligibility or update your electoral
information. For more information, call 1-866-296-6722.
This service has been provided to Ontario residents by the Municipal Property
Assessment Corporation.
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Part F:
1.

Voting Information - Advance Vote Days, Voting Day

Advance Vote Days and Voting Day

Advance Vote Days are scheduled as follows:
Saturday, October 8, 2022
Wednesday, October 12, 2022
Friday, October 14, 2022
Tuesday, October 18, 2022
Thursday, October 20, 2022

9:00 a.m. to 5:00 p.m.
1:00 p.m. to 7:00 p.m.
10:00 a.m. to 4:00 p.m.
1:00 p.m. to 7:00 p.m.
10:00 p.m. to 4:00 p.m.

Orillia Recreation Centre
Rotary Place
Orillia Recreation Centre
Rotary Place
Orillia Recreation Centre

Candidates are entitled to receive one free copy of the names of electors who voted at
the Advance Votes. The list can be picked up at the Orillia City Centre, Clerk’s Office on
the day after each Advance Vote.
Voting Day is Monday, October 24, 2022 from 10:00 a.m. to 8:00 p.m. at the following
voting locations:
➢
➢
➢
➢

Ward 1 - Masonic Building, 24 James Street East
Ward 2 - Orillia Recreation Centre, 255 West Street South
Ward 3 - Rotary Place, 100 University Avenue
Ward 4 - Patrick Fogarty Catholic Secondary School, 15 Commerce Road

Electors are encouraged to vote at the Advance Votes.

2.

How to Vote

As in past municipal elections, a composite ballot will be used. Each elector receives
one ballot which contains every office for which they are entitled to vote. Each
composite ballot will contain a ballot for the office of Mayor, and a ballot for the office of
Ward Councillor, as well as, if applicable, the ballot for the office for one of the four
different school boards. No elector will receive a ballot for offices for which they are not
entitled to vote.
The City of Orillia has successfully used a Vote Tabulator System since the 1997
Municipal Election. The Tabulator Procedures are attached as Appendix 4 of this Guide.

3.

Language and Assistance to Vote

Should an elector require the assistance of an interpreter, the elector may bring a friend
to assist them. If an elector requires assistance to vote for any reason other than
language, an Election Official or a friend of the elector may provide such assistance. In
addition, voting locations will provide an Accessible Ballot Marker Device to enable
electors with differing abilities to vote independently.
Candidates or their scrutineers are not permitted to interpret for or assist any of
the electors.
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4.

Institutions/Retirement Homes
(Section 45(7) of the Municipal Elections Act, 1996)

The Clerk may establish reduced voting hours in voting locations in institutions and
retirement homes that have 20 beds or more and retirement homes that have 50 beds
or more.

5.

Elector’s Absence from Work
(Section 50 of the Municipal Elections Act, 1996)

If Voting Day hours conflict with a voter's working hours, the voter has 3 options
available in order to cast a ballot.
The voter can:
➢ Ask the employer for up to 3 consecutive hours of paid time off from work if
voting hours conflict with working hours. (Note that although the voter is entitled
to these 3 hours, the period of absence should be negotiated with the employer
beforehand), or
➢ Vote at one of the Advance Vote Days, or
➢ Appoint a Proxy Voter to vote on his or her behalf.

6.

Regulations and Procedures for Voting Days

Designated voting times will be advertised for Advance Vote Days (between October 8
and 20, 2022). Voting locations will be opened and closed at the designated time for the
Advance Vote Days.
On Monday, October 24, 2022, voting locations will open at 10:00 a.m. and close at
8:00 p.m. Any elector in the voting location at 8:00 p.m. will be permitted to vote.
Persons who may be present at the voting location:
➢
➢
➢
➢
➢
➢
➢

Ward Captain
Deputy Returning Officers
Election Clerks
Revision Officers
Election Officials
Candidate or Scrutineer
Voters (only while casting their vote)

The Ward Captain, Deputy Returning Officers (DRO), Election Clerks and Election
Officials are the only persons permitted to address the voter.
Candidates and scrutineers in a voting location must first present themselves to the
Ward Captain of the voting location and shall direct any enquiries to the Ward Captain
only.
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7.

The Election Express

The City of Orillia will be providing free hourly transit service from the Downtown Transit
Terminal to each of the Voting Locations. The free Election Express transit service will
start at 10:00 a.m. on Voting Day, Monday, October 24, 2022 and depart hourly from
the terminal to each of the Voting locations as follows:
➢
➢
➢
➢

Ward 1 - Masonic Building, 24 James Street East
Ward 2 - Orillia Recreation Centre, 255 West Street South
Ward 3 - Rotary Place, 100 University Avenue
Ward 4 - Patrick Fogarty Catholic Secondary School, 15 Commerce Road

The final departure from the Downtown Orillia Transit Terminal is 8:00 p.m. Voters using
the Orillia Wheelchair Limousine Service (OWLS) transit during Advanced Vote dates
and on Voting Day are encouraged to book early to avoid availability issues. OWLS can
be contacted at 705-327-0411.
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Part G:
1.

Financial Information

Setting Up a Campaign Account
(Section 88 of the Municipal Elections Act, 1996)

Candidates who raise and/or spend money are required under the Municipal Elections
Act, 1996 to open an account in the name of their campaign (for example: “Campaign
for John Doe” or “John Doe’s Campaign”). A letter from the Clerk to Financial
Institutions is included in Part H of this guide. Candidates who do not raise or spend
money are not required to open an account.

2.

Election Finances/Campaign Contributions

Information regarding election finances is available in the Ministry of Municipal Affairs
2022 Municipal Elections Guide included as Part I of this guide. Candidates are strongly
encouraged to contact the Ministry with any questions related to election finances, such
as:
➢
➢
➢
➢

financial responsibilities of candidates;
campaign contributions/fundraising;
campaign expenses;
financial reporting.

In accordance with Section 88.9.1 of the Municipal Elections Act, 1996, the limit on the
total amount that a candidate for municipal office and spouse may collectively contribute
to the candidate’s own campaign includes money, the value of goods or services that
the candidate or spouse donates and the value of any inventory from the previous
election that the candidate uses again in this campaign.
This limit does not apply to School Board Trustee candidates.
The contribution limit is calculated based on the number of electors who are eligible to
vote for the office that the candidate is running for:
Orillia’s estimate as of May 1 is calculated using the number of eligible electors for that
office as of Nomination Day of 2018.
The formula to calculate the limit is $7,500 plus $0.20 per eligible elector for head of
council.
Total = (22,964 electors x .20 cents per elector) + $7,500 = $12,092.80
The formula to calculate the limit is $5,000 plus $0.20 per eligible elector for council
members.
Ward 1:
Ward 2:
Ward 3:
Ward 4:

Total = (5,668 electors * .20 cents per elector) + $5,000 = $6,133.60
Total = (6,861 electors * .20 cents per elector) + $5,000 = $6,372.20
Total = (5,033 electors * .20 cents per elector) + $5,000 = $6,006.60
Total = (5,402 electors * .20 cents per elector) + $5,000 = $6,080.40
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There is a cap of $25,000. If the formula results in a value greater than $25,000, the
limit will still be $25,000. As estimated above, the limits will not exceed $25,000 for the
City of Orillia.
In accordance with Section 88.9.1 of the Municipal Elections Act, 1996, a $1,200 limit
applies to contributions from other individuals. If a person makes more than one
contribution to an individual candidate (e.g. contributes money, contributes goods and
purchases a ticket to a fundraising event), the total value of all the contributions cannot
exceed $1,200.
The maximum total amount that a contributor can give to candidates in the same
jurisdiction (i.e. running for the same council or the same school board) is $5,000.
Candidates are required to inform every contributor of the contribution limits.
Information Sheet for Contributors
Corporations and trade unions are not permitted to make contributions to candidates.
This includes contributions of goods and services.

3.

Preliminary Certificate of Maximum Campaign Expenses
(Sections 33.01(1) and 88.9.1(4) of the Municipal Elections Act, 1996)

Mayor
Councillor Ward 1
Councillor Ward 2
Councillor Ward 3
Councillor Ward 4

$7,500 + 85¢ per qualified elector, or $27,019.40
$5,000 + 85¢
“
, or $9,817.80
$5,000 + 85¢
“
, or $10,831.85
$5,000 + 85¢
“
, or $9,278.05
$5,000 + 85¢
“
, or $ 9,591.70

Trustee, English-Language Public District School Board (Simcoe County District
School Board):
$5,000 + 85¢ per qualified elector, or $39,362.10
Trustee, English-Language Separate District School Board (Simcoe Muskoka
Catholic District School Board):
$5,000 + 85¢ per qualified elector, or $10,938.10
Conseiller, French-Language Public District School Board (Conseil scolaire
Viamonde):
Determination provided by the Clerk of the City of Barrie

Conseiller, French-Language Separate District School Board (Conseil scolaire
catholique MonAvenir):
Determination provided by the Clerk of the City of Barrie
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In accordance with Section 88.33 of the Municipal Elections Act, 1996, a determination
of the maximum amount of campaign expenses that may be incurred will be given to all
registered candidates by September 25, 2022. The final spending limit will be the
greater amount of the above or as calculated based on the Voters’ List from the current
election.

4.

Maximum Amount for Parties after Voting Day
(Sections 88.19 and 88.20 of the Municipal Elections Act, 1996)

In accordance with Sections 88.19 and 88.20 of the Municipal Elections Act, 1996, a
determination of the maximum amount of the cost of holding parties and/or making
other expressions of appreciation after the close of voting shall not exceed an amount
calculated in accordance with the prescribed formula:
Mayor
Councillors

5.

10% of ($7,500 + 85¢ per qualified elector)
10% of ($5,000 + 85¢ per qualified elector)

Financial Statements - Enforcement and Penalties

All candidates are required to file financial statements for all contributions and expenses
incurred for their campaign.
The deadline for filing financial statements is 2:00 p.m. on Friday, March 31, 2023 and
must be filed with the Office of the City Clerk.
Note: This is a firm deadline. The penalties for non-compliance do not take effect
if, no later than 2:00 p.m. on the day that is 30 days after the applicable day for
filing the document, the candidate files the relevant documents and pays a $500
late filing fee to the Clerk.
The Clerk shall, before Voting Day, notify all candidates of the penalties under
subsections 88.23 (2) and 92 (1) related to election campaign finances.
The penalties refer to Sections 88.20, 88.25 and 88.31 of the Municipal Elections Act,
1996. The following is a reference to those sections:
➢ Section 88.20 - Candidates’ Expenses
Candidates are not to exceed the maximum expense limit
➢ Section 88.25 - Candidates’ Financial Statements
Outlines the financial filing requirements
➢ Section 88.31 - Treatment of Surplus and Deficit
Surpluses must be paid to the Clerk
In accordance with 88.34 of the Municipal Elections Act, 1996, the Clerk shall review the
contributions reported on the financial statements submitted by a candidate to
determine whether any contributor appears to have exceeded any of the contribution
limits.
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The following link from the Ministry of Municipal Affairs and Housing provides
more information surrounding campaign finances:
https://www.ontario.ca/document/2022-candidates-guide-ontario-municipalcouncil-and-school-board-elections/campaign

6.

Compliance Audit Committee
(Section 88 of the Municipal Elections Act, 1996)
(A by-law will be forthcoming prior to the establishment of the Joint Compliance
Audit Committee)

Each Council and School Board is required to establish a Compliance Audit Committee
(before October 1, 2022) made up of citizens. The Committee is not to include
employees, officers of a municipality or members of the Council or local board, any
persons who are a candidate in the election for which the Committee is established and
any persons who are registered Third Party Advertisers in the municipality in the
election for which the Committee is established. The Committee must have a minimum
of 3 members and a maximum of 7 members and serves for a four-year term. The City
Clerk or board secretary acts as an officer of the Committee.
An elector who is entitled to vote in an election and believes on reasonable grounds that
a candidate has contravened a provision of the Municipal Elections Act, 1996 relating to
election campaign finances may apply for a compliance audit of the candidate’s election
campaign finances. The applications must be in writing and delivered to the Clerk.
The Compliance Audit Committee is responsible to review any such application and to
provide a decision within 30 days to either grant or deny the request.
For the 2022-2026 Council term, the City of Orillia will establish a Joint Compliance
Audit Committee with area municipalities facilitated by the County of Simcoe.
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Part H:

Appendices

Appendix 1: Current Ward Boundaries Map
Appendix 2: Forms
i.

Nomination Paper

ii.

Endorsement of Nomination

iii.

Freedom of Information Release

iv.

Withdrawal of Nomination

v.

Candidate’s Request and Declaration - Copy of Voters’ List

vi.

Appointment of Agent by Candidate

vii.

Appointment of Scrutineer by Candidate

viii.

Letter to Financial Institution

ix.

Nomination Checklist

Appendix 3: Ministry of Municipal Affairs (MMA) 2022 Candidates’ Guide
Appendix 4: Supplementary Voting Information
i.

Voting Procedures

ii.

Tabulator Instructions - Advance Vote Days

iii.

Tabulator Instructions - Voting Day

iv.

Accessible Voting Ballot Marker Device Instructions
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Ministry of Municipal Affairs
and Housing

Nomination Paper – Form 1
Municipal Elections Act, 1996 (Sections 33, 35)

Instructions
It is the responsibility of the person being nominated to file a complete and accurate nomination paper. Please print
or type information (except signatures).
Nomination paper of a person to be a candidate at an election to be held in the following municipality
Nominated for the Office of

Ward Name or Number (if any)

Nominee's name as it is to appear on the ballot paper (subject to agreement of the municipal clerk)
Last Name or Single Name

Given Name(s)

Nominee's full qualifying address within municipality
Suite/Unit Number Street Number

Street Name

Municipality
Mailing Address

Province

Postal Code

Province

Postal Code

Same as qualifying address

Suite/Unit Number Street Number

Street Name

Municipality

If nominated for school board, full address of residence within its jurisdiction
Suite/Unit Number Street Number

Street Name

Municipality

Province

Postal Code

Email Address

Telephone Number

Telephone Number 2

Declaration of Qualification
I,

, declare that I am presently legally qualified

(or would be presently legally qualified if I were not a member of the Legislative Assembly of Ontario or the Senate or House of
Commons of Canada) to be elected and to hold the office for which I am nominated.

Signature of Nominee
Date Received (yyyy/mm/dd)

Time Received

Date (yyyy/mm/dd)
Initial of Nominee or Agent
(if filed in person)

Signature of Clerk or Designate

Certification by Clerk or Designate
I, the undersigned clerk of this municipality, do hereby certify that I have examined the nomination paper of the aforesaid
nominee filed with me and am satisfied that the nominee is qualified to be nominated and that the nomination complies with
the Act.
Signature
Date Certified (yyyy/mm/dd)

9499P_E (2022/04)

© Queen's Printer for Ontario, 2022

Disponible en français

Endorsement of Nomination – Form 2

Ministry of Municipal Affairs
and Housing

Municipal Elections Act, 1996 (Section 33)

Instructions
•

Candidates must obtain 25 original signatures.

•

An individual providing an endorsement signature must be a Canadian citizen, aged 18 or older and have a qualifying
address in the municipality. An individual may sign an endorsement for more than one person seeking nomination.

•

The qualifying address provided must include the postal code.

Personal information collected on this form is obtained under the authority of sections 33 and 95 of the Municipal Elections Act,
1996. Under section 88 of the Municipal Elections Act, 1996 (and despite anything in the Municipal Freedom of Information and
Protection of Privacy Act) documents and materials filed with or prepared by the clerk or any other election official under the
Municipal Elections Act, 1996 are public records and, until their destruction, may be inspected by any person at the clerk's office
at a time when the office is open.

Name of person seeking nomination
Last Name or Single Name

Given Name(s)

Endorsement signatures for the nomination of a person for an office in the municipality of
in the year

.

Name of person providing endorsement – 1
Last Name or Single Name

Given Name(s)

Qualifying Address
Suite/Unit Number Street Number

Street Name

Municipality

Province

I endorse

Postal Code
as a candidate and declare that I am qualified

to be an elector in this municipality.

Date (yyyy/mm/dd)

Signature

Name of person providing endorsement – 2
Last Name or Single Name

Given Name(s)

Qualifying Address
Suite/Unit Number Street Number

Street Name

Municipality

Province

I endorse

Postal Code
as a candidate and declare that I am qualified

to be an elector in this municipality.

Date (yyyy/mm/dd)

Signature

017-2233E (2022/04)

© Queen's Printer for Ontario, 2022

Disponible en français
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Instructions
•

Candidates must obtain 25 original signatures.

•

An individual providing an endorsement signature must be a Canadian citizen, aged 18 or older and have a qualifying
address in the municipality. An individual may sign an endorsement for more than one person seeking nomination.
The qualifying address provided must include the postal code.

•

Name of person providing endorsement – 3
Last Name or Single Name

Given Name(s)

Qualifying Address
Suite/Unit Number Street Number

Street Name

Municipality

Province

I endorse

Postal Code
as a candidate and declare that I am qualified

to be an elector in this municipality.

Date (yyyy/mm/dd)

Signature

Name of person providing endorsement – 4
Last Name or Single Name

Given Name(s)

Qualifying Address
Suite/Unit Number Street Number

Street Name

Municipality

Province

I endorse

Postal Code
as a candidate and declare that I am qualified

to be an elector in this municipality.

Date (yyyy/mm/dd)

Signature

Name of person providing endorsement – 5
Last Name or Single Name

Given Name(s)

Qualifying Address
Suite/Unit Number Street Number

Street Name

Municipality

Province

I endorse

Postal Code
as a candidate and declare that I am qualified

to be an elector in this municipality.

Signature

017-2233E (2022/04)

Date (yyyy/mm/dd)
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Instructions
•

Candidates must obtain 25 original signatures.

•

An individual providing an endorsement signature must be a Canadian citizen, aged 18 or older and have a qualifying
address in the municipality. An individual may sign an endorsement for more than one person seeking nomination.
The qualifying address provided must include the postal code.

•

Name of person providing endorsement – 6
Last Name or Single Name

Given Name(s)

Qualifying Address
Suite/Unit Number Street Number

Street Name

Municipality

Province

I endorse

Postal Code
as a candidate and declare that I am qualified

to be an elector in this municipality.

Date (yyyy/mm/dd)

Signature

Name of person providing endorsement – 7
Last Name or Single Name

Given Name(s)

Qualifying Address
Suite/Unit Number Street Number

Street Name

Municipality

Province

I endorse

Postal Code
as a candidate and declare that I am qualified

to be an elector in this municipality.

Date (yyyy/mm/dd)

Signature

Name of person providing endorsement – 8
Last Name or Single Name

Given Name(s)

Qualifying Address
Suite/Unit Number Street Number

Street Name

Municipality

Province

I endorse

Postal Code
as a candidate and declare that I am qualified

to be an elector in this municipality.

