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THESE DOCUMENTS ARE PROVIDED AS A GUIDE. PLEASE MODIFY THEM TO SUIT YOUR MUNICIPALITY’S REQUIREMENTS. 

SAMPLE DOCUMENTS FOR HIRING A CAO 

Many respondents to CAMA’s 2014 survey on the current state of performance management in Canada 

submitted sample forms and templates used for performance evaluation purposes. The following are 

exemplary examples of best practices used throughout municipalities in Canada. 

 

1.     ICMA Recruitment Guidelines for Selecting a Local Government Administrator............................... 1 

2 CAMA Model Employment Agreement ............................................................................................... 1 

3 Sample Job Descriptions ....................................................................................................................... 2 

 

1 ICMA Recruitment Guidelines for Selecting a Local Government Administrator 

International City/County Management Association. 2012. ICMA Recruitment Guidelines for Selecting a 

Local Government Administrator. Washington, DC: ICMA. 

http://icma.org/en/icma/career_network/career_resources/recruitment_guidelines_handbook 

This updated version replaces the 2001 edition and focuses more on the ICMA Code of Ethics, which is a 

foundational ICMA document. Opening with the statement, “Selecting a chief administrator is perhaps 

the most important decision that elected local officials will make for their community,” the guidelines 

include the following sections. 

1. Managing the Organization During Recruitment 

2. Initiating the Recruitment 

3. Conducting the Recruitment 

4. Key Elements of the Recruitment Framework 

5. Key Elements of the Application Process 

6. The Role of the Media in the Recruitment Process 

7. The Selection Process 

8. The Negotiation Process 

9. The Transition Process 

2 CAMA Model Employment Agreement 

Canadian Association of Municipal Administrators. n.d. Contract Employment for Municipal Chief 

Administrative Officers. Fredericton, NB: CAMA. 

http://www.camacam.ca/en/MembersArea.asp  

This 10 page document provides directions developing the CAO’s employment agreement and provides 

for the collaborative development of performance criteria between the Employer and Employee.  

Future elected officials can use the document to understand the CAO’s established performance goals and 

measures, and Council’s role in the evaluation process. 

http://icma.org/en/icma/career_network/career_resources/recruitment_guidelines_handbook
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Contract of Employment for 

Municipal Chief Administrative Officers 

Introduction 

In a world in which employment relationships are becoming more and more litigious municipal 

administrators, like other senior administrators, should consider the importance of an 

employment contract. The following briefly addresses why we should consider employment 

contracts, discusses some of the common terms and provides an example contract. The 

information herein provided should not be construed as legal advice. Since each employer-

employee relationship is unique and subject to differing provincial and municipal legislation, any 

municipal manager considering an employment contract should contact an experienced 

employment lawyer to discuss legal formalities appropriate for their particular situation and no 

employee should start work prior to executing a written contract, if in fact it is the intent of the 

parties to enter into a written contract. 

Why a Written Contract 

The new job starts on a natural high – the employee is keen and eager to demonstrate their 

professional abilities and in return the employer is excited to have filled a critical vacancy in its 

organization. Perhaps this initial perception of satisfaction on the part of both the employer and 

employee is one of the reasons they often fail to put to paper the specific terms of the employment 

contract. Lets face it - for the vast majority of employment relationships there is simply no need 

to enter into a formal agreement. It is, however, arguable that for senior Administrative positions 

such as municipal administrators it is imperative to address in writing the specific terms of the 

employment relationship. 

While some may argue that an employment contract does nothing more than restrict the 

employee’s functions, a well written contract can overcome this hurdle and provide a clear 

directive thereby l imit ing future confusion and misunderstanding between the 

employer and employee. With any luck it will provide for a productive relationship and will keep 

both parties away from costly litigation. 

Important Provisions to Include in the Contract 

Below is a list of some of the most common provisions found in Administrative employment 

contracts with a brief discussion of each. The following list is by no means exhaustive, as the 

appropriate provisions will vary depending on the particular employment relationship. 

