
February 12, 2019 

Guidelines for Making a Declaration of Interest 

1. Plan ahead
• Review agenda materials in advance to identify items in which you have a direct or

indirect pecuniary interest.
• Allow enough time to seek the advice of your own counsel or the Integrity

Commissioner if you are unsure.
o The Clerk, secretary, or solicitor for the City or board cannot give you this

advice.
o Exception: The Integrity Commissioner does not have authority for members

of the library board, police services board or board of health.
• Prepare your written declaration in advance.  Use the form provided if available to

ensure all of the required information is collected.

2. Make Your Declaration in the Meeting
• If you prepare your written declaration in advance, you can read from it to make your

verbal declaration at the appropriate time in the meeting.
• If you make your verbal declaration before preparing a written declaration, be sure to

complete the written declaration and hand it to the clerk/secretary before you leave
the meeting.

o If you board is supported by the City Clerk's Office, the secretary will be able
to provide a blank form.

3. How is it recorded?
• Your declaration is recorded in the minutes of the meeting at which you make the

declaration.
o For those bodies where agendas and minutes are posted by the City Clerk to

toronto.ca/council, your written declaration will be attached to the minutes for
viewing online.

• In addition, the City or board is required to maintain a public register of declared
interests.

o The City Clerk makes the registry available online at toronto.ca/council for
bodies the City Clerk supports.

o For other boards, check with the secretary for information about the register.

4. If you leave the meeting without completing the written declaration
• Complete and submit the written declaration to the Clerk/secretary as soon as

possible after the meeting for processing.
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