Signature

017-2233E (2022/04)

Date (yyyy/mm/dd)
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Instructions
•

Candidates must obtain 25 original signatures.

•

An individual providing an endorsement signature must be a Canadian citizen, aged 18 or older and have a qualifying
address in the municipality. An individual may sign an endorsement for more than one person seeking nomination.
The qualifying address provided must include the postal code.

•

Name of person providing endorsement – 9
Last Name or Single Name

Given Name(s)

Qualifying Address
Suite/Unit Number Street Number

Street Name

Municipality

Province

I endorse

Postal Code
as a candidate and declare that I am qualified

to be an elector in this municipality.

Date (yyyy/mm/dd)

Signature

Name of person providing endorsement – 10
Last Name or Single Name

Given Name(s)

Qualifying Address
Suite/Unit Number Street Number

Street Name

Municipality

Province

I endorse

Postal Code
as a candidate and declare that I am qualified

to be an elector in this municipality.

Date (yyyy/mm/dd)

Signature

Name of person providing endorsement – 11
Last Name or Single Name

Given Name(s)

Qualifying Address
Suite/Unit Number Street Number

Street Name

Municipality

Province

I endorse

Postal Code
as a candidate and declare that I am qualified

to be an elector in this municipality.

Signature

017-2233E (2022/04)

Date (yyyy/mm/dd)
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Instructions
•

Candidates must obtain 25 original signatures.

•

An individual providing an endorsement signature must be a Canadian citizen, aged 18 or older and have a qualifying
address in the municipality. An individual may sign an endorsement for more than one person seeking nomination.
The qualifying address provided must include the postal code.

•

Name of person providing endorsement – 12
Last Name or Single Name

Given Name(s)

Qualifying Address
Suite/Unit Number Street Number

Street Name

Municipality

Province

I endorse

Postal Code
as a candidate and declare that I am qualified

to be an elector in this municipality.

Date (yyyy/mm/dd)

Signature

Name of person providing endorsement – 13
Last Name or Single Name

Given Name(s)

Qualifying Address
Suite/Unit Number Street Number

Street Name

Municipality

Province

I endorse

Postal Code
as a candidate and declare that I am qualified

to be an elector in this municipality.

Date (yyyy/mm/dd)

Signature

Name of person providing endorsement – 14
Last Name or Single Name

Given Name(s)

Qualifying Address
Suite/Unit Number Street Number

Street Name

Municipality

Province

I endorse

Postal Code
as a candidate and declare that I am qualified

to be an elector in this municipality.

Signature

017-2233E (2022/04)

Date (yyyy/mm/dd)
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Instructions
•

Candidates must obtain 25 original signatures.

•

An individual providing an endorsement signature must be a Canadian citizen, aged 18 or older and have a qualifying
address in the municipality. An individual may sign an endorsement for more than one person seeking nomination.
The qualifying address provided must include the postal code.

•

Name of person providing endorsement – 15
Last Name or Single Name

Given Name(s)

Qualifying Address
Suite/Unit Number Street Number

Street Name

Municipality

Province

I endorse

Postal Code
as a candidate and declare that I am qualified

to be an elector in this municipality.

Date (yyyy/mm/dd)

Signature

Name of person providing endorsement – 16
Last Name or Single Name

Given Name(s)

Qualifying Address
Suite/Unit Number Street Number

Street Name

Municipality

Province

I endorse

Postal Code
as a candidate and declare that I am qualified

to be an elector in this municipality.

Date (yyyy/mm/dd)

Signature

Name of person providing endorsement – 17
Last Name or Single Name

Given Name(s)

Qualifying Address
Suite/Unit Number Street Number

Street Name

Municipality

Province

I endorse

Postal Code
as a candidate and declare that I am qualified

to be an elector in this municipality.

Signature

017-2233E (2022/04)

Date (yyyy/mm/dd)
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Instructions
•

Candidates must obtain 25 original signatures.

•

An individual providing an endorsement signature must be a Canadian citizen, aged 18 or older and have a qualifying
address in the municipality. An individual may sign an endorsement for more than one person seeking nomination.
The qualifying address provided must include the postal code.

•

Name of person providing endorsement – 18
Last Name or Single Name

Given Name(s)

Qualifying Address
Suite/Unit Number Street Number

Street Name

Municipality

Province

I endorse

Postal Code
as a candidate and declare that I am qualified

to be an elector in this municipality.

Date (yyyy/mm/dd)

Signature

Name of person providing endorsement – 19
Last Name or Single Name

Given Name(s)

Qualifying Address
Suite/Unit Number Street Number

Street Name

Municipality

Province

I endorse

Postal Code
as a candidate and declare that I am qualified

to be an elector in this municipality.

Date (yyyy/mm/dd)

Signature

Name of person providing endorsement – 20
Last Name or Single Name

Given Name(s)

Qualifying Address
Suite/Unit Number Street Number

Street Name

Municipality

Province

I endorse

Postal Code
as a candidate and declare that I am qualified

to be an elector in this municipality.

Signature

017-2233E (2022/04)

Date (yyyy/mm/dd)
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Instructions
•

Candidates must obtain 25 original signatures.

•

An individual providing an endorsement signature must be a Canadian citizen, aged 18 or older and have a qualifying
address in the municipality. An individual may sign an endorsement for more than one person seeking nomination.
The qualifying address provided must include the postal code.

•

Name of person providing endorsement – 21
Last Name or Single Name

Given Name(s)

Qualifying Address
Suite/Unit Number Street Number

Street Name

Municipality

Province

I endorse

Postal Code
as a candidate and declare that I am qualified

to be an elector in this municipality.

Date (yyyy/mm/dd)

Signature

Name of person providing endorsement – 22
Last Name or Single Name

Given Name(s)

Qualifying Address
Suite/Unit Number Street Number

Street Name

Municipality

Province

I endorse

Postal Code
as a candidate and declare that I am qualified

to be an elector in this municipality.

Date (yyyy/mm/dd)

Signature

Name of person providing endorsement – 23
Last Name or Single Name

Given Name(s)

Qualifying Address
Suite/Unit Number Street Number

Street Name

Municipality

Province

I endorse

Postal Code
as a candidate and declare that I am qualified

to be an elector in this municipality.

Signature

017-2233E (2022/04)

Date (yyyy/mm/dd)
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Instructions
•

Candidates must obtain 25 original signatures.

•

An individual providing an endorsement signature must be a Canadian citizen, aged 18 or older and have a qualifying
address in the municipality. An individual may sign an endorsement for more than one person seeking nomination.
The qualifying address provided must include the postal code.

•

Name of person providing endorsement – 24
Last Name or Single Name

Given Name(s)

Qualifying Address
Suite/Unit Number Street Number

Street Name

Municipality

Province

I endorse

Postal Code
as a candidate and declare that I am qualified

to be an elector in this municipality.

Date (yyyy/mm/dd)

Signature

Name of person providing endorsement – 25
Last Name or Single Name

Given Name(s)

Qualifying Address
Suite/Unit Number Street Number

Street Name

Municipality

Province

I endorse

Postal Code
as a candidate and declare that I am qualified

to be an elector in this municipality.

Signature

017-2233E (2022/04)

Date (yyyy/mm/dd)
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Form OR02A

Freedom of
Information Release
Municipal Elections Act, 1996

Name: __________________________________________________
Please check one:

❑ Mayor
❑ Councillor, Ward No. ____
❑ Trustee, English-Language Public District School Board #17 (Simcoe County
District School Board)
❑ Trustee, English-Language Separate District School Board #44 (Simcoe
Muskoka Catholic District School Board)
❑ Conseiller, French-Language Public District School Board (Conseil scolaire
Viamonde)
❑ Conseiller, French-Language Separate District School Board #64 (Conseil
scolaire catholique MonAvir)
In accordance with the Municipal Freedom of Information and Protection of Privacy Act,
as amended, I hereby authorize Election Services staff to include on the City of Orillia’s
Election website and make available to any person the following information with
respect to my candidacy for elected office:
Address:
______________________________________________________________________
______________________________________________________________________
Telephone Number(s): (Indicate if home, business, campaign office, cell)
______________________________________________________________________
______________________________________________________________________
Email(s):
(case sensitive) ___________________________________________________

_______________________________
(Signature)

____________________________
(Date)

Personal information on this form is collected under the authority of the Municipal Elections Act, 1996, and will be
used for authorizing candidate information to be placed on the City of Orillia’s website or made available to any
person for the municipal or school board election. Questions about this collection of personal information should be
directed to the City Clerk, 50 Andrew St. S., Orillia, Ontario L3V 7T5 705-329-7234.

Form EL19

Withdrawal of Nomination
Municipal Elections Act, 1996 (s. 36)

I, ________________________________, hereby withdraw my name as a candidate
(Name of Candidate)
for the office of_____________________________________.
(Name of Elected Office)

_______________________
Date

_________________________
Signature of Candidate

----------------------------------------------------------------------------------------------------------------------

This withdrawal delivered to me at ________ this ____ day of _______________, 2022.
(time)
__________________________________
Municipal Clerk or designate
A person who has been nominated may withdraw his or her nomination by filing a written withdrawal in the
Clerk's office by 2:00 p.m. on Nomination Day (August 19, 2022) if the nomination was filed under section 33 (4)
and by 2:00 p.m. on August 24, 2022, if the nomination was filed under section 33(5).

Form EL14
Page 1 of 1
CANDIDATE'S REQUEST AND DECLARATION - COPY OF VOTERS’ LIST
Municipal Elections Act, 1996 (s.23(4); 88(10))
I,

, being a candidate for the

office of

,

hereby request the Clerk to provide me with the following information when it becomes
available:
an electronic copy of the Voters’ List (available Thursday, September 1, 2022).
Please note that a copy of all revisions made to the Voters’ List will be provided
on Monday, September 26, 2022 in a paper only format. The revisions list will
only include information relevant to the office the candidate is running for
AND
a copy of the Lists showing the name of each person who has voted at each
Advance Vote in a paper only format. Please note that the list will only include
information relevant to the office the candidate is running for.
I, the undersigned, do hereby agree to use the Voters’ List for election purposes
only and I understand that I am prohibited by the Municipal Elections Act, 1996
from using the Voters’ List for any other purpose. I further acknowledge and
agree that all campaign staff will be informed of the requirements and will be
required to comply with the Act.

________________________________
(Signature)

____________________
(Date)

___________________________
(Phone)
Candidates or an appointed agent are required to pick up these lists in person.

Please return all Voters’ Lists to the City Clerk’s Office
for proper destruction and disposal.

Form Agent
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APPOINTMENT OF AGENT BY CANDIDATE
Instructions:
Complete and submit in person or by mail to:
Clerk’s Division
Orillia City Centre
50 Andrew Street South
Orillia, ON L3V 7T5

Name of Candidate

Ward No. (Councillors/Trustees only)

Candidate for the Office of: (check one)

Mayor

Councillor

School Trustee, English-Language Public District School Board #17 (Simcoe
County District School Board)

School Trustee, English-Language Separate District School Board #44 (Simcoe
Muskoka Catholic District School Board)

School Trustee, French-Language Public District School Board (Conseil scolaire
Viamonde)

School Trustee, French-Language Separate District School Board #64 (Conseil
scolaire de district catholique Centre-Sud)
Name of Agent

Signature of Agent

Name of Agent

Signature of Agent

Name of Agent

Signature of Agent

I appoint the individual(s) noted above as agent(s) who may pick up these items on my
behalf:
 Candidate information
 Voters’ List(s)
 List of electors who voted at Advance Votes
Signature of Candidate
Date

Personal information on this form is collected under the authority of the Municipal Elections Act (1996) s.12 and s.13 for the purpose
of permitting a candidate to identify to the Clerk a person appointed as agent and authorized to receive election material. Pursuant
to the Municipal Elections Act (1996) s. 88 this document is a public record, despite anything in the Municipal Freedom of
Information and Protection of Privacy Act (1990), and, until its destruction, may be inspected by any person at the Clerk’s Office at a
time when the office is open. Questions about this collection of personal information should be directed to the City Clerk, 50 Andrew
St. S., Suite 300, Orillia, Ontario L3V 7T5 705-329-7234.

Form EL12(A)
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APPOINTMENT OF SCRUTINEER - BY CANDIDATE
Municipal Elections Act, 1996

❑ Check here if appointment applies to all Voting Places within the City of Orillia, or
a particular ward as indicated below.
❑ Ward 1
❑ Ward 2
❑ Ward 3
❑ Ward 4
❑ Check here if appointment applies to all Voting Stations (subdivisions) within the
City of Orillia.
Candidate:
TAKE NOTICE that I, ______________________________ a candidate for the office of
__________________________________________

hereby

appoint

______________________________________ to attend at the Voting Places and
Stations in the City of Orillia, as indicated above, and to represent me in such Voting
Place(s) during Advance Voting Dates and on Monday, October 24, 2022 under the
Municipal Elections Act, 1996.

_______________________
(Date)

___________________________
(Signature of Candidate)

Scrutineer:
I hereby acknowledge that I have read and understand the Scrutineer Guidelines
provided by the City of Orillia, attached hereto, and will conduct myself accordingly.

______________________
(Date)

____________________________
(Signature of Scrutineer Appointed)

Form EL12(A)
Page 2 of 3
CONDUCT OF SCRUTINEERS
1) It is no longer mandatory that scrutineers be 16 years of age or older to work at an
election, however, ANYONE who is creating a disturbance at a Voting Place will be
removed by the Election Official.
2) Before being admitted to a Voting Place, a person appointed as scrutineer shall
take the oral Oath of Secrecy (Form EL12(B)) from the Election Official before being
permitted to remain in the Voting Place.
3) The candidate or his/her scrutineer has the right to place their own seal on the
ballot box immediately before the opening of the Voting Place so that ballots can be
deposited in the box but cannot be withdrawn without breaking the seal; and
immediately after the close of each of the Advance Vote days and Election Day so
that ballots cannot be deposited or withdrawn without breaking the seal. The seal
MUST NOT contain any writing that could be considered “election campaigning”,
therefore, the name of the candidate IS NOT permitted on the seal.
HOWEVER, if a candidate or scrutineer should include their seal on a ballot box,
please note that Section 55(5) of the Municipal Elections Act, 1996, states:
“Despite subsection 88(6) (records), the Clerk may, if he or she considers it
necessary in order to interpret the statement of results, examine any of the
documents and materials in a ballot box in the presence of the relevant Deputy
Returning Officer.”
In other words, if the Deputy Returning Officer Statement of Election Results is
NOT complete or contains an error, the ballot box will be opened in the presence
of the Ward Captain and the Deputy Returning Officer in order to resolve the
discrepancy. It is NOT a requirement that candidates and/or scrutineers be notified
or present when this takes place.
4) The Ward Captain is responsible for the conduct of the Voting Place and no
candidate or scrutineer has the right to interfere with any Election Official in the
discharge of his or her duties.
5) During the fifteen minutes before the opening of the Voting Place, the candidate or
scrutineers who are entitled to be present in a Voting Place during voting hours,
are entitled to visually inspect the ballots and all other papers, forms and
documents, but not so as to delay the timely opening of the Voting Place.
Scrutineers/candidates are permitted to listen to discussions between the
DRO/Election Clerk and the Elector but they are NOT permitted to observe how an
Elector votes. Scrutineers/candidates are NOT allowed to speak to Electors, touch
the ballots or interfere with the voting process. They are simply there to observe.
6) Only one scrutineer per candidate is allowed at any given time at each Voting
Station. The candidate and his or her scrutineer are not permitted to be present at
the Voting Station at the same time. If a candidate or scrutineer wishes to have a
discussion with another scrutineer or candidate, they must leave the Voting Station
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and carry on their discussion outside of the Voting Place. Please note that there is a
difference between a Voting Station and a Voting Place. Some Voting Places may have
more than one Voting Station. Obviously, at these locations, a candidate is permitted to
have the same number of scrutineers as Voting Stations.
7) No campaign material or literature of any nature whatsoever shall be displayed
within the Voting Place. The boundaries of the Voting Place are the boundaries of
the property where the Voting Place is located and includes the parking lot. Each
Voting Place will be specifically defined and this information will be made available
to all Candidates prior to the Advance Polls. Candidates, supporters and
scrutineers are NOT permitted to wear campaign material, handout campaign
material, or park a vehicle displaying campaign material in the parking lot of the
Voting Place. Anyone breaking these rules will be asked to remove the campaign
material immediately.
8) Scrutineers are reminded to bring a clipboard for their own use, as sitting at the
table, which is provided for the Deputy Returning Officer and Election Clerk, is not
permitted.
9) Scrutineers/candidates may examine the Voters’ List periodically to determine who
has voted or to count how many Electors have voted. However, this periodic
examination should not slow down the voting process.
10) Scrutineers/candidates wishing to observe the closing tabulator procedures MUST
be at the Voting Place prior to 8:00 p.m. No one will be admitted to the Voting
Place after 8:00 p.m. (Please refer to section 11 of the Procedures for the Use of
Vote Tabulators provided to all candidates.)
11) After the close of the Voting Place and during the closing tabulator procedures,
scrutineers may examine all ballots but SHALL NOT handle the ballots.
Scrutineers may object to the counting of a ballot and any objection will be noted
on the back of the ballot. The final decision as to whether a vote should be counted
is the sole responsibility of the Deputy Returning Officer. Scrutineers/candidates
shall not, in any way, impede the progress of the counting of the votes.
12) The total of votes cast for each candidate as counted by the Deputy Returning
Officer and Ward Captain is final. They are not required to do a second recount.

It is the responsibility of the Candidate and the Scrutineer appointed
to review the Municipal Elections Act, 1996 – Sections 16, 47, 48, and
49, and conduct themselves accordingly.