1. Position and Effective Date 
Essential to employment contracts is a description of the position and the effective date of the 

appointment. This clarifies the job title and provides a concrete start date. 

2. Duties 
Instead of listing all of the duties in the main body of the contract it is possible to refer to an 

attached schedule describing the duties of the position. This attachment could even be the actual 

job description. In many cases the duties are simply referred to generically such as "to perform 

the duties associated with the position of Chief Administrative Officer". However, defining the 

responsibilities more expansively may serve to alleviate concerns with respect to roles and 

responsibilities. 

3. Term 
The term of the contract defines the period during which the employee is employed. Employment 

contracts can either be for a fixed-term or an indeterminate term. Examples of fixed-term contracts 
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are contracts for a defined number of years, or for the duration of a specific project. If a contract is 

not of the fixed-term variety it is presumed to be for an indeterminate term. 

It is important to include in a fixed-term contract the conditions, if any, upon which the term 

of the contract can be renewed or extended. If a fixed-term employment situation continues 

beyond the fixed-term with no renewal of the term it will be deemed to have become an 

indeterminate term contract. 

4. Termination 
Arguably no other provision of a contract comes under more scrutiny than the termination 

provisions, thus it is essential to clearly state how the employment contract can be terminated. 

Effective termination provisions for municipal administrators will include a definition of cause 

for dismissal and will also state the amount of notice or pay in lieu of notice required to terminate the 

employee without cause. While it will not typically be an issue for senior managers such as 

municipal administrators, it should be noted that notice provisions must at least comply with 

statutory minimums provided in employment standards legislation. 

5.  Remuneration 
Remuneration can take many forms from salary to other benefits such as health and dental 

coverage, automobile allowances and performance bonuses. While many of us are fortunate enough 

to enjoy what we do for a living, few of us would do it without receiving adequate remuneration. 

Therefore, it is important to clearly address each component of the remuneration package in the 

employment contract. 

6. Assignment 
With many municipalities having already tackled amalgamation and others on the verge of 

forming their own super cities it is highly recommended that municipal administrators seek the 

inclusion of an assignment clause. The purpose of such a provision is to have the contract binding 

on any successor government. 

7. Other Provisions 
The above list touches upon a few of the most important provisions to consider when drafting 

an employment contract for a municipal administrator. Other provisions that should be 

considered include vacation and sick leave, hours of work, professional development, and 

exclusivity clauses. For many provisions a simple reference in contract to the municipalities 

relevant personnel policy is all that will be required. For example, if the administrator's vacation 

benefits accrue at the same rate as other management personnel then a simple reference to the 

relevant human resources policy will suffice. 

Conclusion 

In summary, any provision of an employment contract must adhere, at a minimum, to the 

relevant employment standards legislation. Any provisions not conforming to the legislative 

standards will be deemed void. The following sample contract touches upon all of the above 

provisions, in addition to others, and while not intended as a boilerplate document for municipal 

administrators it provides a guide to some of the more common provisions. 
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Sample Employment Contract  

 

 

THIS AGREEMENT made this the ____ day of _____________ ,20__ 
 

BETWEEN: 

 

The Municipality of ,  (the "Employer"), 

 

 

AND (the “Employee”) 

 

 __________________________ , of the (City /Town) of  ______________ , in 

 

 

the County of ___________________ and Province of  
___________________. 

 

WHEREAS the employer desires to employ the services of the Employee as the 
Chief Administrative Officer; 

 

AND WHEREAS the Employee has agreed to accept the position of Chief 
Administrative Officer with the City/Town of ____________ subject to and on the 
terms and conditions set forth in this agreement; 

 

NOW THEREFORE IN CONSIDERATION of the mutual covenants herein 
contained and other good and valuable consideration, the receipt and sufficiency 
of which is hereby acknowledged, the parties hereto agree as follows: 

1. Position 
The Employer hereby agrees to employ the Employee as the Chief 
Administrative Officer effective the ___ day of _____________ , 20__. 

 

2. Duties 
The Employee shall perform: 
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(a)  The duties of Chief Administrative Officer as specified in the job 
description for Chief Administrative Officer attached hereto and 
marked Appendix "A" and forming a part of the within agreement; 
and 

 

(b) Such other proper duties and functions as may from time to time be 
assigned by the Council of the City/Town of 

Term 

 

The term of this contract shall commence on the effective date referred to 
in paragraph 1 above and shall run for an indefinite period of time 
subject to termination as provided in paragraph 4 below. 

 

3. Termination, Resignation and Severance 
 

(a) This contract may be terminated at any time by mutual agreement 
of the Employer and Employee. 

(b) The Employee may at any time resign or retire from the position of 
Chief Administrative Officer by providing two (2) months written 
notice to the Employer. 

(c) The Employee's employment with the Employer may be terminated 
at any time without cause by the Employer delivering to the 
Employee written notice of same together with: twenty-four (24) 
months pay in lieu of notice, and the cash value of all accrued 
vacation and sick time and other benefits. 

(d) For the purpose of this agreement the Employer shall be deemed to 
have cause for termination if the Employee is convicted of a 
criminal act involving dishonesty or moral turpitude or involving any 
personal gain to the Employee. 

(e) The Employer may terminate the Employee at any time for cause 
without the requirement of providing notice or pay in lieu of notice. 
In the event of termination with cause the Employer shall pay the 
Employee any salary owing to the date of termination for cause. 

 

4. Salary and Benefits 
 

(a) The Employer agrees to pay the Employee for his services 
rendered pursuant to this agreement an annual base salary of 
$ ___________  payable in installments at the same time as other 
employees of the Employer are paid. 
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(b) On the bi-annual anniversary of the execution of this agreement the 
Employee's salary shall be reviewed with a view to maintaining its 
comparative rate, as of the date of review, to other Chief 
Administrative Officers of other Canadian cities or towns 
comparable in size to that of the Employer. 

(c) In addition to the benefits enumerated specifically for the benefit of 
the Employee herein, all provisions of the Employer's applicable 
benefits policies, including, but not limited to, health and life 
insurance, disability and retirement benefits, vacation and sick 
leave, and working conditions as they now exist or hereafter may 
be amended, shall also apply to the Employee as they apply to all 
other employees of the Employer. 

 

(d) Notwithstanding paragraph (c) above, the Employee shall 
immediately upon execution of this agreement be entitled to six (6) 
weeks vacation per year and shall accrue vacation leave at the 
same rate as other employees of the Employer to a maximum of 
eight (8) weeks. 

 

6. Assignment 
 

This contract shall be binding upon the Employer, City/Town of 

 _______________ and any successor government into which the Employer 
may hereafter be merged, unified or consolidated. 

 

7. Annual Performance Review 
 

(a) The Employer shall perform an annual review of the Employee's 
performance. The review shall take place every year during the 
currency of this agreement during the same month that this 
agreement was executed. Performance reviews shall be 

conducted in accordance with criteria developed between the 
Employer and Employee. 

(b) Performance review criteria shall be developed by the Employer 
and Employee within sixty (60) days of executing this agreement 
and for every other year during the currency of this agreement 
performance review criteria shall be set no later than sixty (60) days 
following the completion of the previous years performance review. 

(c) The Employee shall be apprised of the results of the 
performance review and shall be given an opportunity to provide 
written comments to the Employer. 
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8. Hours of Work 

 

(a) The Employee shall work at a minimum such hours as required of 
other management personnel pursuant to the Employer's personnel 
policy. 

(b) Due to the unique nature of this employment, it is understood and 
agreed that in order to properly perform the job required, the 

Employee may have to expend additional time beyond the normal 

work day, and the Employee agrees to do same as is required. 

 

9. Outside Employment 
The Employee shall not engage in any other employment without the prior 
written authorization of the Employer and such authorization shall not be 
unreasonably withheld. 

 

10. Automobile 
The Employer shall pay to the Employee a monthly automobile allowance 
in the amount of $ ______ per month. 