The Corporation of the City of Orillia
Clerk’s Division
50 Andrew Street South
Orillia ON L3V 7T5
Tel. 705-325-1311
Fax. 705-325-5178
April 25, 2022
To:

Financial Institutions

Re:

2022 Municipal Election - Campaign Account

A candidate running in the 2022 Municipal Election who raises and/or spends money is
required under the Municipal Elections Act, 1996 to open an account in the name of
their campaign (for example: “Campaign for First Name Last Name” or “First Name Last
Name’s Campaign”).
The Act does not contain any prohibition against a municipal candidate being a signing
officer on the campaign account nor does it require the candidate to have a Chief
Financial Officer as is the case with Provincial and Federal candidates.
Section 88.22(1) of the Municipal Elections Act, 1996 states:
“A candidate shall ensure that,
(a)
no contributions of money are accepted or expenses are incurred unless
one or more campaign accounts are first opened at a financial institution
exclusively for the purposes of the election campaign;
(b)
all contributions of money are deposited into the campaign accounts;
(c)
all funds in the campaign accounts are used exclusively for the purposes
of the election campaign;
(d)
all payments for expenses are made from the campaign accounts;
(e)
contributions of goods or services are valued;
(f)
receipts are issued for every contribution and obtained for every expense;
(g)
records are kept of,
(i)
the receipts issued for every contribution,
(ii)
the value of every contribution,
(iii)
whether a contribution is in the form of money, goods or services,
(iv)
the contributor’s name and address;
(h)
records are kept of every expense including the receipts obtained for each
expense;

….2
-2(i)
(j)

(k)
(l)

(m)
(n)

(o)

(p)
(q)
(r)

records are kept of any claim for payment of an expense that the
candidate disputes or refuses to pay;
records are kept of the gross income from a fund-raising function and the
gross amount of money received at a fund-raising function by donations of
$25 or less or by the sale of goods or services for $25 or less;
records are kept of any loan and its terms under section 88.17;
the records described in clauses (g), (h), (i), (j) and (k) are retained by the
candidate for the term of office of the members of the council or local
board and until their successors are elected and the newly elected council
or local board is organized;
financial filings are made in accordance with sections 88.25 and 88.32;
proper direction is given to the persons who are authorized to incur
expenses and accept or solicit contributions under the direction of the
candidate;
a contribution of money made or received in contravention of this Act or a
by-law passed under this Act is returned to the contributor as soon as
possible after the candidate becomes aware of the contravention;
a contribution not returned to the contributor under clause (o) is paid to the
clerk with whom the candidate’s nomination was filed;
an anonymous contribution is paid to the clerk with whom the candidate’s
nomination was filed; and
each contributor is informed that a contributor shall not make contributions
exceeding,
(i)
subject to subsection (2), a total of $1,200 to any one candidate in
an election, and
(ii)
a total of $5,000 to two or more candidates for offices on the same
council or local board.

I hope this information is of assistance.
Gayle Jackson, CMO
CAO/City Clerk

2022 Municipal Election
Candidate Nomination Checklist

Items:
Completed Nomination Paper Form – PR01
- Declaration of Qualification Section is to be signed in-person
before the City Clerk or Designate
Complete Endorsement of Nomination Form – PR02
- Ensure you have a complete form with at least 25 signatures
from eligible City of Orillia electors
Complete Freedom of Information (FOI) Release – OR02-A
Complete Candidates’ Request and Declaration – Copy of Voters’ List –
EL14
Bring one (1) piece of government issues ID (photo ID is preferred but
not required)
- Reference Ontario Regulation 304/13 for more information on
what is an acceptable piece of ID
If your government issued ID does NOT display your qualifying
address, please bring proof of your qualifying address
- E.g. Lease agreement, City of Orillia Tax or Water Bill

Bring applicable filing fee
- Mayor, $200
- Councillor/Trustee, $100

Checkmark

2022 Candidates’ Guide – Ontario
municipal council and school board
elections
This guide provides information to candidates for the 2022 municipal council and school board
elections. The information also applies to any by-elections that may be held during the 20222026 council and school board term.
This guide is not meant to replace provincial legislation. It provides general information about the
rules contained in the Municipal Elections Act, 1996 and other legislation and regulations, such
as:
•

Municipal Act, 2001

•

City of Toronto Act, 2006

•

Education Act

New election rules for 2022
Nominations may be filed electronically if permitted by your municipal clerk. Contact your
municipal clerk to find out if nominations can be filed electronically in your municipality, and for
information about how to file your nomination.
The deadline for filing your nomination is August 19, 2022 at 2 p.m.
The council and school board term of office will run from November 15, 2022 to November 14,
2026.

Contact us
If you have further questions or would like to give feedback on this Guide, please contact us
at mea.info@ontario.ca.
You can also contact your regional Municipal Services Office at the Ministry of Municipal Affairs
and Housing.
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General information
Every four years, voters across Ontario elect municipal councillors and school board trustees.
The Province of Ontario sets out common rules that all candidates and voters must follow.
However, municipalities are responsible for conducting elections to their council and for
conducting the election of school trustees to Ontario’s school boards. This guide contains
information about the rules that are the same for all municipal elections, such as who is eligible
to run for office, and rules about campaign spending.
Your municipality may have specific rules on issues such as:
•

where and when election signs may be displayed

•

whether campaign activities may occur on municipal property

•

whether those who make contributions to candidates may receive a rebate

Contact your municipal clerk if you have questions about the election in your municipality.
To learn more about the duties of municipal councillors and the role of council, please see the
Ontario Municipal Councillor’s Guide.

The municipal clerk
Every municipality has a municipal clerk who is in charge of running the election.
Contact the municipal clerk if you are interested in becoming a candidate. You must file any
election forms, such as the nomination form and campaign financial statements, with your
municipal clerk. The clerk is also responsible for providing information about spending limits and
filing deadlines to candidates.
If your municipality does not have a website you could visit or contact your municipality’s offices
for more information.

Public health and safety at the voting place
The municipal clerk is responsible for setting up and running the voting places used in a
municipal election. The clerk must follow any provincial or local public health measures that are
in effect. They may also put in place additional procedures that they consider necessary for
conducting the election. If you have questions about public health and safety at the voting place,
you should contact your municipal clerk.

Emergency declaration by the clerk
If the municipal clerk believes that circumstances have arisen that prevent the election from
being conducted appropriately, they may declare an emergency. This declaration is specific to
the election and separate from an emergency that may be declared by the municipality or the
province.
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Once the clerk has declared an emergency, they can decide what arrangements to make to
allow the election to proceed appropriately. The arrangements that the clerk makes will depend
on the nature of the emergency.
If your municipal clerk has declared an emergency in relation to an election or by-election in your
municipality, you should contact the clerk for information about the arrangements that they have
put in place and how those arrangements may affect voting and campaigning.
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Eligibility to run for election
Running for municipal council
To run for a position on council you must be eligible to vote in that municipality. On the day you
file your nomination, you must be a Canadian citizen aged 18 or older, and qualify as a resident
or non-resident elector. For more information about eligibility to vote, please see the 2022
Voters’ Guide.
You must be eligible to hold office on the day you file your nomination. For example, a person
who is 17 years old but will turn 18 before nomination day must wait until they have turned 18 to
file their nomination.
If your municipality has wards, you can run in any ward – you do not have to live in a particular
ward in order to be its councillor. However, if you run in a ward where you do not live, you will
not be able to vote for yourself. Having a campaign office or a business in a ward where you
would not otherwise be eligible to vote does not make you eligible to vote in that ward.

Municipal employees
You cannot work for a municipality and be on its council at the same time. If you are an
employee of a municipality and you want to run for office on that municipality’s council, you must
take a leave of absence that begins the day you are nominated. If you are elected, you must
resign from your job.
If you are an employee of a municipality and you want to run for office in a different municipality,
you do not have to take a leave of absence or resign. However, you should check with your
employer to see if there are any policies in place that could affect you.
If you are an employee of an upper-tier municipality, you can run for office in a lower-tier
municipality without taking a leave of absence or resigning unless being elected to the lower tier
council means that you would also be a member of the upper-tier council.

Who is not eligible?
The following people are disqualified from being elected to municipal office:
•

any person who is not eligible to vote in the municipality

•

an employee of a municipality who has not taken an unpaid leave of absence and
resigned (see above)

•

a judge of any court

•

an MP, an MPP or a senator

•

an inmate serving a sentence in a penal or correctional institution
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Running for school board trustee
To run for a trustee position on a school board you must be a resident within the jurisdiction of
the board and you must be eligible to vote in a school board election. On the day you file your
nomination, you must be a Canadian citizen aged 18 or older and you must meet any other
qualifications to vote for the school board (for example, being a Roman Catholic, or holding
French language rights). For more information about eligibility to vote, please see the 2022
Voters’ Guide.
Additional information about French-language rights is available from the Ministry of Education.

School board employees
You cannot work for a school board and be a trustee in Ontario at the same time.
If you are an employee of any Ontario school board and you want to run for a trustee position on
any school board in the province, you must take an unpaid leave of absence that begins the day
you are nominated. If you are elected, you must resign from your job.

Municipal officials
If you are a clerk, deputy clerk, treasurer or deputy treasurer of a municipality within the
jurisdiction of a school board, you are not permitted to run for office as a trustee of that board
unless you take a leave of absence. If you are elected, you must resign from your job.

Who is not eligible?
The following people are disqualified from being elected as a school trustee:
•

any person who is not eligible to vote in the school board election

•

an employee of a school board or a municipal official who has not taken an unpaid leave
of absence and resigned (see above)

•

a judge of any court

•

an MP, an MPP or a senator

•

an inmate serving a sentence in a penal or correctional institution

Note for MPs, MPPs and senators
If you are an MP, MPP or senator, you may file your nomination for municipal or school board
office without resigning your current seat in parliament, the legislature or the senate. However,
you must resign your seat by the close of nominations (2 p.m. on Friday August 19, 2022). If you
are a federal or provincial cabinet minister, you must step down from cabinet prior to filing your
nomination and must resign your seat by the close of nominations.
If you have not resigned by nomination day, your nomination will be rejected and your name will
not appear on the ballot.
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Nominations
Filing your nomination
To file your nomination you must give the following to your municipal clerk:
•

a completed nomination form (Form 1)

•

the nomination fee

•

completed endorsement of nomination forms (Form 2)**

**If you are running for municipal council and your municipality has more than 4,000 electors,
you must submit original endorsement signatures from 25 people who are eligible to vote in the
municipality. Candidates for school board trustee and candidates for municipal council in
municipalities with 4,000 or fewer electors do not have to submit endorsement signatures.
When you fill out the nomination form, write down your name as you want it to appear on the
ballot. If you normally go by a different name than your legal first name, you may use that name
provided that the clerk agrees.
You do not have to provide all of your names under the box entitled “Given Name(s)” on the
form. Only provide the one(s) that you want to appear on the ballot. If your legal name is a single
name you do not have to provide any given names.
Clerks can decide to allow nominations to be filed electronically. If your municipality allows
electronic filing, contact the clerk for more information about how to file your nomination.
If electronic filing is not allowed in your municipality, you must file the nomination form that you
have signed – the form may not be a copy and may not be scanned and submitted
electronically. You must file the nomination form in person or have an agent file it on your behalf.
The clerk may require you to show identification or fill in an additional form to prove that you are
eligible to be nominated. If an agent is going to file the form on your behalf you should check
with the clerk to see if you are required to provide identification or additional paperwork.
Your campaign period begins when the clerk has received your nomination. If you file your
nomination electronically at a time when the clerk’s office is not open, you may have to wait to
begin your campaign. You should contact the clerk for more information.

The nomination fee
The fee to file a nomination is $200 to run for head of council and $100 for all other positions.
This fee must be paid to the clerk at the time you submit your nomination form.
Your nomination fee will be refunded if you file your campaign financial statement by the
deadline.
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Endorsement signatures
If you are running for municipal council in a municipality that has more than 4,000 electors, you
must submit 25 original signatures endorsing your nomination.
You must use Form 2 to collect the endorsement signatures.
Anyone providing an endorsement signature must also fill in their name and address, including
the postal code.
Anyone providing an endorsement signature must be eligible to vote in the municipality on the
day that they signed the endorsement. In addition to their endorsement, they will also be
required to sign a declaration that they are eligible to vote in the municipality.
A person who is eligible to vote in the municipality may provide endorsements to as many
candidates as they would like and may endorse candidates for any office on the municipal
council. A person who is running for a ward councillor office may submit signatures from voters
who do not live in that ward.
Collection of signatures should be undertaken safely by following guidance related to and in
compliance with all applicable laws and emergency orders, as well as any guidance and safety
standards established by the province for COVID-19. These measures are intended to keep
Ontarians safe.
If you submit 25 original endorsement signatures and find out later that a person (or persons)
was not eligible to vote on the day that they signed the endorsement, you will not lose your
nomination. The person who supplied false information (by declaring that they were eligible to
endorse your nomination when they were not eligible) could be subject to prosecution.
If the clerk has allowed electronic filing, you must still collect the endorsement signatures in
person. You can submit an electronic copy of the forms when you file your nomination. You must
keep the forms with the original signatures as part of your campaign records.
School board trustee candidates are not required to submit endorsement signatures.
The Endorsement of Nomination Form (Form 2) is a public document. Endorsements of
candidates cannot be revoked if the document has already been filed with the clerk.

Deadline to file your nomination
The nomination period begins on May 1, 2022. As May 1 is a Sunday, you may not be able to
file your nomination until May 2, 2022 when the clerk’s office is open. The last day to file a
nomination is Friday, August 19, 2022 by 2 p.m.
The clerk has until 4 p.m. on Monday, August 22, 2022 to certify or reject your nomination. The
clerk must be satisfied that you are eligible to run in order to certify your nomination. If your
nomination is not certified, your name will not appear on the ballot.

2022 Candidates’ Guide | 6

Where to file
If you are running for council office in a single-tier or lower-tier municipality (city, town, township,
village, etc.), you must file your nomination with the clerk of that municipality.
If you are running for an office in an upper-tier municipality (region or county) that does not also
sit on a lower-tier council, you must file your nomination with the clerk of the upper-tier
municipality. For example, a person running for chair of Durham Region would file their
nomination with the clerk of Durham Region rather than the clerk of a lower-tier municipality
such as Oshawa or Pickering.
If you are running for a school trustee position that represents more than one municipality,
contact your municipal clerk for information about where to file your nomination.

Changing your mind – withdrawal
If you decide to withdraw your nomination, you must notify the clerk in writing by the close of
nominations (2 p.m. August 19, 2022).
If you withdraw your nomination, you are still required to file a campaign financial statement
covering all the financial transactions you made in your campaign.
If your campaign did not have any financial transactions, you must file a financial statement
reporting this. Your nomination fee will be refunded by the clerk if you file your financial
statement by the deadline.

Changing your mind – running for a different office
You can only run for one office at a time. If you decide to run for a different office, your first
nomination is deemed to be withdrawn when you file your second nomination.
If you decide to run for a different office on the same council or school board, and both offices
are elected at large (for example, an office such as the mayor, which everyone in the
municipality may vote for), everything (contributions, expenses, etc.) from your first campaign is
simply transferred to your second campaign.
Example:
You file your nomination to run for deputy mayor on May 12, 2022. During the summer you
decide to run for mayor instead, and file your second nomination form on June 29, 2022.
•

Your first nomination for deputy mayor is deemed to be withdrawn.

•

The nomination fee you paid on May 12 is transferred to your second nomination (in this
case, you would have to pay an additional $100 to make up the $200 fee to run for head
of council).
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•

You do not have to submit new endorsement signatures. Your initial 25 original
endorsement signatures still qualify since you withdrew and filed a nomination for a
different office on the same municipal council.

•

Your campaign for mayor is deemed to have started on May 12.

•

Any campaign contributions or expenses that occurred prior to June 29 are transferred to
your mayoral campaign.

•

You must file one campaign financial statement covering your campaign finances from
May 12 until January 3, 2023.

•

Your nomination fee will be refunded if you file your campaign financial statement by the
filing deadline.

If you decide to run for a different office on the same council or school board, and one or both of
the offices is elected by ward, then you must keep the two campaigns separate.
Example:
You file your nomination to run for mayor on May 12, 2022. During the summer you decide to
run for councillor in ward 1 instead and file your second nomination form on June 29, 2022.
Your first nomination for mayor is deemed to be withdrawn, and your campaign for mayor ends.
You may not transfer any contributions or expenses from your mayoral campaign to your ward
councillor campaign.
•

You must pay a separate nomination fee when you file your nomination for ward
councillor.

•

You do not have to submit new endorsement signatures. Your initial 25 original
endorsement signatures still qualify since you withdrew and filed a nomination for a
different office on the same municipal council.

•

You must file a campaign financial statement covering your campaign for mayor (May 12
to June 29) – your first nomination fee will be refunded if you file this financial statement
by the filing deadline.

•

You must file a separate campaign financial statement covering your campaign for ward
councillor (June 29 to January 3) – your second nomination fee will be refunded if you file
this financial statement by the filing deadline.

If you decide to run for office on a different council or school board, then you must keep the two
campaigns separate. If you decide to run for council in a municipality that has more than 4,000
electors, you will need to submit original endorsement signatures from electors eligible to vote in
that municipality. If you are unsure if the municipality has more than 4,000 electors, you should
contact the municipal clerk.
Example:
You file your nomination to run for school board trustee on May 12. During the summer you
decide to run for councillor instead, and file your second nomination form on June 29, 2022.
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•

Your first nomination for school board trustee is deemed to be withdrawn.

•

You are required to pay a nomination fee when you file your nomination for ward
councillor.

•

If the municipality where you are running for ward councillor has more than 4000 electors,
you must submit 25 endorsement signatures.

•

Your campaign for school board trustee ends. You may not transfer any contributions or
expenses from your trustee campaign to your ward councillor campaign .

•

You must file a campaign financial statement covering your campaign for school board
trustee (May 12 to June 29) – your first nomination fee will be refunded if you file this
financial statement by the filing deadline.

•

You must file a separate campaign financial statement covering your campaign for ward
councillor (June 29 to January 3) – your second nomination fee will be refunded if you file
this financial statement by the filing deadline.

Acclamations
If there is only one certified candidate running for an office at 4 p.m. on Monday, August 22, that
candidate will be declared elected by acclamation. Similarly, in a municipality where multiple
candidates are elected at large, if the number of certified candidates is the same as or less than
the number of offices, those candidates will be declared elected by acclamation.
If you are elected by acclamation, you must still file a campaign financial statement.

Additional nominations
If there are positions that no candidates have run for or positions that are still vacant after the
candidates who did run have been acclaimed, the clerk will call for additional nominations.
Additional nominations for the remaining vacant seats must be filed between 9 a.m. and 2 p.m.
on Wednesday, August 24, 2022. The clerk must either certify or reject each nomination by 4
p.m. on Thursday, August 25, 2022.
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Campaigning
Signs
Your municipality may have rules about when you can put up campaign signs and how signs
may be displayed on public property.
All of your campaign signs and other advertising must identify that you are responsible for the
sign. This is so that people seeing the sign or advertisement can tell that it is from your
campaign, rather than from a third party advertiser.
Please see Leftover campaign inventory (page 23) if you plan to reuse signs from the last
election.
You are responsible for ensuring that your campaign signs are removed after voting day. Your
municipality may require a sign deposit or have penalties for failing to remove your signs.
Contact your local clerk for more information.
You are entitled to have your nomination fee refunded if you file your campaign financial
statement by the filing deadline. The clerk cannot make removing your signs a condition for
receiving your refund.

Getting information out
It is up to you to provide voters with information about you as a candidate and about your
campaign. The municipal clerk is not responsible for providing your contact information to voters.

All candidates’ debates
The Municipal Elections Act, 1996 does not require candidate debates to be held, and the
municipal clerk is not responsible for organizing meetings or debates. Debates can be organized
by community groups, media outlets, candidates or any other interested persons.

Joint campaigns / running on a slate
There is nothing in the Municipal Elections Act, 1996 that would prevent like-minded candidates
from campaigning on the same platform or identifying themselves as a group or slate. However,
each candidate must keep their campaign finances separate and any joint expenses (for
example, signs with two candidates’ names on them) must be divided between the campaigns.
For information on campaign finance rules please see Campaign Finance (page 16).
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Third party advertising
General information
There are rules for third party advertising in Ontario’s municipal council and school board
elections.
A third party advertisement is an ad that supports, promotes or opposes a candidate or a “yes”
or “no” answer to a question on the ballot.
The meaning of “third party” in this context means a person or entity who is not a candidate.
Eligible individuals, corporations and trade unions can register to be third party advertisers. Third
party advertising is separate from any candidate’s campaign and must be done independently
from a candidate.
Third party advertisers who want to spend money on advertisements during the election must
register with the municipal clerk and must file a financial statement.
For more information about third party advertising rules, including eligibility, spending limits and
enforcement, see the Third Party Advertisers’ Guide.
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On voting day
Campaigning on voting day
The Municipal Elections Act, 1996 does not prohibit campaigning on voting day. While there are
restrictions on advertising for federal and provincial elections on voting day, these “blackouts” do
not exist for municipal council and school board elections.
The Act prohibits the display of campaign material inside a voting place. The “voting place” could
include the entire property of a building that has a voting place inside it, including the parking lot.
You are not allowed to have campaign brochures, campaign buttons, signs or any other material
inside the voting place.

Remaining in a voting place
As a candidate, you are allowed to stay in a voting place to observe but you are not allowed to
interfere with voters, attempt to influence how they vote or ask a voter how they voted.
Scrutineers may also stay in the voting place.
You and your scrutineers are entitled to be in the voting place 15 minutes before it opens and to
inspect the ballot boxes, the ballots and any other papers or forms relating to the vote. However,
you may not delay the opening of the voting place.
You and your scrutineers are entitled to place a seal on the ballot box so that ballots put in the
box cannot be removed without breaking your seal.
Note: If you have been acclaimed, you are not allowed to be in the voting place or to appoint
scrutineers.

Scrutineers
You may appoint a scrutineer for each ballot box in a voting place. You do not have to appoint
that many scrutineers, or any scrutineers at all. If you have appointed one scrutineer for each
ballot box, a scrutineer must leave while you are in the voting place.
Scrutineers may observe but they are not allowed to interfere with voters, attempt to influence
how they vote, or ask a voter how they voted.
You must provide each of your scrutineers with an appointment in writing. Scrutineers may be
required to show their appointment document to election officials at the voting place.
Scrutineers may be required to take an oath of secrecy.
There are no general restrictions on who you can appoint as a scrutineer (for example, a
scrutineer can be any age and does not have to be a citizen). However, an acclaimed candidate
cannot be appointed as a scrutineer for another candidate.
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Counting votes
If your municipality is using voting machines or vote counting equipment, the clerk must have the
processes and procedures for use of this equipment in place by June 1, 2022. If vote counting
equipment is used, the clerk will be able to provide you with information on how the votes will be
counted and how many scrutineers may be present.
The vote count begins immediately after the close of voting at on October 24, 2022 at 8 p.m.
If the votes are counted manually, you and your scrutineers are entitled to view the ballots as
they are counted, but you cannot touch the ballots. You and your scrutineers may object to a
ballot or how it is counted (for example, if it is unclear who the vote is for or if the ballot has extra
markings on it). The deputy returning officer is responsible for deciding whether to accept the
objection and must keep a list of all the objections raised.

Results
After the votes have been counted, the deputy returning officer will prepare a statement showing
the results and seal all the other election documents, including the ballots, inside the ballot box.
You and your scrutineers are entitled to put your or their own seal on the ballot box at this time,
and are entitled to sign the statement showing the results.
The sealed ballot box and the statement of the results will then be delivered to the municipal
clerk, who will compile the results and declare who has been elected.
Note: results announced on voting night are unofficial. It may take the clerk a few days or more
to make the official declaration.
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After voting day
Recounts
The Municipal Elections Act, 1996 requires an automatic recount only if the votes are tied.
Your municipal council or school board may have a policy in place that sets out other specific
circumstances under which the clerk must conduct an automatic recount. For example, a council
may decide that if two candidates are within 10 votes of each other, an automatic recount will be
held. The policy must be adopted at least 60 days before voting day.
A municipal council or school board may also order a recount within 30 days after the clerk has
officially declared the results of the election. If you feel there should be a recount, you must
either persuade council (or the school board) to order one or you may apply to the Superior
Court of Justice to request that a judge order a recount. This application may be made by any
eligible elector, and must be made within 30 days of the clerk declaring the results of the
election.
Recounts must be conducted in the same way that the votes were originally counted, unless the
recount is ordered by the court. For example, if the votes were counted by a vote tabulator, they
may not be counted by hand during the recount.
If the recount is ordered by the court, the judge may order that the votes be counted in a
different manner if the judge believes that the way the votes were counted the first time was an
issue.

Tied votes
If two or more candidates get the same number of votes and they cannot all be elected, there is
an automatic recount. The recount must be held within 15 days of the clerk declaring the results
of the election. If you are one of the candidates in the tie, you are entitled to be present at the
recount.
If the recount shows that there is still a tie, then the legislation states that the clerk will choose
the winner by lot. This means putting the names of the tied candidates into a hat (or other
suitable container) and drawing the name of the winner.

Wrapping up your campaign
After voting day, remove any election signs that have been put up and take down your campaign
website, if you have one. If you would like to keep using your website, remove any references to
the campaign. Websites that say “Vote for me” which are left up for years after the election can
make it look like you are attempting to campaign for the next election early.
Usually, campaigns must end on December 31. However, since December 31, 2022 is a
Saturday, the deadline moves to January 3, 2023. Your campaign must end on January 3, 2023
unless you have a deficit and inform the clerk in writing that you are going to extend your
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campaign. Once your campaign has ended, you should close your campaign bank account and
prepare your campaign financial statement.
Financial statements must be filed with the clerk by 2 p.m. on Friday, March 31, 2023.

Term of office
The council and school board term of office will run from November 15, 2022 to November 14,
2026.
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Campaign finance
General information
Record keeping
You are responsible for keeping records of the financial activities related to your campaign.
The Municipal Elections Act, 1996 does not require you to use any specific accounting system.
You may want to consult with an auditor or an accountant early in your campaign to make sure
that you are using a bookkeeping and accounting system that will suit your needs.
You should also look through the campaign financial statement (Form 4) that you will be
required to file to make sure that you are keeping records of all the information that must be
included on the statement.
You are required to keep all of your campaign financial records until November 15, 2026 when
the next council or school board takes office.
You must keep the following campaign records:
•

receipts issued for every contribution including when you accepted the contribution and
the date you issued the receipt (remember to issue receipts to yourself for any
contributions you make)

•

the value of every contribution, whether it is in the form of money or goods or services,
and the contributor’s name and address

•

all expenses, including the receipts obtained for each expense

•

any claim for payment of an expense that the campaign disputes or refuses to pay

•

the funds raised and expenses incurred from each separate fundraising event or activity

•

the terms of any loan received from a bank or other recognized lending institution

Campaign period
You may accept contributions or incur campaign expenses during your campaign period only.
Your campaign period begins on the day the clerk receives your nomination.
In most cases, your campaign will end on January 3, 2023. Exceptions are if you:
•

withdrew your nomination, your campaign ends on the date you informed the clerk in
writing that you wanted to withdraw

•

were not certified as a candidate and your name did not appear on the ballot, your
campaign ends on nomination day (August 19, 2022)
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•

know you will not have any more financial activity, you can end your campaign at any
time after voting day and before January 3, 2023

If you have extended your campaign to pay down a deficit, the end date for the extended
campaign period will be the earliest of:
•

the day you notify the clerk in writing that you will be ending your campaign and not
accepting any more contributions

•

June 30, 2023

Bank account
You must open a bank account exclusively for your campaign if you accept any contributions of
money (including contributions from yourself or your spouse) or incur any expenses. You do not
have to open a campaign bank account if you do not spend any money and do not receive any
contributions of money. If you receive contributions of goods or services, but no contributions of
money, you do not have to open a campaign bank account.
You cannot use your personal bank account for campaign finances, even if you are planning a
very small campaign.
All contributions – including contributions you make to yourself – must be deposited into the
campaign bank account. All expenses must be paid for from the campaign account.
The nomination fee is considered to be a personal expense, not a campaign expense. You do
not need to have a campaign bank account in order to pay the nomination fee.

Contributions and campaign income
Contributions
Campaign contributions are any money, goods or services that are given to you for use in your
campaign, including money and goods that you contribute to yourself.
If you are given a special discount on a good or service that you are purchasing for your
campaign, the difference between what you were charged and what the market value would be
is considered to be a contribution.
Corporations and other businesses are not permitted to make contributions to candidates. If you
are being offered a discount, you should make sure that whoever is offering the discount is
entitled to make a personal contribution to your campaign.
If a professional who would normally charge for a service gives you that service for free, the
market value of the service is considered to be a contribution.
If you sell tickets to a fundraising event, the cost of the ticket is considered to be a contribution. If
you sell goods at a fundraising event for more than their market value, the difference between
what the person attending the fundraising event paid you and what they would have normally
paid for the item is considered to be a contribution.
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If you have inventory such as signs left over from a previous campaign and you use them again,
the current market value of the signs (what it would cost you to buy those signs today) is
considered to be a contribution that you make to your campaign.
If you or your spouse guarantees your campaign loan and the campaign is unable to repay the
full amount, any unpaid balance is considered to be a contribution by the guarantor.

Things that are not contributions
If you have volunteers working for your campaign, the value of their volunteer labour is not
considered to be a contribution.
A cash donation of $25 or less received at a fundraising event is not considered to be a
contribution, and you may accept such donations without keeping track of who gave them to
you. You will have to report the total amount of money that you received from these donations
on your financial statement.
The value of free political advertising, provided that such advertising is made available to all
candidates and is in accordance with the Broadcasting Act (Canada) is not considered to be a
contribution.
If you obtain a campaign loan from a bank or a recognized lending institution, the amount of the
loan is not considered to be a contribution.

Who can make a contribution
You can accept contributions only from individuals who are residents of Ontario. Corporations
and trade unions are not permitted to make contributions to candidates.
If your spouse is not a resident of Ontario, they can still make contributions to your campaign.
They may not make contributions to any other candidate.
Groups such as clubs, associations or ratepayer’s groups are not eligible to make contributions.
The members of these groups may make individual contributions from their personal funds (as
long as they are residents of Ontario).

Who cannot make a contribution
The following individuals and organizations are not permitted to make contributions to municipal
council and school board campaigns:
•

a corporation

•

a trade union

•

an individual who is not normally a resident in Ontario

•

a federal political party, constituency association, or a registered candidate in a federal
election
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•

a provincial political party, constituency association, or a registered candidate or
leadership contestant

•

a federal or provincial government, a municipality or a school board

When you can receive contributions
You can only accept contributions after the clerk has received your nomination, and you cannot
accept contributions after your campaign period has finished. Any contributions received outside
the campaign period must be returned to the contributor. If you cannot return the contribution to
the contributor, you must turn it over to the clerk.

Contribution limits – contributions from yourself and your spouse
If you are running for municipal council, there is a limit on the total amount that you and your
spouse may collectively contribute to your own campaign. The contribution limit is calculated
based on the number of electors who are eligible to vote for the office that you are running for.
The formula to calculate the limit is:
•

for head of council: $7,500 plus $0.20 per eligible elector

•

for council member: $5,000 plus $0.20 per eligible elector

There is a cap of $25,000. If the formula results in a number greater than $25,000, the limit will
still be $25,000.
The clerk will tell you what your self-funding limit is.
All of the contributions that you and your spouse make to your own campaign count towards this
limit, including:
•

contributions of money

•

the value of goods or services that you or your spouse donate to the campaign

•

the value of any inventory from the previous election that you use again in this campaign

This limit does not apply to school board trustee candidates.

Contribution limits – contributions from other people
There is a $1,200 limit that applies to contributions from other individuals. If a person makes
more than one contribution (for example, contributes money, contributes goods, and purchases
a ticket to a fundraising event), the total value of all the contributions cannot exceed $1,200.
If you are running for mayor in the City of Toronto, the limit is $2,500.
The maximum total amount that a contributor can give to candidates in the same jurisdiction (for
example, running for the same council or for the same school board) is $5,000.

2022 Candidates’ Guide | 19

You are required to inform every contributor of the contribution limits. An easy way to make sure
that this is done is to include the contribution limits on the receipt that you provide for each
contribution.
Only a contribution that is $25 or less can be made in cash. All contributions above $25 must be
made by cheque, money order or by a method that clearly shows where the funds came from
(such as certain debit, credit or electronic transfer transactions).

Contribution receipts
You must issue a receipt for every contribution you receive. The receipt should show who made
the contribution, the date and the value. If the contribution was in goods or services, you must
determine the value of the goods or services and issue a receipt for the full value.
If you receive a contribution from a joint account, the contribution can only come from one
person. You must determine who is making the contribution and issue the receipt to that person.
You are required to list the names and addresses of every contributor who gives more than $100
total to your campaign in your financial statement. You should keep a record of the names and
addresses of every contributor, regardless of the value of their contribution, because the same
contributor may make multiple contributions that end up totalling more than $100.
Note: Contribution receipts are not tax receipts. Contributions to municipal council and school
board campaigns cannot be credited against provincial or federal income taxes.

Returning ineligible contributions
You are required to return any contribution that was made or accepted in contravention of the
Municipal Elections Act, 1996 as soon as you learn that it was an ineligible contribution. If you
cannot return the contribution, you must turn it over to the clerk.
Contributions should be returned or paid to the clerk if the contribution is:
•

made outside your campaign period

•

from an anonymous source (except for donations of $25 or less at a fundraising event)

•

from an ineligible source (someone who doesn’t live in Ontario, a corporation, etc.)

•

greater than the individual $1,200 limit or the $5,000 total limit per jurisdiction

•

a cash contribution greater than $25

•

from funds that do not belong to the contributor who gave them to you

Unused contributions
If your campaign ends with a surplus, you can withdraw the value of contributions that you and
your spouse made from the surplus. If you still have a surplus once you have withdrawn your
contributions, the remaining surplus must be turned over to the clerk.
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You are not permitted to refund eligible contributions made by anyone other than yourself or
your spouse.

Contribution rebates
Your municipality may have a contribution rebate program. Contact your clerk for more
information.
Contributions to municipal council and school board campaigns are not tax deductible.

Fundraising
Fundraising functions are events or activities held by you or on your behalf for the primary
purpose of raising money for your campaign. If you hold an event to promote your campaign and
you happen to receive some contributions or ask people to consider contributing to your
campaign, this would not qualify as a fundraising event.
Similarly, if you have a sentence in your campaign brochure asking people to make a
contribution or giving them information about how to contribute, this would not be a fundraising
brochure since its primary purpose is to promote your campaign, not to raise money.
Fundraisers can only be held during your campaign period. You must record the gross income
(including ticket revenue and other revenue) and the expenses related to each event and activity
on your campaign financial statement.
If you sell tickets to an event, the ticket price is considered to be a contribution to your campaign
and you must issue a receipt to each person who purchases tickets. If the ticket price is higher
than $25, tickets cannot be paid for in cash.

Campaign income
If you raise funds by selling goods or services for more than fair market value, the difference
between the fair market value and the amount paid is considered to be a contribution. If the
good or service is sold for $25 or less, the amount paid is considered to be campaign income
that is not a contribution.

Campaign expenses
Expenses
Campaign expenses are the costs that you incur (or that a person such as your campaign
manager incurs under your direction) during your campaign.
Reminder: the nomination fee is a personal expense rather than a campaign expense. It should
not be reported on your campaign financial statement.
Expenses must be paid from your campaign bank account. If you use a credit card to pay for
purchases you should make sure that you keep clear records showing that the expense on the
credit card was reimbursed from the campaign account.
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Any taxes such as HST paid on purchases should be included in the amount of the expense.
You can incur expenses only during your campaign period, except for expenses related to the
preparation of an auditor’s report. If you are required to include an auditor’s report with your
financial statement, you may incur these expenses after the campaign period has ended. These
expenses must also be reported on your financial statement.

Goods and services
Goods or services that are contributed to your campaign are also expenses. They should be
treated as if the contributor gave you money and you went out and purchased the goods and
services. You must record both the contribution and the expense.

Spending limits
Candidates are subject to two spending limits – a general limit, and a separate limit for expenses
relating to parties and expressions of appreciation after voting day.

General spending limit
The general spending limit for your campaign is calculated based on the number of electors who
are eligible to vote for the office that you are running for. The formula to calculate the limit is:
•

for head of council: $7,500 plus $0.85 per eligible elector

•

for council member or trustee: $5,000 plus $0.85 per eligible elector

When you file your nomination, the clerk will give you an estimate of your general spending limit.
This estimate will be based on the number of electors in the previous election.
On or before September 25, 2022, the clerk must give you a final general spending limit which is
based on the number of electors on the voters’ list for the current election.
If the spending limit estimate that you received when you filed your nomination is higher than the
final spending limit you receive in September, the estimate becomes your official spending limit.
While most of your expenses will be subject to the general spending limit, the following
expenses are not:
•

expenses related to holding a fundraising event or activity

•

expenses relating to a recount

•

expenses relating to a court action for a controverted election

•

expenses relating to a compliance audit

•

expenses incurred by a candidate with a disability that are directly related to the
candidate’s disability and would not have been incurred if not for the election

•

audit and accounting fees
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Note: Any materials, events or activities must have fundraising as the primary purpose in order
to be exempt from the spending limit. An incidental mention of contributions is not enough to
qualify as fundraising.

When the general spending limit applies
Your spending limit covers expenses that you incur between the beginning of your campaign
and voting day. Expenses that you incur between the day after voting day and the end of your
campaign are not subject to the spending limit.
Note: If you incur an expense before voting day, but don’t get around to paying for it until after
voting day, it would still be subject to the spending limit.

Spending limit for parties and expressions of appreciation
The spending limit for expenses related to holding parties and other expressions of appreciation
after the close of voting is calculated as 10% of the amount of your general spending limit.
Expenses related to parties and expressions of appreciation are subject to the specific spending
limit regardless of whether they are incurred before or after voting day.

Leftover campaign inventory
If you ran in the last municipal council or school board election and you want to reuse leftover
goods such as signs or office supplies you must establish the current market value of the goods
– what it would cost you to purchase them today. You must record the current market value as
an expense.
If you have inventory left at the end of your campaign it becomes your personal property. If you
want to store materials such as signs for use in another election, any costs related to storage
are personal costs, not campaign expenses.
Note to accountants: The value of all goods must be recorded as an expense regardless of
whether the campaign ends with used or unused goods in inventory. Do not deduct the value of
unused goods from the campaign expenses, as this will result in the campaign having a surplus
on paper that the candidate does not actually have.