 

11. Professional Development and General Expenses 

 

(a) The Employer agrees to budget for and to pay the following 
expenses related to the professional memberships and professional 
development of the Employee: 

1. The professional dues and subscriptions of the Employee 
necessary for his ongoing membership and full participation in 
such national, provincial, and local professional associations 
and organizations, as are necessary and desirable for continued 
involvement, growth, and advancement in the profession, and 
for the good of the Employer. 

2. The travel and subsistence expenses of the Employee for 
professional and official travel, meetings, or other activities 
necessary to continue the professional development of the 
Employee and to enable to pursue necessary official and other 
functions for the Employer. 

3. The travel and subsistence expenses of the Employee for short 
courses, institutes, and seminars which are necessary for 
professional development and for the good of the Employer. 

 

(c) The Employer shall reimburse the Employee for all reasonable and 
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necessary expenses incurred in connection with the performance of 
the duties of employment hereunder, in accordance with the 
policies of the Employer as adopted and amended, from time to 
time. As a condition of reimbursement the Employee must provide 
verification of the nature and amount of the expense in accordance 
with the policies of the Employer as adopted and amended from time 
to time. 

 

12. Computer Equipment 
The Employer agrees to provide to the Employee, for home use, such 
state of the art computer equipment as may be compatible with the 
Employer's computer equipment. In addition, the Employer will pay for 
monthly internet access charge for broadband or equivalent service. 

 

13. General Provisions 
(a) The text herein shall constitute the entire agreement between the 

parties. 
(b) All section headings contained herein are for the convenience of 

reference only and are not intended to define or limit the scope of 
any provision of this Agreement. 

(c) This Agreement shall be construed in accordance with, and  
governed by, the laws of the Province of 

In the event any one or more of the sections, provisions or clauses 
contained herein shall for any reason be held to be invalid, illegal or 
unenforceable in any respect, such invalidity, illegality or 
unenforceability shall not affect any other provision of this 
Agreement, but this Agreement shall be construed as if such 
invalid, illegal or unenforceable provision had not been contained 
herein. 

(d) This agreement shall be binding upon and enure to the benefit of 
the heirs, executors, administrators, and legal personal 
representatives of the Employee. 

(e) Any waiver, modification of cancellation to this agreement must be 
in writing and signed by the parties to have any force or effect. 

(f) Any notice required to be given under this agreement shall be 
delivered personally to the opposite party, or shall be deemed 
delivered personally four (4) days after depositing in the mail 
postage prepaid addressed as follows: 
To the Employer:  ________________  

To the Employee:  ________________  

(g) The Employer and Employee each agree that they have had the 
opportunity to seek independent legal advice prior to signing this 
agreement and each agrees that the terms are fair, reasonable and 
understood. 
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IN WITNESS WHEREOF the parties hereto have executed this agreement and 
affixed their corporate seal on the date first-above written. 

 

 

Employer Employee  

 

 

 

 

  

Mayor 

 

 

 

______________________ 

Clerk 
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Appendix “A” 
Roles & Responsibilities of Chief Administrative Officer 

 

The roles and responsibilities of the Chief Administrative Officer must be customized to 
each municipality. Therefore, this sample document does not contain specific wording 
covering this topic. For anyone interested in samples of such documents a quick Google 
search on the Internet will provide many examples of legislated and non-legislated job 
descriptions or roles and responsibilities for CAO’s. 

 

The main reason for not including sample wording is that, in Canada, a number of 
provinces mandate specific roles and responsibilities for CAO’s in the legislation 
governing municipalities. You should first check the appropriate legislation. 

 

Also, even where the provincial legislation does not provide specific duties and 
responsibilities some municipalities have defined the CAO role in a municipal by-law. 
Check for such a by-law. 

 

You will notice that some documents present almost a task list. This may be suitable for 
small communities where the CAO performs a myriad of job functions. These “job 
descriptions” are important particularly when it comes to questions related to the role of 
elected officials in the micro-managing of their communities. However, for larger urban 
municipalities where the CAO performs high level strategic functions such job 
descriptions are not very useful in describing the role of the CAO. 
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3 Sample Job Descriptions 

3.1 CITY MANAGER JOB DESCRIPTION for the City of Grande Prairie (2011) 

JOB SUMMARY:  As the administrative head of the municipality, the City Manager ensures that the 

policies and programs of the municipality are implemented; advises and informs Council on the operation 

and affairs of the municipality; and performs the duties and functions and exercises the powers assigned 

to a Chief Administrative Officer by the Municipal Government Act (RSA 2000) and other enactments, or 

those assigned by Council. 