Surplus and deficit
If your campaign has a surplus after you have refunded contributions made by yourself or your
spouse, you must pay the surplus over to the clerk when you file your financial statement. The
surplus will be held in trust, and you can use it if you incur expenses related to a compliance
audit. If the surplus is not needed for these expenses it becomes the property of the municipality
or the school board.
If your campaign expenses are greater than your campaign income, your campaign will be in
deficit.
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Note: Ending your campaign with a deficit may result in questions being raised about how
expenses were paid for, and whether you contributed more than your self-funding limit by paying
outstanding expenses with personal funds.

Campaign financial statement
It is your responsibility as a candidate to file a complete and accurate financial statement on
time.
The filing deadline is 2 p.m. on the last Friday in March following the election (March 31, 2023).
If you have a bookkeeper or accountant complete the financial statement for you, you are still
responsible for ensuring that it is complete and accurate and filed on time.
Financial statements are not required to have original signatures. You should contact your clerk
for information about whether you can file your financial statement electronically if you are not
able to file your statement in person.
If you filed a nomination form, you must file a financial statement. This includes candidates
who withdrew their nomination, candidates who were not certified and did not appear on the
ballot, and candidates who were acclaimed.
If you did not receive any contributions (including contributions from yourself) or incur any
expenses, you are only required to fill out the first page of the financial statement and sign it.
If you received contributions or incurred any expenses you must complete the relevant parts of
the financial statement.
If your campaign contributions (including contributions from yourself) or campaign expenses are
greater than $10,000 you must have your financial statement audited and include the auditor’s
report when you submit your financial statement to the clerk.

Filing early
You can file your campaign financial statement after you have ended your campaign. If you file
your statement early and then discover that there is an error in it, you can submit a corrected
statement at any time before the filing deadline on March 31, 2023. Your original statement is
deemed to be withdrawn when you file the corrected statement. You cannot withdraw a financial
statement without submitting a corrected one.

Applying for an extension
If you think that you will be unable to file your financial statement by the deadline, you may
apply before March 31, 2023 to the Superior Court of Justice for an extension. If the court
grants the extension, you will receive the refund of your nomination fee if you file by the deadline
given to you by the court.
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Grace period for filing
If you have not filed your financial statement by the deadline, you may file your financial
statement within 30 days after the deadline if you pay the municipality a $500 late filing fee. This
grace period ends at 2 p.m. on Monday, May 1, 2023. You will not receive a refund of your
nomination fee if you file during the 30-day grace period.
If you have not filed your financial statement by the end of the 30-day grace period and you did
not apply to the court for an extension prior to the deadline, automatic penalties apply:
•

you will forfeit your elected office (if you won the election)

•

you will be ineligible to run for office or be appointed to fill a vacancy until after the 2026
election

If you did not file your financial statement by the end of the grace period, you may still file it for
the purposes of having your finances on the record. The clerk will accept the financial statement
and make it available to the public. The penalties will still apply.

Separate statement for each office
If you filed a nomination and then changed your mind and filed a nomination for a different office,
you may be required to file a separate financial statement for each campaign.

Extended campaigns
Your campaign period ends on January 3, 2023. However, if your campaign has a deficit, you
can extend your campaign in order to do some additional fundraising. If you want to extend your
campaign, you must notify the clerk on or before January 3, 2023 using the Notice of Extension
of Campaign Period form (Form 6).
Your campaign may be extended until June 30, 2023.
If you extend your campaign you must file two financial statements:
•

a financial statement reflecting your campaign until January 3, 2023 (due March 31,
2023)

•

a supplementary financial statement that includes the information from your initial
statement and adds financial information from your extended campaign

The supplementary financial statement must be filed with the clerk by 2 p.m. on Friday,
September 29, 2023.
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Auditor’s report
You must have an auditor review your financial statement and provide a report if any of the
following are true:
•

your campaign expenses exceed $10,000

•

the contributions you received (including contributions from yourself) exceed a total of
$10,000

•

both your expenses and your contributions exceed $10,000 each

The auditor’s report must be prepared by an auditor licensed under the Public Accounting Act,
2004. Before you hire someone to prepare the report, ensure that they are properly qualified.
You can incur expenses relating to the auditor’s report after January 3, 2023. These expenses
do not count toward your spending limit. Include these expenses on the financial statement that
you are filing.
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Compliance and enforcement
Enforcement of the Municipal Elections Act, 1996 is done through the courts. The Ministry of
Municipal Affairs and Housing does not have a role in investigating elections or in determining
penalties.

Automatic penalties
There are three contraventions of the Municipal Elections Act, 1996 where penalties apply
automatically:
1. if you fail to file a financial statement by the end of the 30-day grace period or fail to apply
to the court before March 31, 2023 for an extension by the filing deadline
2. if your financial statement shows that you exceeded your spending limit
3. if you fail to turn over your surplus to the clerk when you file your financial statement
The penalty is that you forfeit your office (if you won the election) and you become ineligible to
run or be appointed to fill a vacancy until after the 2026 election.

Compliance audits
Each municipality and school board must appoint a compliance audit committee.
If an eligible elector believes that you have contravened the election finance rules, they may
apply for a compliance audit of your campaign finances. The application must be in writing and
must set out the reasons why they believe you contravened the rules.
An application for a compliance audit must be submitted to the municipal clerk who conducted
the election within 90 days of the deadline to file the campaign financial statement.
The compliance audit committee will consider the application and decide whether to grant or
reject the application. You may appeal the committee’s decision to the Superior Court of Justice
within 15 days after the decision is made.
If the committee grants the application, it will appoint an auditor to conduct a compliance audit of
your campaign finances. The auditor is entitled to have access to all of the financial records
related to your campaign. The auditor will produce a report, which you are entitled to receive.
The compliance audit committee will meet to consider the auditor’s report. If the report
concludes that there is an apparent contravention of the Municipal Elections Act, 1996 the
committee will decide whether to commence legal action.
The compliance audit committee does not have any authority to set penalties. Only the court can
decide if you contravened the Act and, if so, which penalties should apply.
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A person who does not want to or who is not able to apply for a compliance audit may decide to
commence legal action on their own. A prosecution related to the 2022 election must be
commenced before November 15, 2026.

Penalties
If you are convicted of an offence, you may be subject to the following penalties:
•

a fine of up to $25,000

•

ineligibility to vote or run in the next general election

•

up to six months in prison

•

forfeiture of your elected office, if the judge finds that you committed the offence
knowingly

If you are convicted of exceeding the spending limit, you may also be fined the amount by which
you exceeded the limit.
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Completing the financial statement
General information
All candidates must file a financial statement. This includes candidates who withdrew their
nomination, candidates who were not certified and did not appear on the ballot, and candidates
who were acclaimed.
Candidates must use Form 4.
All candidates must complete Box A: Name of Candidate and Office and Box B: Declaration.
•

If you did not receive any contributions (including contributions from yourself) or incur
any expenses, check the box indicating this, and complete the Declaration in Box B. No
further information is required.

•

If you did receive contributions (including contributions from yourself) or incur
expenses, you must fill in the information in Box C, Box D, Schedule 1 and Schedule 2,
as appropriate. You may find it easier to fill out the form if you start with the more detailed
sections such as the tables in Schedule 1 before filling in Box C (Statement of Campaign
Income and Expenses).

If you received contributions or incurred expenses in excess of $10,000, you must include an
auditor’s report with your financial statement.
Your completed financial statement must be submitted to the clerk by 2 p.m. on the last Friday
in March (March 31, 2023).
Supplementary financial statements must be submitted to the clerk by 2 p.m. on the last Friday
in September (September 29, 2023).

Tips for completing Form 4
Learn more about how to correctly fill out the campaign financial statement.

Box A: Name of Candidate and Office
Record your general spending limit and your spending limit for parties and other expressions of
appreciation.
Note: automatic penalties will apply if the form reports that either of the spending limits have
been exceeded.
If you are running for a council position, record your self-funding limit.
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Box B: Declaration
By signing the form, you are declaring that the information recorded in the financial statement is
true and accurate. If your financial statement was prepared by someone else, you as the
candidate are still responsible for its accuracy.

Box C: Statement of Campaign Income and Expenses
Loan
If you obtained a loan for your campaign you must record the name of the bank or recognized
lending institution and the amount borrowed.
You are permitted to get a loan only from a bank or other recognized lending institution in
Ontario, and it must be paid directly into your campaign bank account. You may not receive a
loan from family members or from any corporate accounts that you may have access to.
The loan is not considered to be campaign income, and paying it back is not a campaign
expense. However, if you or your spouse guarantee the loan and the campaign does not repay
all of it, the remaining balance is considered to be a contribution (since the guarantor is basically
providing the campaign the means to repay the loan). This amount counts towards your selffunding limit.
Any interest that the campaign pays on the loan is a campaign expense.
Income
Your campaign income includes all contributions received from yourself, your spouse and other
eligible contributors. This includes the value of contributions of goods and services. Income also
includes any refunds of deposits, interest earned by your campaign bank account, and revenue
from fundraising events or activities that is not deemed a contribution (for example, if you sold
refreshments at market value).
Example:
You have 100 t-shirts printed to sell at a fundraiser. The cost to the campaign is $10 per shirt,
and you sell them for $25 each.
The $25 is not a contribution. You do not have to collect names and contact information, or issue
a contribution receipt to anyone who buys a shirt.
The $1,000 that you spent on the shirts must be recorded as a campaign expense.
The $2,500 that you raised by selling the shirts must be recorded as revenue from fundraising
events not deemed a contribution.
If you sell goods (such as food and drink) at market value, the revenue is not considered to be a
contribution and must be recorded as revenue from fundraising events not deemed a
contribution.
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Sign deposit
If your municipality requires a deposit for election signs, this should be recorded as a campaign
expense and paid for using campaign funds. If your deposit is refunded, record the amount
under Income.
Expenses
Your campaign expenses include the value of any goods or services that have been contributed
to your campaign (it is as if the contributor gave money to the campaign, which the campaign
then spent on acquiring the goods or services).
The general spending limit applies only to expenses incurred until the end of voting day.
Expenses incurred after voting day are not subject to the spending limit.
Note: An expense subject to the general spending limit that was incurred prior to voting day but
not paid for until after voting day is still subject to the limit.
Some types of expenses are not subject to the general spending limit even if they are incurred
prior to voting day.
Expenses related to parties and expressions of appreciation after voting day are subject to that
spending limit regardless of when they are incurred.

Box D: Calculation of Surplus or Deficit
Campaign deficit
At the top of Box D, you must subtract the total amount of your campaign expenses from the
total amount of your campaign income. If your expenses are greater than your income, your
campaign is in deficit.
If you have extended your campaign in order to fundraise, you must still file a financial
statement reflecting your campaign finances to January 3, 2023.
Campaign surplus
At the top of Box D, you must subtract the total amount of your campaign expenses from the
total amount of your campaign income. If your income is greater than your expenses, your
campaign has a surplus.
You are entitled to reimburse contributions made by yourself or your spouse out of the surplus.
For example, if the surplus was $500 and you contributed $400 to your campaign, you may
deduct that $400, leaving your campaign with a surplus of $100. If the surplus was $500 and you
contributed $600, you may deduct $500 of your contribution, leaving your campaign with $0. You
may not deduct more than the value of the surplus.
If, after deducting contributions made by yourself or your spouse, the campaign still has a
surplus, these funds must be turned over to the clerk.
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Schedule 1: Contributions
Schedule 1 includes a summary of contributions from your campaign.
The following tables are included in Schedule 1 and need to be filled in, if applicable:
•

Table 1: Contributions in goods or services from candidate or spouse

•

Table 2: Inventory of campaign goods and materials from previous municipal campaign
used in this campaign

•

Table 3: Monetary contributions from individuals other than candidate or spouse where
contributions exceed $100 per contributor

•

Table 4: Contributions in goods or services from individuals other than candidate or
spouse where contributions exceed $100 per contributor

Contributions from yourself and/or your spouse
If you are running for municipal council, you and your spouse are subject to limits on how much
you can contribute to your campaign. This limit applies to contributions of money, goods and
services, as well as the value of any inventory from a previous campaign that you have used in
your current campaign.
Record these amounts on the lines provided in Schedule 1. Do not include them in the tables of
contributions (Table 1 or Table 2). The other reason to identify the contributions from you and
your spouse is because those contributions can be reimbursed by you and your spouse if the
campaign ends with a surplus.
Note: you must report the full amount of the contributions made by you and your spouse,
including any amounts that have been reimbursed from a surplus.
Contributions totalling $100 or less
If the total amount contributed (including the value of goods and services) from a single
contributor is $100 or less, you do not need to provide details on the form. Simply indicate the
total value of all such contributions on the line provided at the top of Schedule 1.
If an anonymous contribution is $100 or less, include it in the total value of contributions not
exceeding $100 per contributor. Any anonymous contribution that is greater than $25 must be
turned over to the clerk.
Goods and services from candidate or spouse
If you or your spouse contribute goods and services to your campaign, this must be recorded as
a contribution. Record any contributions in Table 1 of Schedule 1.
Inventory from previous campaign
Any inventory from a previous campaign that you are using again is a contribution in goods that
you make to your campaign and counts towards your self-funding limit. You must calculate the
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current market value (for example, if you have 100 signs left over from 2018 and use them
again, you must calculate how much it would cost to purchase those same signs in 2022) and
record it in Table 2. This inventory must also be recorded as a campaign expense.
Contributions totalling more than $100
If a contributor makes 1 or more contributions totalling more than $100 (including the value of
goods and services and the cost of tickets to fundraising events), you must record all of these
contributions in the tables provided in Schedule 1 (Tables 3 and 4).
If an anonymous contribution is more than $100, include it in the total value of contributions
exceeding $100 per contributor, and include it in Table 3 (listing "anonymous" as the name of
the contributor). Any anonymous contribution that is greater than $25 must be turned over to the
clerk.
Note: it is the total amount contributed that matters – if an individual buys a ticket to a
fundraising event for $50, and then later in the campaign contributes $75, each of these
contributions must be recorded in Table 3 because the total exceeds $100.
Goods and services from individuals other than candidate or spouse
Eligible contributors may donate goods and services to the campaign. These must be recorded
as a contribution and as an expense (as if the contributor donated money, which the campaign
then spent on the goods and services).
Corporations and trade unions are not permitted to make contributions to candidates. This
includes contributions of goods and services.
Example:
Your friend spends $150 on coffee and baked goods which they donate for a campaign event.
You should record a contribution of $150 in goods or services from your friend and record an
expense of $150.
If you are given a special discount on a good or service that you are purchasing for your
campaign, you should record the expense as if you were not given the discount (since the value
of the discount is considered to be a contribution of the good or service to your campaign).
Example:
Your order for campaign signs would normally cost $500, but the vendor lets you have them for
$300 because he wants to help out your campaign. You should record an expense of $500 for
the signs and record a contribution of $200 in goods or services from the vendor. Note: As
businesses are not permitted to make contributions, the contribution would have to be a
personal contribution from the vendor.
Contributions in goods or services from individuals other than the candidate or spouse must be
recorded in Table 4 of Schedule 1.
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Schedule 2: Fundraising Events and Activities
The cost of holding fundraising events or activities is not subject to the spending limit. However,
in order to be considered a fundraising cost, the primary purpose for the expense must be
related to fundraising rather than promoting the candidate. Incidental fundraising that happens to
occur during a promotional event is not sufficient to make it a fundraising event. Similarly, a line
at the bottom of a campaign brochure asking people to donate does not make the production of
the brochure a fundraising expense.
If you have included costs of fundraising events/activities as an expense in Box C, you must
provide details of these events and activities in Schedule 2.
Contributions received at a fundraising event may include:
•

the price of the ticket

•

if goods or services are offered for sale, any amount of money paid that exceeds their
market value (for example, if a $100 item is sold for $175, the purchaser has made a $75
contribution to the campaign)

•

personal cheques collected from contributors at the event

If contributors have donated goods or services for the fundraising event, these must be recorded
as contributions and as expenses.
These contributions must be recorded in Schedule 1, and where the total from a contributor
exceeds $100, be detailed in the appropriate tables. Refer to Schedule 1: Contributions (page
32) for more information.
The fundraising event may also generate revenue that is not considered to be a contribution:
•

donations of $25 or less

•

if goods or services are offered for sale, the market value of those goods and services
sold (for example, if a $100 item is sold for $175, $100 is revenue)

•

the amount paid for goods or services offered for sale for $25 or less

Anonymous contributions
You may keep anonymous contributions that do not exceed $25 each that are received at a
fundraiser (such as those collected by passing the hat or having a tip jar). Report the total
amount of money received from these donations in Schedule 2 for that fundraiser.
All other anonymous contributions must be turned over to the clerk.
You will then subtract the contribution as paid or payable to the clerk to arrive at the Total for
Part II Contributions in Schedule 2.
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Auditor’s report
If your campaign expenses or the contributions you received total more than $10,000 you must
have an auditor review your financial statement and provide a report.
The auditor’s report must be prepared by an auditor licensed under the Public Accounting Act,
2004. Before you hire someone to prepare the report, you should ensure that they are properly
qualified.
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Forms referred to in this guide
You can get copies of forms from your municipal clerk, or you can download them from
the Government of Ontario’s Central Form Repository.
•

Nomination Paper (Form 1)

•

Endorsement of Nomination (Form 2)

•

Financial Statement – Auditor’s Report – Candidate (Form 4)

•

Financial Statement – Subsequent Expenses (Form 5)

•

Notice of Extension of Campaign Period (Form 6)
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Appendix 4(i)

City of Orillia
2022 Municipal Election
Voting Procedures
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City of Orillia
2022 Municipal Election
1.

Application
(a)

This procedure applies to an election conducted by the City of Orillia that
has adopted a by-law in accordance with Section 42(3) of the Municipal
Elections Act, 1996. By-law Number 1997-102, adopted on August 25,
1997, authorizes the use of voting and vote counting equipment.

(b)

Where this procedure does not provide for any matter, an election/byelection to which this procedure applies shall be conducted in accordance
with the principles of the Act. The Clerk shall provide a determination
regarding any matter not provided for in this document and it shall be dealt
with in accordance with the provisions of the Act. These principles are
generally recognized as being:
i)
ii)
iii)
iv)
v)
vi)

2.

the secrecy and confidentiality of the voting process is paramount;
the election shall be fair and non-biased;
the election shall be accessible to the voters;
the integrity of the process shall be maintained throughout the
election;
that there be certainty that the results of the election reflect the votes
cast; and
that electors and candidates shall be treated fairly and consistently.

(c)

The Clerk has the right to amend these procedures and will distribute
notice of amendment(s) as applicable.

(d)

These procedures are subject to change without notice in case of an
emergency as prescribed in Section 53 of the Act.

Definitions
In this procedure:
(a)

“Act” means the Municipal Elections Act, 1996, S.O., as amended.

(b)

“Accessible Voting Ballot Marking Device” means equipment added to the
ImageCast Precinct tabulator to provide electors with varying abilities with a
private and independent method to mark, review, and cast their ballot by
using an Auto Tactile Interface (ATI) assistive vote selector device, paddles,
or sip-and-puff device.
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(c)

“Advance Vote” means the voting opportunities available prior to Voting Day
when eligible electors may vote in the election.

(d)

“Ambiguous Mark” means a mark that is not large enough or dark enough to
clearly show the voter’s intent or a mark that is not recognized by the
tabulator.

(e)

“Audit Mark” means the ballot-level audit trail feature showing the results
interpreted by the system for a specific ballot.

(f)

“Ballot Box” means the cardboard box on which the ImageCast Precinct
tabulator is place and in which voters’ completed ballots are stored at the
voting location. The ImageCast Precinct tabulator feeds scanned ballots
directly into the ballot box. The ballot box is a sealed unit that ensures
ballots are safety stored once they are cast, to prevent tampering during the
election.

(g)

“Ballot Marking Pen” means the designated black ballot marking pen
provided by an Election Official for the use of a voter to mark the ballot.

(h)

“Blank Ballot” is a composite ballot with no valid marks, or is marked such
that the mark is insufficient in size or darkness to determine a voter’s intent.
It is also the message generated by the ImageCast Precinct tabulator when
the ballot marks could not be read by the ImageCast Precinct tabulator.

(i)

“Cancelled Ballot” means a ballot that has been returned to the Election
Official by the voter for replacement with a new ballot.

(j)

“Clerk” means the Clerk of the Corporation of the City of Orillia.

(k)

“Declined Ballot” means a ballot that is returned to the Election Official by
the voter because the voter has decided not to cast a ballot. A Declined
Ballot is not processed by the ImageCast Precinct tabulator.

(l)

“Election Official” means a person designated by the Clerk to perform certain
election functions.

(m)

“ImageCast Precinct Tabulator” means the apparatus that optically scans a
specified area of the ballots to read the votes and tabulate the results.

(n)

“LCD Screen” means the Liquid Crystal Display screen on the ImageCast
Precinct tabulator that communicates messages to voters and Election
Officials and displays the ballot counter.

(o)

“Memory Card” means a removable device used in the ImageCast Precinct
tabulator to securely store all tabulated vote results.
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(p)

“Mobile Voting Location” means a voting location in an institution or
retirement facility as prescribed by the Municipal Elections Act, S.O. 1996,
as amended, or a voting location in a facility with reduced voting hours, as
determined by the Clerk.

(q)

“Results Tape” means the ImageCast Precinct tabulator's printed report
which shows the total number of votes cast for each candidate or for each
answer to any by-law or question.

(r)

“Scrutineer” means a person appointed by a candidate to represent them
during voting and at the counting of votes, including a recount. A candidate
may also act as a scrutineer at a voting location.

(s)

"Secrecy Folder" means a cover in which a ballot can be placed so as to
conceal the names of the candidates and the marks upon the face of the
ballot, as well as expose the initials of the Deputy Returning Officer.

(t)

“Transfer Case” means a fibre board storage box provided by the Clerk to
the Deputy Returning Officers and/or Tabulation Officers for the transfer of
election materials to the Orillia City Centre.

(u)

“Tabulator Officer” means the election official assigned, in writing, by the
Clerk to operate the ImageCast Precinct tabulator during the election
process. The Clerk may designate another Election Official to operate the
ImageCast Precinct tabulator if the Clerk deems it necessary for the
efficient operation of the election.

(v)

“Used Ballot” means a ballot that has been received from a voter and
deposited in the ballot box.

(w)

“Valid Mark” means a mark made in the designated space to the right of
the candidate’s name using the black ballot-marking pen provided by the
Deputy Returning Officer. The most common mark used for this type of
equipment requires the voter to fill in a space provided to the right of the
candidate’s name.

(x)

“Voting Day” means Monday, October 24, 2022.

(y)

“Voting Location” means the place where voting takes place as designed by
the Clerk.

(z)

“Voting Screen” means the screened area provided for the privacy of the
voter to mark the ballot.
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(aa)

3.

“Zero Printout” means a printed report of the totals in the ImageCast Precinct
tabulator, which is printed at the opening of the voting location and confirms
zero totals for all candidates.

Election Officials
The Clerk shall appoint Election Officials for the purpose of implementing this
procedure and may designate their titles and duties. Such appointments shall be in
writing. Upon appointment, all Election Officials shall be required to take an Oath of
Office in accordance with the general principles of the Act.

4.

Voting Locations
The Clerk may divide the municipality into voting locations for the four (4)
designated wards.

5.

Ballots
(a)

The ballots shall be produced in accordance with the regulations under the
Municipal Elections Act and there shall appear on the ballot to the right of
each candidate's name, a designated space suitable for the marking of the
ballot.
Section 5(a) applies with necessary modifications to ballots for by-laws and
questions.

(b)

6.

ImageCast Precinct Tabulators
The Clerk shall provide an ImageCast Precinct tabulator at each of the Advance
Votes and at each of the four (4) voting locations. A central ImageCast Precinct
tabulator shall be made available at the Orillia City Centre for:
(a)
(b)

Receiving ballots from mobile voting locations; and
Receiving ballots from any ImageCast Precinct tabulators that have become
inoperable at voting locations during Voting Day.

At the voting location, the voter makes their selections by filling in the voting targets
next to their choices. The ballot is inserted directly into the ImageCast Precinct
tabulator, which performs the following functions:
•
•
•
•

Scans the ballot.
Interprets the digital image of the ballot and appends to the bottom of the
image a record of how that ballot was counted on Election Day (known as
the Audit Mark image).
Redundantly stores and tallies results.
Prints cumulative totals of all votes cast after the voting locations have been
closed.
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Standard features of the ImageCast Precinct tabulator include:
•
•
•
•
•
•
•
•

7.

200 dpi scanner with Audit Mark functionality.
Security detector to detect fraudulent ballots not printed on security paper.
Two removable compact flash memory cards for redundancy.
Ultra-sonic multi-feed detector that prevents the device from accepting more than
one ballot at a time.
Internal back-up battery that can provide at least 2 hours of power.
Plugs into a standard electrical outlet.
Internal thermal printer for report printing.
Onboard LCD screen that communicates messages to voters and Election
Officials and displays the ballot counter.

Programming of ImageCast Precinct Tabulator
(a)

All ImageCast Precinct tabulators shall be programmed so that a printed
record of the number of votes cast for each candidate and with respect to
each by-law and question can be produced.

(b)

All ImageCast Precinct tabulators shall be programmed so that the display
screen on the tabulator will send a message prior to accepting or returning
the following ballots:
(i)

Over Votes - A ballot that has more voting spaces marked than there
are positions available for that office.
Voting issues were found.
Over-vote
For additional details, press the ‘More’ button.
Press ‘Return’ to get your ballot back and make changes.
Press ‘Cast’ to cast your ballot ‘as is’.
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(ii)

Ambiguous (unidentified) Marks - A ballot that has been returned
because there is a mark on the ballot that cannot be detected or
verified.

Warning!
***********************************
One or more ambiguous marks were detected on the ballot.
Please use the proper marking pen and fill in the targets
completely. For additional details, press the ‘More’ button.

(iii)

Blank Vote - A ballot that is completely unmarked.

Warning!
***********************************
Blank ballot detected. Please use the proper marking pen
and fill in the targets completely. To return and correct the
ballot press ‘Return’. To cast the ballot as-is press ‘Cast’.
(iv)

Paper Jams/Defective Ballots – A ballot that was misfed and/or
misread and could not be verified as a valid ballot.

Warning!
***********************************
Paper inserted was misread and could not be verified as a
valid ballot. Please verify ballot and re-feed.

Warning!
***********************************
PAPER JAM DETECTED.
RESULTS HAVE NOT BEEN SAVED.
CLEAR THE JAM. DO NOT DROP BALLOT INTO THE
BALLOT BOX.
CLEARED
HIT ‘Cleared’ WHEN READY.
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Warning!
***********************************
PAPER JAM DETECTED. CLEAR THE JAM AND DROP THE
BALLOT INTO THE BALLOT BOX.
THE BALLOT HAS ALREADY BEEN COUNTED.
OKAY

8.

Testing of ImageCast Precinct Tabulators
The testing procedures established have been developed in accordance with the
Clerk’s goal of ensuring the highest level of accuracy and confidence in the election
results.
Testing of the equipment is completed by individuals other than those who
programmed the equipment to ensure the integrity of the testing procedures.
Prior to Voting Day, the Clerk shall test all ImageCast Precinct tabulators to ensure
that they will accurately count the votes cast for all candidates, by-laws and
questions.
When testing the ImageCast Precinct tabulators, adequate safeguards shall be
taken to ensure that the system, or any part of the system that is used for
processing and tabulating votes, is isolated from all other applications or programs
and that no remote devices are capable of gaining access to the system.
There are several logic and accuracy test procedures that shall be run before the
ImageCast Precinct tabulators are ready for use at the Advance Votes or on Voting
Day.

(a)

Ballots
A test deck will be created for each ballot face (i.e. Ward 1 MAYOR,
Ward 1 COUNCILLOR, Ward 1 EP (English Public), Ward 1 ES
(English Separate), Ward 1 FP (French Public), Ward 1 FS (French
Separate), etc.
• For each ballot face, all voting spaces on the ballot shall be tested.
This includes creating a blank ballot, a ballot with the maximum
number of votes per contest, a ballot with overvotes for contests, a
ballot with an undervote and a ballot with one vote for each individual
candidate.
• The identical sample ballots will be tested on each ImageCast
tabulator for accuracy and consistency.
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•
•

(b)

Once all test decks have been completed, a manual count of results
will be recorded on the results tape to ensure accuracy.
All test ballots and results tapes shall be kept as a record of the test
and audit completed.

ImageCast Precinct Tabulators
• All “Ballot” test decks shall be run through all ImageCast Precinct
tabulators.
• Insert the appropriate memory cards into each ImageCast Precinct
tabulator.
• Turn on the ImageCast Precinct tabulator and run the zero totals
report.
• Verify all the details on the report are correct, including:
• Header information;
• Proper spelling of candidates’ names;
• All candidates are listed;
• All candidates are listed for the correct office; and
• All totals are zero.
• Feed the correct “Ballot” test decks through the ImageCast Precinct
tabulator.
• Close the poll on the ImageCast Precinct tabulator and verify that no
ballots can be inserted into the tabulator.
• Review the results report for each ImageCast Precinct tabulator and
verify that the totals are correct. Do not remove printout from the
machine.
• On the laptop software system using the Results Tally Software
Systems, verify that the system is correctly combining the results
from each of the ImageCast Precinct tabulators and complete the
Results Tally Combined Totals.
• Upload the results from each ImageCast Precinct tabulator into the
results tally software system.
• Using the software interface, review the individual results for each
ImageCast Precinct tabulator to verify that they are correct (match the
results for the “Ballot” test deck).
• View a complete set of watermarked images in order to further verify
that the system is interpreting the ballots correctly and complete the
Watermarked Image Review.
• If the Clerk detects any error in the test, the cause of the error shall
be ascertained and the test repeated until an errorless count is made.
• Once testing is complete, the Clerk shall re-zero the entire system
(individual ImageCast Precinct tabulator and purge the results tally
software database).
• Produce a final set of zero totals reports in order to confirm that the
system has been successfully re-zeroed. Save these files as part of
the permanent audit record.
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•
•

9.

Place all documents used during the testing process in an envelope
and/or box. Seal, initial and date the envelope and/or box.
Once the testing is complete, the equipment will be securely stored
and seals will be placed on the memory cards which are located in
the slots on the front of the machine. Complete the ImageCast
Precinct Tabulator Sealing Procedure Checklist. Note the serial
number of the tabulator and the tamper-proof sticker on the
ImageCast Precinct Tabulator Report.

Accessible Voting Ballot Marking Device
The optional integrated Accessible Voting Ballot Marking Device can be
added to any ImageCast Precinct tabulator. It was designed to provide
electors with varying abilities with a private and independent method to
mark, review and cast their ballot. As such, a single ImageCast Precinct
tabulator can simultaneously service all electors including those with
accessibility needs.
At the voting location, every elector is provided with the same unmarked
paper ballot. If an elector would like to mark their ballot using an assistive
device, the Election Official will instruct the elector on the Ballot Marking
Device voting process and options. The elector will use the Audio Tactile
(ATI) assistive vote selector device or optional additional assistive devices
such as paddles or sip-and-puff.
The ATI is a handheld controller that has 10 buttons. The buttons on the
ATI are colour coded, have different shapes, and the buttons are labelled in
braille. The ATI is the quickest and easiest device for electors who can push
buttons firmly.
The optional Sip and Puff device is an effective option for electors who do
not have use of their hands or feet. Electors can navigate the ballot, and
make selections by “sipping” or “puffing” into the device, as instructed in the
audio instructions. Electors are encouraged to bring their own personal sip
and puff device.
The optional paddle buttons are ideal for electors who may have difficulty
pushing buttons on the ATI. Electors can navigate the ballot and make
selections by pressing on the left (L) or right (R) paddle as instructed by the
audio instructions.
Electors can also connect other personal auxiliary input devices into the 3.5
mm auxiliary port on the ATI.
For all assistive devices, electors will hear their audio ballot and instructions
through a set of headphones connected to the ATI. Electors may also
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choose to use their personal listening device if it has the standard 3.5 mm
stereo audio connector.
The Election Official verifies the DRO’s initials are on the unmarked paper
ballot and then inserts it into the ballot marking device printer.
When the elector is comfortably set up with headphones and their preferred
assistive device, the Election Official can initiate the audio voting session
throughout the Administrative Menu on the ImageCast Precinct tabulator’s
LCD screen.
The elector listens to the audio instructions, which guide them through how
to use the assistive device to choose the audio language (English or
French), adjust the audio volume and/or speed and navigate their audio
ballot. During an audio voting session, the ImageCast Precinct tabulator is
able to simultaneously scan and process ballots marked by hand by other
electors. This dual simultaneous functionality ensures all electors are
processed efficiently.
After the elector makes their vote selection, the audio interface provides the
elector with the option to verify and/or change his or her vote before the
paper ballot is marked. The audio interface will also state if the ballot is fully
voted, undervoted or blank. The audio interface prevents the elector from
overvoting the ballot. Once the elector chooses to mark their ballot, the
Ballot Marking Device printer will place a mark in the voting target next to
their selected candidate. The marked ballot will emerge from the printer into
a secrecy folder to ensure voter privacy. Every elector configurable option
and their vote selections are automatically reset once the ballot is marked,
thus assuring the next elector cannot learn how the previous elector voted.
Additionally, the ImageCrest Precinct features a library of hand drawn voting
marks which is used by the Ballot Marking Device printer. This process
makes the machine-marked ballots indistinguishable from hand-marked
ballots, truly protecting the privacy of electors using the Ballot Marking
Device.
If the elector would like to verify his or her vote after the paper ballot is
marked, the Election Official can initiate an audio ballot review session
through the ImageCast Precinct tabulator’s Administrative Menu. Once the
Election Official feeds the ballot into the ImageCast Precinct tabulator, the
audio ballot review session will begin. The elector can use the same
assistive device and headphones to hear an audio review of how the vote
tabulator will count their vote. The elector then has the opportunity to cast
their ballot or return the ballot as desired. The ballot is retained in the ballot
box the same way as hand-marked ballots.
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•

•
•
•

10.

A test of the Accessible Voting Ballot Marking Device as outlined in
Section 8(a) which includes adjusting the volume and speed and
printing the actual paper ballot, inserting it into the ImageCast
Precinct tabulator and verifying the count.
Produce a final set of zero totals reports in order to confirm that the
system has been successfully re-zeroed. Save these files as part of
the permanent audit record.
Place all documents used during the testing process in an envelope
and/or box. Seal, initial and date the envelope and/or box;
Once the testing is complete, the equipment will be securely stored
and seals will be placed on the memory cards which are located in
the slots on the front of the machine. Complete the ImageCast
Precinct Tabulator Sealing Procedure Checklist. Note the serial
number of the tabulator and the tamper-proof sticker on the
ImageCast Precinct Tabulator Report.

Testing of Accessible Voting Ballot Marking Device
(a)

Each Accessible Voting Ballot Marking Device will be reviewed, assessed
and tested by election staff to ensure their integrity and to ensure that the
Accessible Voting Ballot Marking Device will correctly mark and read
ballots including blank ballots and over-voted ballots.

(b)

The test shall be conducted by:
i)
performing a system calibration on a predetermined number of
ballots to ensure that all ovals on all ballot faces can be marked;
ii)
operating the Accessible Voting Ballot Marking Device to mark a
predetermined number of ballots to create a predetermined
outcome; and
iii)
inserting a predetermined number of ballots to ensure that the
Accessible Voting Ballot Marking Device can accurately read a
mark for every candidate.

(c)

If any error(s) are detected during the test, the cause of the error(s) shall
be ascertained and corrected and the test repeated until an errorless test
is achieved.

(d)

The Clerk shall, at the completion of the test, retain the test logs contained
on the ballots used for test purposes.

(e)

The Clerk shall retain and have access to the pre-audited/pre-marked
group of ballots used in any test(s), all ballots that were produced during
the test(s) and any other materials used during any test(s).
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11.

At the Voting Location (prior to opening)
(a)

The Tabulator Officer shall, in the presence of all Election Officials in the
voting location and any scrutineers present, show the inside of the ballot
box so that they may see that it is empty. Ensure that both the main
compartment and the auxiliary compartment are checked. Fold the top
cover and lock tabs in place.

(b)

Connect the power cord to the wall outlet. Insert the round end of the cord
into the power port on the back of the ImageCast Precinct tabulator.
Within seconds, the operator screen will display a message indicating the
machine is starting. Route the power cord underneath the ImageCast
Precinct tabulator and off the right side of the ballot box as shown on the
box. Arrange the cord so that ballots exiting the ImageCast Precinct
tabulator are not obstructed.

(c)

Seal the ballot box in such a manner as to prevent it from being opened
without breaking the seal. Permit any certified candidate or scrutineer to
affix their seal to the ballot box if they so request including their initials.

(d)

Position the ImageCast Precinct tabulator on top of the ballot box by
placing it on the platform. Ensure that the electrical cords do not present a
tripping hazard. Tape down if necessary.

(e)

Once the tabulator has completed performing its series of internal checks
to verify that no ballots have been cast, to confirm the unit is in proper
working order and to confirm that the election firmware is loaded, the
Election Official will be prompted to print two (2) copies of the Zero Tape.
This ensures that all of the candidate areas begin showing a “zero”
balance.

(f)

Verify that the tape shows zero totals and lists the correct voting location
name and/or number and that the listing of candidates is in the exact order
as they appear on the official ballot. If either of these is not correct, the
Tabulator Officer or Ward Captain shall contact the Clerk immediately. If
the total information is correct, the Deputy Returning Officers and the
Tabulator Officer shall sign the zero tapes. The first tape can be removed
and attached to a wall for public examination. The second tape shall
remain attached to the ImageCast Precinct tabulator for the entire day.