RESPONSIBLE TO:  City Council 

RESPONSIBILITIES: 

1 Promote the City of Grande Prairie Mission and Values. 

2 As a member of the Corporate Leadership Team, participate in Corporate Planning and Policy 

Development. 

3 Plan, organize, and manage the City Manager’s Office. 

4 Establish and maintain an effective working relationship with staff, administration, members of 

City Council, and the public. 

5 Undertake strategic and business planning initiatives and other studies to improve organizational 

efficiency and productivity as required. 

6 Recruit, select and train staff. 

7 Prepare annual budget; control expenditures, optimize various revenue sources and ensure cost 

effective operations are implemented and maximized. 

8 Maintain a high profile and public relations function in the community and province 

demonstrating a personal commitment to City values and Guiding Beliefs.   

9 Serve as an effective liaison with Community Organizations and Provincial and Local 

Governments. 

10 Maintain a constant awareness of new trends and developments in the municipal leadership field. 

11 Ensure workplace health & safety and perform two recorded inspections annually. 

12 Demonstrate strong self-management skills and further personal development. 

13 Undertake performance management reviews for direct reports at least annually (or more often as 

required). 

14 Complete general administrative (special) projects assigned. 

 

QUALIFICATIONS: 

 
 Bachelor’s Degree in a discipline related to municipal service delivery and a minimum of ten years of 

senior administrative experience; or an equivalent combination of education and experience.  

 Graduate training in leadership, public or business administration is considered an asset. 

 Participation in, or completion of, the Certified Local Government Management Program or 

equivalent thereof 

 Demonstrated knowledge of the Municipal Government Act and related statutes. 

 
Knowledge of applicable legislation; currents standards; effective marketing; and policy formation. 

Ability to provide strong futuristic leadership and strongly believe in the delegation of both authority and 

responsibility. 

Strong management, analytical and interpersonal skills with the ability to use tact, diplomacy, and mature 

judgment. 
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3.2 City of Summerside 

[Excerpted from Administration Bylaw # SS-29-A1 

PART III – Chief Administrative Officer Powers 

 
8. General Powers 

 The Chief Administrative Officer: 

 

a. Shall be responsible for the day-to-day administration of the City, subject to any limitations 

established by the Act or other statute, or by the City bylaws, regulations and policies; 

b. Shall have all the powers granted to a Chief Administrative Officer by the Act or by other 

statute or enactment; 

c. Shall carry out all the duties and functions of a Chief Administrative Officer as required by 

the Act or by other statute or enactment; 

d. Shall have all the powers, duties and functions delegated to the Chief Administrative Officer 

by Council by this or any other bylaw; 

e. Shall manage the human, fiscal and physical resources of the City; 

f. Shall review all departmental programs, budgets and policy initiatives and make 

recommendations to Council with respect to same; and 

g. Shall provide corporate leadership in ensuring that all City policies and programs are 

efficiently coordinated, that City services are delivered consistently and effectively, and that 

the operations of the municipality reflect the overall strategic priorities of the City as 

established by Council from time to time. 

 

9. Specific Powers, Duties and Functions 

 The Chief Administrative Officer: 

a. Shall be the Senior Policy Adviser to the Council; 

b. Shall attend all meetings of the Council and record all resolutions, decisions and proceedings 

of the Council, except as otherwise set out herein; 

c. Shall keep the minutes, documents and financial records of the City and maintain a register 

containing the originals of all bylaws adopted by the Council; 

d. Shall be the custodian of the Corporate Seal of the City; 

e. Shall notify all members of the Council of meetings of the Council; 

f. Shall collect and receive all money of the City; 

g. Shall open an account in the name of the City at a Chartered Bank or other financial 

institution approved by the Council and deposit in that account all money received by the 