(g)

Check that the public counter on the top of the machine is at zero. The
ImageCast Precinct tabulator is now ready to accept ballots when the
voting location opens.

(h)

Place the security key in a safe place at this time so it is not
misplaced.
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12.

During Voting Day
(a)

After marking the ballot, the voter shall insert their ballot face down in the
secrecy folder and deliver to the Tabulator Officer. The Tabulator Officer
will ensure the ballot is valid by verifying the DRO’s initials in the top righthand corner and then insert the ballot face down into the entry slot on the
front of the ImageCast Precinct tabulator. If the ballot is not placed
correctly into the sleeve, carefully re-orient the ballot without disclosing the
voter’s mark(s) or request the voter to adjust the ballot within the envelope
behind a voting screen.

(b)

If an ImageCast Precinct tabulator fails to operate, the Tabulator Officer
shall:
1. Insert the ballots into the auxiliary compartment of the ballot box; and
2. Subject to 12(a), insert the ballots into the feed area of the ImageCast
Precinct tabulator after the close of the voting once the tabulator is
made operational.

(c)

If a ballot is returned by the ImageCast Precinct tabulator and the voter who
delivered the ballot is present and will accept another ballot, the Tabulator
Officer shall request that the voter return to the DRO to return the ballot and
obtain a replacement ballot.

(d)

If a ballot is returned by the ImageCast Precinct tabulator and the voter who
delivered the ballot is not present or is present and declines to accept
another ballot, the Tabulator Officer shall mark the ballot “Declined” and
place the ballot in the Declined Ballot Envelope.

(e)

If a voter requires the Accessible Voting Ballot Marking Device, they shall
notify the DRO who will direct them to an Election Official.
(i)
The Election Official shall position the voter near the
accessible voting ballot marking device behind a privacy
screen.
(ii)
The Election Official shall place a blank ballot into the printer
device.
(iii)
The Election Official shall provide the necessary equipment
to the voter (i.e. headphones to hear the ballot presentation
and the Audio Tactile Interface (ATI) to control the voting
session and select votes).
(iv)
When the voter confirms their vote selections, they will request
the ballot marker device to print their actual paper ballot. The
paper ballot will be hidden under a cover and will be placed
face down into the secrecy folder
(v)
The ballot will be inserted into the ImageCast Precinct
tabulator by the Election Official.
(vi)
Follow step 12 (a) above.

Page 14 of 19

13.

Tabulator Procedures
The tabulator procedures for use at the Advance Voting locations and on Election
Day shall be as outlined in Appendix 1 and Appendix 2 attached. The procedures
for accessible voting shall be as outlined in Appendix 3 attached. All other
procedures not contained in this document shall be at the discretion of the Clerk in
order to ensure the integrity of the vote.

14.

Use of Spare ImageCast Precinct Tabulator
In the event that an ImageCast Precinct tabulator malfunctions during the voting
process, it may be necessary to substitute the faulty equipment with a “spare”
tabulator to be requested from the Clerk. Prior to Election Day, any “spare
ImageCast Precinct tabulators” will have been tested as per Section 8.
If required, the following steps are to be performed in order to efficiently replace the
faulty equipment and resume regular voting activities.

Note: An elector shall not be prevented from casting their ballot.
Tabulator Officers will be instructed to open the auxiliary compartment
ballot slot and place marked ballots in that compartment until the close of
the vote or until the ImageCast Precinct tabulator has been replaced.
These ballots will be processed at the end of the day and before the close
of the vote.

(a)

The Tabulator Officer shall pack up the faulty equipment and set up the
substitute ImageCast Precinct tabulator with the applicable memory cards for
the voting location. In an effort to expedite the replacement, the Election
Official who delivered the replacement tabulator may assist in packing up the
faulty equipment.

(b)

The Tabulator Officer shall turn on the replacement ImageCast Precinct
tabulator and proceed to print, verify and sign the zero totals report as was
done prior to the opening of the voting location.

(c)

Once verified that the replacement ImageCast Precinct tabulator is
operational, the auxiliary compartment of the ballot box containing any
ballots which were manually inserted during the “equipment swap” are left
until the closing of the voting location. At that time the ballots will be fed into
the ImageCast Precinct tabulator.
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15.

Emergency Situations
(a)

Power Outage
In the event of a power outage, the Tabulator Officer shall:
(i)
Request that the Ward Captain contact the Clerk to make him/her
aware of the outage.
(ii)

Continue processing ballots through the ImageCast Precinct tabulator
by using the back-up power supply.

(iii)

If the back-up power supply* to the Image Cast Precinct tabulator no
longer works, insert the ballots into the auxiliary compartment of the
ballot box.
*The ImageCast Precinct tabulator has a back-up power supply
which will last approximately 2 hours.

(b)

Fire
In the event of a fire:
(i)
The Ward Captain shall contact 9-1-1 immediately;
(ii)

The Ward Captain shall order everyone to leave the building
immediately including election officials, voters and
candidate/scrutineers;

(iii)

The Tabulator Officer shall take the ImageCast Precinct tabulator and
ballot box;

(iv)

Each DRO/Election Clerk shall take their Voter’s List and blank
ballots with them to a location specified by the Ward Captain;

(v)

The Ward Captain shall contact the Clerk.

If the voting is delayed for a prolonged period of time, the Clerk may extend
the voting hours at this location and delay the issuance of any results until
the closing of the vote.
If it is not possible to re-enter the voting location due to fire, the Clerk may
(with notice of interrupted service) re-locate the voting location to a suitable
location to continue the vote.

Page 16 of 19

16.

17.

Closing the Voting Location
(a)

The Tabulator Officer shall, after the close of the vote, check the auxiliary
compartment of the ballot box for ballots to ensure all ballots have been
processed. This section would only be used if the tabulator was not working.
If any ballots are present, the Tabulator Officer will insert these ballots into
the ImageCast Precinct tabulator.

(b)

The Tabulator Officer will look at the operator screen on the ImageCast
Precinct tabulator and write down the number of ballots processed through
the unit. This will assist in verifying that the total results are accurate with the
tabulator.

(c)

The Tabulator Officer will “Close the Vote” in accordance with the instruction
in Appendix 1 (Advance Vote) or Appendix 2 (Election Day). A Status
Report will be produced by the ImageCast Precinct tabulator during Advance
Vote Days and a Results Tape will be produced by the ImageCast Precinct
tabulator on Election Day. The Status Report and Results Tape will be
signed by the Tabulator Officer and at least one other person present
(election official/scrutineer). The Tabulator Officer will ensure that the results
are taken to the Orillia City Centre immediately.

(d)

Seal the ballot box to ensure the box cannot be re-opened without breaking
the seal and cover the ballot slot.

(e)

The Tabulator Officer and Municipal Law Enforcement Officer shall deliver
the ballot box(es) and ImageCast Precinct tabulator to the Orillia City Centre.

Advance Votes and Early Closing of Voting Locations
(a)

The Advance Vote procedures and Early Closing of Voting Locations
procedures shall follow the procedures set out herein as far as is practicable.

(b)

Notwithstanding 16(a), the Clerk may determine that the tabulation of votes
for the Advance Vote(s) and/or the Early Closing of Voting Locations shall
be conducted with a central ImageCast Precinct tabulator at the Orillia City
Centre.

(c)

The total of the votes at an advance voting location or at a voting location
that closes early shall not be printed and the procedures to “Close the Vote”
will be followed after 8:00 p.m. on Election Day.
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18.

Mobile Voting Locations
(a)

At the end of voting at a Mobile Voting Location where an ImageCast
Precinct tabulator has not been utilized, the Election Official will seal and
sign the Ballot Box and return the box to the Clerk or designate.

At a time and location designated by the Clerk, the Clerk shall designate an
Election Official to open the ballot boxes in the presence of a minimum of at least
one other Election Official and scan the ballots from each Mobile Voting Location
into an ImageCast Precinct tabulator.
19.

Recounts
(a)

Subject to the order of a judge under Section 58 of the Act, if a recount of
votes is held, the votes shall be recounted in the same manner as the votes
were counted on Election Day.

(b)

An ImageCast Precinct tabulator shall be tested before the recount in the
manner described in Section 8 above.

(c)

The Clerk shall attend the recount and bring the supply cases, ballot boxes,
ImageCast Precinct tabulators, statement envelopes and all documents that,
in the opinion of the Clerk, are relevant to the recount.

(d)

If an ImageCast Precinct tabulator is used for a recount, the recount is
limited to the ballots tabulated by a vote tabulator on Election Day.

(e)

For the purposes of this section, "results of the election" means,
(i)
in the case of an election to an office, which candidate or candidates
have been declared elected;

(f)

The result of a recount using an ImageCast Precinct tabulator is final and no
further recount shall take place, unless,
(i)
the recount changes the results of the election, as declared by the
Clerk under Section 55 of the Act; or
(ii)
a Judge makes an order under Section 58 of the Act requiring a
recount to be held.

(g)

If (f)(i) applies, the Recount Officer shall conduct a manual recount following
as far as practicable the provisions of the Act governing the counting of
votes and subject to a judge's order, shall recount only those voting
locations where the count at the recount differed from the count on Election
Day.

(h)

The manual recount shall be a recount of all the original ballots received
from the voters in those voting locations.
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20.

Forms
The forms to be used during the 2022 Municipal Election will be the standard
forms/envelopes provided through the Clerk’s office. If required, customized
forms may be created by the Clerk to ensure the accuracy of the vote.
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Appendix 4(ii)

City of Orillia
Tabulator Instructions
Advance Vote Days
Saturday, October 8, 2022
Wednesday, October 12, 2022
Friday, October 14, 2022
Tuesday, October 18, 2022
Thursday, October 20, 2022
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City of Orillia
Tabulator Instructions
2022 Municipal Election
Ballot Box
The ballot box is an integral component of the voting system. It has security features to
prevent unauthorized access and can be further secured to the tabulator with seals. The
ballot box has two (2) ballot compartments:
• The primary compartment for storing voted ballots which have been tabulated;
and
• An auxiliary compartment to be used in the event that the tabulator is temporarily
inoperable (e.g. power failure/paper jams). DO NOT break open unless
required
Verify with at least one other Election Official and/or scrutineer that the ballot box is
empty and assemble according to the instructions on the box.
Place the tabulator on top of the ballot box in the appropriate area ensuring that the
ballots will drop into the ballot box when the ballot has been tabulated.
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Tabulator Instructions
The memory cards have already been installed and “sealed” for your voting
location by the Clerk.

Start Up
1.

Insert the power cord into the bottom outlet at the back of the tabulator (20V AC)
and plug the tabulator into a reliable power source.

2.

The tabulator will perform a series of internal checks to verify that no ballots have
been cast, to confirm the unit is in proper working order and to confirm that the
election firmware is loaded as follows:
Validating Application
Election firmware being loaded
*BEEPING* - Please insert Security Key to
authenticate election files
INSERT SECURITY KEY – PLEASE KEEP
KEY FIRMLY PRESSED AGAINST READER

3.

ENTER PASSWORD: 1 2 3 4 5 6 7 8

4.

The tabulator will perform additional internal checks as follows:

ENTER

Security Key verified
KEY ACCEPTED.
VALIDATING ELECTION FILES.
PLEASE WAIT.
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5.

Date and Time

IS THIS THE CORRECT TIME?
2022:04:23
13:47:00
YES

NO

BALLOTS CAST:

0

The tabulator will request you to confirm the date and time on the machine. The
date and time should be correct as set by the Clerk - PRESS “YES”. If the date
or time is not correct, follow the directions carefully to reset the date and time as
follows:
SET YEAR
SET MONTH

SET DAY

SET HOUR

SET MINUTE

6.

+++

-----

DONE

+++

---

DONE

+++

---

DONE

+++

---

DONE

+++

DONE

The tabulator will now display the following:
Election files are verified
MODULE CHECKLIST
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ADMINISTRATIVE MENU
PRESS TO “OPEN POLL”

OPEN POLL

UTILITIES

POWER DOWN

BALLOTS CAST:

CANCEL

0

ENSURE THAT THE BALLOTS CAST IS “ZERO”

7.

The tabulator will now ask the following:

RESULTS ARE ZERO.
PLEASE SELECT AN OPTION.

STATUS
BALLOTS CAST:

ZERO
0

Press the “ZERO” button to print a “zero” tape.
Ensure that all of the candidate areas are showing a “zero” balance.
(Pull the tape forward to rip off)
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8.

The tabulator will now ask the following:

WOULD YOU LIKE TO PRINT
MORE COPIES OF THE ZERO TAPE?

YES
BALLOTS CAST:

NO
0

Press the “YES” button to print a second tape showing a “zero” balance.
The bottom of both tapes will say:
“Results are zero. Unit ready.”
9.

Have both copies of the Zero tape signed by yourself and one other person
present - either another Election Official, elector or scrutineer.
Tape one copy of the Zero tape to the wall above the Ballot Box and leave the
other copy of the Zero tape attached to the tabulator.

10.

When the message “System Ready” is displayed on the screen, the tabulator is
ready to accept ballots.

Until you close the poll - the top of the display screen will show:

OPEN
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Casting Ballots
Ensure that the ballot is placed in the “Secrecy Folder” ALWAYS UPSIDE DOWN with
the DRO’s initials visible at the top of the ballot. The tabulator will not process the
ballot without the DRO’s initials in the top right corner.
Place the ballot and the secrecy folder into the tabulator to be counted.
If the ballot is marked correctly, the screen will read:

Processing Ballot

Casting Ballot

Ballot Successfully Cast

The ballot count at the bottom of the display screen will now increase by one (1) vote.

** Ensure that the voter remains at the tabulator until the ballot has
been cast **
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Overvotes
If an elector votes for more candidates than they are instructed to, the following will
appear on the display screen:

Voting issues were found.
Overvote
For additional details, press the
‘More’ button.
Press ‘Return’ to get your ballot
back and make changes.
Press ‘Cast’ to cast your ballot ‘as
is’.

ADVISE THE VOTER THEY HAVE
OVERVOTED FOR AT LEAST ONE
POSITION.
WOULD THEY LIKE THE BALLOT
RETURNED TO CORRECT? - PRESS
“RETURN”
WOULD THEY LIKE TO CAST THE
BALLOT AS-IS? - PRESS “CAST”

Cast

Return

Ambiguous (unidentified) Marks
If there are ambiguous or unidentified marks on the ballot, the BALLOT WILL RETURN
and the following will appear on the display screen:

Warning!
***************************
One or more ambiguous marks were
detected on the ballot. Please use
the proper marking pen and fill in the
targets completely. For additional
details, press the ‘More’ button.

ADVISE THE VOTER THAT THERE IS A
MARK ON THE BALLOT THAT CANNOT
BE DETECTED AND RETURN THE
BALLOT TO THEM TO BE CORRECTED.
THE DRO CAN ISSUE THEM ANOTHER
BALLOT, IF REQUIRED.
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Blank Ballots
If an elector submits a blank ballot, the following will be displayed on the screen:

Warning!
**************************

QUIETLY ADVISE THE VOTER THEY
HAVE SUBMITTED A BLANK BALLOT.

Blank ballot detected. Please use
the proper marking pen and fill in
the targets completely.

WOULD THEY LIKE THE BALLOT
RETURNED TO CORRECT? - PRESS
“RETURN”

To return and correct the ballot
press ‘Return’.

WOULD THEY LIKE TO CAST THE
BALLOT AS-IS? - PRESS “CAST”

To cast the ballot as-is press
‘Cast’.

Cast

Return

Paper Jams/Defective Ballots
If there is a paper jam one of the following messages will be displayed:

Warning!
**************************
Paper inserted was misread and
could not be verified as a valid ballot.
Please verify ballot and re-feed.

Warning!
**************************
PAPER JAM DETECTED.
RESULTS HAVE NOT BEEN SAVED.
CLEAR THE JAM. DO NOT DROP BALLOT
INTO THE BALLOT BOX.
HIT ‘Cleared’ WHEN READY.
CLEARED
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If the ballot is jammed on the far side of the tabulator, the following message may be
displayed:

Warning!
**************************
PAPER JAM DETECTED. CLEAR THE JAM
AND DROP THE BALLOT INTO THE BALLOT
BOX.
THE BALLOT HAS ALREADY BEEN
COUNTED.
OKAY

Remove all jams from the tabulator and attempt to re-submit the ballot without revealing
the ballot face.
If the ballot cannot be processed, direct the voter to the appropriate DRO to return the
ballot and have another one issued for marking.
Ensure that you read the screen for each ballot and follow the directions, if
required.

ENSURE THE BALLOTS ARE CORRECTLY
PLACED IN THE SECRECY FOLDERS
BEFORE PLACING IN THE TABULATOR
TO AVOID PAPER JAMS
Status Report - Advance Vote
The results will not be printed until after 8:00 p.m. on Election Day.
Do not close the voting location on the tabulator.
At the end of the Advance Vote Day and after each voter within the voting location has
cast his/her ballot successfully and all of the following steps have been completed, you
will “power down” the tabulator.
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Auxiliary Ballot Box Location
Remove all of the ballots from the front auxiliary area of the
ballot box and process all of the ballots prior to closing the
vote on the tabulator.
If there is any returned ballots,
PRESS “CAST” FOR ALL BALLOTS.
If there any ballots that cannot be cast due to ambiguous marks,
the ballots shall be placed in the Statement Envelope and
returned to the Clerk.
Insert the security key and keep the key firmly pressed against the reader until the
screen responds correctly.
You will be printing a “Status Report” to verify the total number of ballots cast during
your Advance Vote voting.
The following will appear on the display ADMINISTRATIVE MENU screen.
PRESS - “UTILITIES”.

ADMINISTRATIVE MENU
CLOSE POLL

DO NOT CLOSE THE POLL

UTILITIES

ACCESSIBLE
VOTING

BALLOT
REVIEW

POWER DOWN

CANCEL

BALLOTS CAST: (total # of ballots counted)
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UTILITIES MENU
TABULATOR
INFO

DIAGNOSTICS

REPORTS

RE-ZERO

CANCEL

BALLOTS CAST: (total # of ballots counted)
PRESS - “REPORTS”. You will now see the following on the display screen:
PLEASE SELECT THE TYPE OF REPORT
ELECTION REPORT

LOG

DIAGNOSTICS

CANCEL

BALLOTS CAST: (total # of ballots counted)
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PRESS - “ELECTION REPORT”
The tabulator will now ask you how many copies you would like of the “Status Report” please print two (2) copies:

Please enter the number of copies report to print:

1

2

3

4

5

6

7

8

9

CLEAR

0

ENTER

BALLOTS CAST: (total # of ballots counted)
PRESS - “2” FOR TWO COPIES

ENTER

The “Status Report” tape will begin printing two copies and the display screen will be
showing the following:
Printing 2 copies of status tape….
please wait
BALLOTS CAST: (total # of ballots counted)
Have another Election Official or scrutineer sign both copies of the Status Report with
you and return the tapes to the Clerk in the Statement Envelope.
Check to ensure that the total ballots cast on the status report are the same as
displayed on the bottom of the tabulator screen.
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The display screen will now ask:

WOULD YOU LIKE TO PRINT MORE COPIES OF THE STATUS TAPE?
YES

NO

BALLOTS CAST: (total # of ballots counted)
PRESS - “NO”

The display screen will now return to the system ready symbol:

Powering Down - Advance Vote
Press the security key on the tabulator and hold until the following display screen
appears:
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ADMINISTRATIVE MENU
CLOSE POLL

UTILITIES

ACCESSIBLE
VOTING

BALLOT
REVIEW

POWER DOWN

CANCEL

BALLOTS CAST: (total # of ballots counted)
PRESS - “POWER DOWN”
The display screen will ask if you are sure you want to shut down?