Administrator on account of the City; 

h. Shall co-sign all cheques and other financial instruments of the City, with the Mayor; 

i. Shall, as soon as possible, after the end of the fiscal year, prepare a detailed statement of the 

finances of the City and submit it when audited, to the Council; 

j. Shall appoint, promote, demote, suspend and dismiss all employees of the City, except the 

officers and directors and Department Heads of the City, subject to any procedure set out in 

an administrative order adopted by Council, or by limitations imposed by Resolution of 

Council; 

k. Shall recommend to the Council the appointment and dismissal of the officers and directors 

and Department Heads of the City; 

l. Shall make recommendations to the Council respecting any proposed expenditure for any 

purpose in excess of Fifty thousand ($50,000.00) dollars and respecting any contract 

involving any such expenditure, however, the Council shall not be bound to adopt such 

recommendations; 
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m. Shall first introduce such recommendations for expenditures in excess of Fifty thousand 

($50,000.00) dollars, or respecting any contract involving any such expenditure, to the 

appropriate Standing Committee of Council for consideration and recommendation.  The only 

exceptions to such prior consideration by the appropriate Standing Committee of Council 

shall be in the event of an emergency, or, with the unanimous approval of Council.  

n. Shall perform such other duties as Council may assign. 

 

10. Limitation of Powers 
Nothing in this Part shall be deemed to empower the Chief Administrative Officer to exercise or 

encroach upon the powers of Council, or any Committee or Standing Committee of Council, or 

upon the statutory duties of an officer of the City.  

 

PART IV – Council/Chief Administrative Officer Relationship 

 

11. Accountability 
 The Chief Administrative Officer is accountable to Council for the exercise of all powers, 

 duties and  functions delegated to the Chief Administrative Officer. 

 

12. Policy support 
The Chief Administrative Officer is responsible for providing effective advice and support to the 

Mayor and Councillors in developing and implementing the policies, procedures and programs of 

the City. 

 

13. Council Meetings 
 The Chief Administrative Officer shall attend all Council meetings. 

 

14. Committee Membership 
The Chief Administrative Officer shall be an ex-officio (non-voting) member of all Standing 

Committees and Committees of Council and shall attend all Standing  Committee and 

Committee meetings, except as specified herein. 

 

15. Reporting Obligation 
Recognizing the importance of clear and open communications between the Chief Administrative 

Officer and Council, and the need of Council to maintain a high level of awareness of City issues 

and operations, the Chief Administrative Officer shall have the onus of initiating communications 

and reporting to Council on a proactive, timely and regular basis. 

 

16. Reporting Requirements 

The Chief Administrative Officer shall advise, inform, report and make  recommendations to 

Council respecting:  

 

a. The operations of the City; 

b. The fiscal condition of the City; 

c. Policies, procedures and programs as may be necessary or desirable to carry out the powers,   

duties, functions and strategic objectives of the City;  

d. The Chief Administrative Officer’s execution of his or her powers, duties and 

 functions established by the Act, other statutes or enactments, this or other City  bylaws 

or City policies; and 

e.  Such other matters as may be required by Council, or its Standing Committees,  from 

time to time. 
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17. Annual Performance Review 
In order to maintain an effective relationship with the Chief Administrative Officer, Council shall 

monitor and review the Chief Administrative Officer’s performance on an annual basis in 

accordance with City policy and by specific reference to The City of Summerside CAO 

Performance Monitoring Policy # P-CS-16 and amendments thereto.  

PART V – Department Head Description of Duties 

 

18. Description of Duties 
The duties, requirements and responsibilities of the various Department Heads shall be as set out 

and described in the descriptions of duties for the Department Heads, as developed, maintained 

and kept up to date by the CAO, and as reviewed with the HR and Legal Affairs Committee 

annually.  The CAO shall confirm in writing to the HR Committee, at least annually, and not less 

than thirty (30) days after completion of Annual Performance Reviews, that the Department Head 

job descriptions are current and up to date. 

 

 