ARE YOU CERTAIN YOU WISH TO SHUT DOWN TABULATOR?
YES

NO

The tabular display screen will now be - SHUTTING DOWN
Secure the tabulator against receiving any additional ballots by removing the
ADMINISTRATOR and POLL WORKER memory cards and placing both memory cards
in the corresponding Memory Cards - Advance Vote # Envelope. Remember to seal the
Memory Cards - Advance Vote # Envelope and hand to the Clerk or Deputy Clerk.
Place the signed print-out of the Election Status Report in the Statement Envelope with
the memory cards.
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Seal the ballot box with the signed vinyl seal so that ballots cannot be deposited in or
withdrawn from it without breaking the seal.
Prepare a statement in duplicate of the number of ballots counted by the Tabulator.
Place the original copy of this statement in the Statement Envelope. Place a duplicate
copy of this statement in the supplies transfer case.
Seal the Statement Envelope.
Place all remaining supplies, excluding the Statement Envelope, in the supplies transfer
case.
Return the Tabulator and power cord in the carrying case.
Election staff will store the tabulator and supplies transfer case in a designated secure
location.
Refer to the next page for Election Night instructions.
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Election Night - 8:00 p.m.
Power Up Tabulator
The tabulator will run a series of tests as previously shown on opening an Advance Vote
and will “Beep” for you to enter the security key. The password screen will be displayed.
Press - 1 2 3 4 5 6 7 8

ENTER

The display will show another series of tests and then display the screen for the correct
“Date and Time”. Please ensure the date and time is correct before you press “YES” or
amend appropriately.
After another series of tests, the following screen will be displayed:

ADMINISTRATIVE MENU

OPEN POLL

UTILITIES

POWER DOWN

CANCEL

BALLOTS CAST: (total # of ballots counted)
PRESS - “OPEN POLL”
You will now see the following display screen:

* CRITICAL NOTIFICATION *
Poll is already open. Results are NOT ZERO. Confirm that you
wish to resume and add to these results, or shut down.
CONFIRM

SHUT DOWN

BALLOTS CAST: (total # of ballots counted)
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PRESS - “CONFIRM” TO CONTINUE THE POLL
A “Status Report” will automatically begin to print to show the total number of ballots
cast so far in the tabulator. When it asks if you would like another copy of the status
report Press - “YES”.
Print two (2) copies of this report for the Clerk. Ensure both copies of the “Status
Report” are signed by another Election Official and yourself.
The number of ballots cast and showing on the Status Report should match the
Advance Vote total and the total showing on the bottom of the screen on the
tabulator.

The display screen will now return
to the “System Ready” display:
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Close Vote
Insert the security key and keep the key firmly pressed against the reader until the
screen responds correctly.
The following will appear on the display screen: PRESS - “CLOSE POLL”.

ADMINISTRATIVE MENU
CLOSE POLL

UTILITIES

ACCESSIBLE
VOTING

BALLOT
REVIEW

POWER DOWN

CANCEL

BALLOTS CAST: (total # of ballots counted)
ENTER PASSWORD: 1 2 3 4 5 6 7 8

ENTER

ARE YOU CERTAIN YOU WISH TO CLOSE POLL?
YES

NO

BALLOTS CAST: (total # of ballots counted)
PRESS - “YES”
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The screen will now display:

POLL IS BEING CLOSED. PLEASE WAIT.

** A RESULTS TAPE WILL AUTOMATICALLY PRINT **
The following is now displayed on your screen:

WOULD YOU LIKE TO PRINT MORE COPIES OF THE RESULTS TAPE?

YES

NO

BALLOTS CAST: (total # of ballots counted)
Print two (2) copies of the Results Tape.
Sign the Results Tape along with another election official or scrutineer(s).
Place the Results Tape in the appropriate Statement Envelope.
Continue to the next page.
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The screen will now display:

(the tabulator will indicate the vote is closed)
CLOSED

ADMINISTRATIVE MENU
RE-OPEN POLL

UTILITIES

POWER DOWN

CANCEL

BALLOTS CAST: (total # of ballots counted)
PRESS - “POWER DOWN”

ARE YOU CERTAIN YOU WISH TO SHUT DOWN TABULATOR?

YES

NO

BALLOTS CAST: (total # of ballots counted)
PRESS - “YES”
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Final Steps
Remove the power source and place the tabulator and all of the supplied equipment into
the original box:
✓ Tabulator
✓ Power Cord
✓ Extra Paper Rolls
DO NOT place the “Results Tape” in the box with the tabulator.
Return the tabulator and envelope to the Clerk.

QUESTIONS AND/OR
TECHNICAL SUPPORT?
CALL (705) 325-1311
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Appendix 4(iii)

City of Orillia
Tabulator Instructions
Election Day
October 24, 2022
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City of Orillia
Tabulator Instructions
2022 Municipal Election

Election Day - October 24, 2022
Ballot Box
The ballot box is an integral component of the voting system. It has security features to
prevent unauthorized access and can be further secured to the tabulator with seals. The
ballot box has two (2) ballot compartments:
• The primary compartment for storing voted ballots which have been tabulated;
and
• An auxiliary compartment to be used in the event that the tabulator is temporarily
inoperable (e.g. power failure/paper jams). DO NOT break open unless
required.
Verify with at least one other Election Official and/or scrutineer that the ballot box is
empty and assemble according to the instructions on the box.
Place the tabulator on top of the ballot box in the appropriate area ensuring that the
ballots will drop into the ballot box when the ballot has been tabulated.
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Tabulator Instructions
The memory cards have already been installed and “sealed” for your voting
location by the Clerk.

Start Up
1.

Insert the power cord into the bottom outlet at the back of the tabulator (20V AC)
and plug the tabulator into a reliable power source.

2.

The tabulator will perform a series of internal checks to verify that no ballots have
been cast, to confirm the unit is in proper working order and to confirm that the
election firmware is loaded as follows:
Validating Application
Election firmware being loaded
*BEEPING* - Please insert Security Key to
authenticate election files
INSERT SECURITY KEY – PLEASE KEEP
KEY FIRMLY PRESSED AGAINST READER

3.

ENTER PASSWORD: 1 2 3 4 5 6 7 8

4.

The tabulator will perform additional internal checks as follows:

ENTER

Security Key verified
KEY ACCEPTED.
VALIDATING ELECTION FILES.
PLEASE WAIT.
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5.

Date and Time

IS THIS THE CORRECT TIME?
2022:04:23
13:47:00
YES

NO

BALLOTS CAST:

0

The tabulator will request you to confirm the date and time on the machine. The
date and time should be correct as set by the Clerk - PRESS “YES”. If the date
or time is not correct, follow the directions carefully to reset the date and time as
follows:
SET YEAR
SET MONTH

SET DAY

SET HOUR

SET MINUTE

6.

+++

-----

DONE

+++

---

DONE

+++

---

DONE

+++

---

DONE

+++

DONE

The tabulator will now display the following:
Election files are verified
MODULE CHECKLIST

Page 5 of 17

ADMINISTRATIVE MENU
PRESS TO “OPEN POLL”

OPEN POLL

UTILITIES

POWER DOWN

BALLOTS CAST:

CANCEL

0

ENSURE THAT THE BALLOTS CAST IS “ZERO”

7.

The tabulator will now ask the following:

RESULTS ARE ZERO.
PLEASE SELECT AN OPTION.

STATUS
BALLOTS CAST:

ZERO
0

Press the “ZERO” button to print a “zero” tape.
Ensure that all of the candidate areas are showing a “zero” balance.
(Pull the tape forward to rip off)

Page 6 of 17

8.

The tabulator will now ask the following:

WOULD YOU LIKE TO PRINT
MORE COPIES OF THE ZERO TAPE?

YES
BALLOTS CAST:

NO
0

Press the “YES” button to print a second tape showing a “zero” balance.
The bottom of both tapes will say:
“Results are zero. Unit ready.”
9.

Have both copies of the Zero tape signed by yourself and one other person
present - either another Election Official, elector or scrutineer.
Tape one copy of the Zero tape to the wall above the Ballot Box and leave the
other copy of the Zero tape attached to the tabulator.

10.

When the message “System Ready” is displayed on the screen, the tabulator is
ready to accept ballots.

Until you close the poll - the top of the display screen will show:

OPEN
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Casting Ballots
Ensure that the ballot is placed in the “Secrecy Folder” ALWAYS UPSIDE DOWN with
the DRO’s initials visible at the top of the ballot. The tabulator will not process the
ballot without the DRO’s initials in the top right corner.
Place the ballot and the secrecy folder into the tabulator to be counted.
If the ballot is marked correctly, the screen will read:

Processing Ballot

Casting Ballot

Ballot Successfully Cast

The ballot count at the bottom of the display screen will now increase by one (1) vote.

** Ensure that the voter remains at the tabulator until the ballot has
been cast **
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Overvotes
If an elector votes for more candidates than they are instructed to, the following will
appear on the display screen:

Voting issues were found.
Overvote
For additional details, press the
‘More’ button.
Press ‘Return’ to get your ballot
back and make changes.
Press ‘Cast’ to cast your ballot ‘as
is’.

ADVISE THE VOTER THEY HAVE
OVERVOTED FOR AT LEAST ONE
POSITION.
WOULD THEY LIKE THE BALLOT
RETURNED TO CORRECT? - PRESS
“RETURN”
WOULD THEY LIKE TO CAST THE
BALLOT AS-IS? - PRESS “CAST”

Cast

Return

Ambiguous (unidentified) Marks
If there are ambiguous or unidentified marks on the ballot, the BALLOT WILL RETURN
and the following will appear on the display screen:

Warning!
***************************
One or more ambiguous marks were
detected on the ballot. Please use
the proper marking pen and fill in the
targets completely. For additional
details, press the ‘More’ button.

ADVISE THE VOTER THAT THERE IS A
MARK ON THE BALLOT THAT CANNOT
BE DETECTED AND RETURN THE
BALLOT TO THEM TO BE CORRECTED.
THE DRO CAN ISSUE THEM ANOTHER
BALLOT, IF REQUIRED.
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Blank Ballots
If an elector submits a blank ballot, the following will be displayed on the screen:

Warning!
**************************

QUIETLY ADVISE THE VOTER THEY
HAVE SUBMITTED A BLANK BALLOT.

Blank ballot detected. Please use
the proper marking pen and fill in
the targets completely.

WOULD THEY LIKE THE BALLOT
RETURNED TO CORRECT? - PRESS
“RETURN”

To return and correct the ballot
press ‘Return’.

WOULD THEY LIKE TO CAST THE
BALLOT AS-IS? - PRESS “CAST”

To cast the ballot as-is press
‘Cast’.

Cast

Return

Paper Jams/Defective Ballots
If there is a paper jam one of the following messages will be displayed:

Warning!
**************************
Paper inserted was misread and
could not be verified as a valid ballot.
Please verify ballot and re-feed.

Warning!
**************************
PAPER JAM DETECTED.
RESULTS HAVE NOT BEEN SAVED.
CLEAR THE JAM. DO NOT DROP BALLOT
INTO THE BALLOT BOX.
HIT ‘Cleared’ WHEN READY.
CLEARED
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If the ballot is jammed on the far side of the tabulator, the following message may be
displayed:

Warning!
**************************
PAPER JAM DETECTED. CLEAR THE JAM
AND DROP THE BALLOT INTO THE BALLOT
BOX.
THE BALLOT HAS ALREADY BEEN
COUNTED.
OKAY

Remove all jams from the tabulator and attempt to re-submit the ballot without revealing
the ballot face.
If the ballot cannot be processed, direct the voter to the appropriate DRO to return the
ballot and have another one issued for marking.
Ensure that you read the screen for each ballot and follow the directions, if
required.

ENSURE THE BALLOTS ARE CORRECTLY
PLACED IN THE SECRECY FOLDERS
BEFORE PLACING IN THE TABULATOR
TO AVOID PAPER JAMS
Closing the Vote
At 8:00 p.m., close the tabulator off after each voter within the voting location has
cast his/her ballots successfully and all of the following steps have been
completed.
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Auxiliary Ballot Box Location
Remove all of the ballots from the front auxiliary area of the
ballot box and process all of the ballots prior to closing the
vote on the tabulator.
If there is any returned ballots,
PRESS “CAST” FOR ALL BALLOTS.
If there any ballots that cannot be cast due to ambiguous marks,
the ballots shall be placed in the Statement Envelope and
returned to the Clerk.
Insert the security key and keep the key firmly pressed against the reader until the
screen responds correctly.
The following will appear on the display screen: PRESS - “CLOSE POLL”.

ADMINISTRATIVE MENU
CLOSE POLL

UTILITIES

ACCESSIBLE
VOTING

BALLOT
REVIEW

POWER DOWN

CANCEL

BALLOTS CAST: (total # of ballots counted)
ENTER PASSWORD: 1 2 3 4 5 6 7 8

ENTER
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ARE YOU CERTAIN YOU WISH TO CLOSE POLL?
YES

NO

BALLOTS CAST: (total # of ballots counted)
PRESS - “YES”
The screen will now display:

POLL IS BEING CLOSED. PLEASE WAIT.

** A RESULTS TAPE WILL AUTOMATICALLY PRINT **
The following is now displayed on your screen:

WOULD YOU LIKE TO PRINT MORE COPIES OF THE RESULTS TAPE?

YES

NO

BALLOTS CAST: (total # of ballots counted)
Print two (2) copies of the Results Tape.
Sign the Results Tape along with another election official or scrutineer(s).
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The screen will now display:

(the tabulator will indicate the vote is closed)
CLOSED

ADMINISTRATIVE MENU
RE-OPEN POLL

UTILITIES

POWER DOWN

CANCEL

BALLOTS CAST: (total # of ballots counted)
PRESS - “POWER DOWN”

ARE YOU CERTAIN YOU WISH TO SHUT DOWN TABULATOR?

YES

NO

BALLOTS CAST: (total # of ballots counted)
PRESS - “YES”
After the close of voting, the Tabulator Officer shall:
(a)

Secure the tabulator by removing the ADMINISTRATOR and POLL
WORKER memory cards and placing both memory cards in the Memory
Cards - Election Day Envelope. Seal the Memory Cards – Election Day
Envelope.
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(b)
(c)
(d)
(e)
(f)
(g)
(h)
(i)
(j)
(k)

Ensure that the signed Results Tapes have been placed in the Statement
Envelope.
Provide print-outs of the Results Tape for any scrutineer upon request.
Seal the ballot box with the signed vinyl seal so that ballots cannot be
deposited in or withdrawn from it without breaking the seal.
Prepare a statement in duplicate of the number of ballots counted by the
tabulator.
Place the original copy of this statement in the Statement Envelope.
Place a duplicate copy of this statement in the supplies transfer case.
Place all remaining supplies, excluding the Statement Envelope, in the
supplies transfer case.
Provide all supplies in the transfer case to the designated Election Official
responsible.
Return the tabulator and power cord in the transfer case.
Deliver the sealed ballot box, tabulator and supplies to the Orillia City Centre.

Final Steps
Please remove the power source and place the tabulator and all of the supplied
equipment into the original box:
✓ Tabulator
✓ Power Cord
✓ Extra Paper Rolls
DO NOT place the “Results Tape” in the box with the tabulator.
Return the tabulator and envelope to the Clerk.
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Return all supplies A.S.A.P. to the Clerk’s Office
at 50 Andrew Street South, First Floor

QUESTIONS AND/OR
TECHNICAL SUPPORT?
CALL (705) 325-1311
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Appendix 4(iv)

City of Orillia
Accessible Ballot Marking Device
Instructions
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The following accessible equipment is available to the voters:
✓ Audio Tactile Interface (ATI)
✓ Rocker Paddles
✓ Sip & Puff Device
Accessible Ballot Marking Device – Audio Set Up
1.

Plug the printer power cord and printer USB cable into the back of the printer.

2.

Connect the USB printer cable to the USB port on the right side of the tabulator.

3.

Connect the printer power cord into a standard wall outlet or into a power bar. If
plugging into a power bar, ensure that the power bar is powered on.

4.

Turn on the printer.

5.

Connect the ATI cable to the Ethernet port on the right side of the tabulator.

6.

Connect the ATI cable to the port on the top of the ATI.

7.

Connect the headphones to the audio port on the bottom right side of the ATI.
The audio equipment is now ready.

8.

Hand the ATI to the voter.

9.

If the elector wishes to use Right and Left Rocker Paddles or the Sip and Puff
device, connect the appropriate device to the Sip and Puff port on the bottom left
hand side of the ATI. If using the Sip and Puff device, secure the clamp to the
table and insert a disposable straw.

10.

Have the elector put on the headphones with the assistive device of their choice.

11.

Apply the security key onto the security keypad. Hold firmly until it is accepted
and the password screen appears.
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The following screen will appear:

OPEN

ADMINISTRATIVE MENU
CLOSE POLL

UTILITIES

ACCESSIBLE
VOTING

BALLOT
REVIEW

POWER DOWN

CANCEL

BALLOTS CAST: (total # of ballots counted)
Press “Accessible Voting”
Enter Ballot ID for Accessible Voting Session. Note that the Ballot ID is located on the
face of the ballot.
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The screen will now display:

ARE YOU CERTAIN YOU WANT TO START
ACCESSIBLE VOTING SESSION
WITH BALLOT ID 1?
YES

NO

BALLOTS CAST: (total # of ballots counted)
Press “yes” to begin accessible voting session.
The screen will now display:

Please insert Ballot 1 into the printer.
The ballot should be placed face down and head first.
OK

CANCEL

The screen display will now return to System Ready in order to continue counting
ballots.

Note that ballots can still be scanned during an audio session.

Page 4 of 5

The elector is to complete the audio instructions for the ballot marking. Once the voting
session is complete, the printer will automatically print out the marked ballot face up
(this will take a couple of minutes).
The elector may need assistance to place the ballot into the secrecy folder and return
the ballot to the Tabulator Officer for the count.

ENSURE USED EQUIPMENT IS DISCARDED
AND NEW EQUIPMENT IS AVAILABLE
FOR THE NEXT ELECTOR.
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