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TOWN OF COMOX STAFF REPORT 
REGULAR COUNCIL MEETING Meeting Date: January 15, 2020   
  

 
 
TO: Mayor and Council FILE: 4300-02 / 2018CANC 

FROM: Shelly Russwurm, Deputy Corporate Administrator DATE: Nov. 25, 2019 

SUBJECT: Cancellation of Business Licences with Outstanding Fees 
 

Prepared by: 

 

Shelly Russwurm, DCA 

Supervisor: 

 

  

Financial Approved: 

 

Clive Freundlich, Fin. Director 

Report Approved: 

 

Al Kenning, CAO 

 
 
Recommendation from the Chief Administrative Officer: 
 
For information only. 
 
Purpose 
 
To advise Mayor and Council of the process for cancelling a business licence, and of staff’s 
decision to cancel business licences for those businesses with multiple years of outstanding 
licence fees. 
 
Strategic Plan Linkage 
 
Administration of business licences falls under Council’s Core Service of Strong Governance 
and Administration. 
 
Background 
 
A it’s June 19, 2019 Regular Meeting, Council considered the enclosed report advising that, with 
Council’s adoption of the Comox Business Regulation Bylaw No. 1882, 2018, the Business 
Licence Inspector (Deputy Corporate Administrator) is now authorized to suspend or cancel 
business licences for reasonable cause.  The report also advised that the owners of 61 
businesses with multiple years’ of outstanding fees would be advised of the Town’s intent to 
cancel their business licences unless the outstanding fees are paid.   
 
On July 3, 2019 a letter was couriered or sent by registered mail to the owners of the 61 
businesses, advising  
 

 that their Town of Comox business licence had expired and that the Business Licence 
Inspector was considering its cancellation; 

 that they could prevent the cancellation of their licences by filling out the Renewal 
Form, included with the letter, and paying the outstanding fees in full by July 19, 2019;  

 that a final decision on the cancellation of their business licence would be made after 
July 19, 2019, and they would be advised of this decision; and 
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 that, if a decision to cancel their business licence was made, they would be advised of 
the process to have Council reconsider the decision. 

  
31 of the 61 letters sent to business owners on July 3, 2019 were undeliverable as the business 
no longer existed at the address associated with the business licence records.  This was to be 
expected as these business licence accounts have not been paid for more than two years.  These 
31 business licences have now been cancelled.   
 
In addition, as of November 20, 2019, six business licence accounts have now been paid in full. 
 
A final notice was sent November 26, 2019 to the remaining 25 business owners that staff 
believe are still in operation.  The final notice advised that the Business Licence Inspector had 
made the decision to cancel their business licence.  The notice also advised that the business 
owner could pay the outstanding fees in full to prevent cancellation, or could appeal the 
Business Licence Inspector’s decision to Council at its January 15, 2020 Regular Meeting.   
Owners have been given until January 8, 2020 at 4:30 p.m. to advise of such requests and a list 
will be provided to Council before the meeting.  
 
Due to the Town’s agreements with partnership municipalities regarding intermunicipal 
business licences (licences that are valid in the Town of Comox and City of Courtenay) and 
inter-community licences (licences that are valid in all municipalities in the mid-Vancouver 
Island region), applicable municipalities will be advised of the Town’s cancellation of these 
types of business licences. 
 
In response to the letter sent out on November 26, 2019, four business owners with 
outstanding fees have advised that there business is not longer operating.  The remaining 
recommended list of 21 business licences to be cancelled are as follows: 
 

TOWN OF COMOX LICENCES 

 
Business Name 

Outstanding 
Fee 

1115191 BC Ltd. $250 
AJ Reno's $1500 
B Webster Enterprises $600 
Belanger Construction $350 
Comox Valley Dog Care $450 
Comox Valley Pest Control $500 
Dancolt Custom Screens $1250 
G & G Insulation Ltd. $1050 
Great Scapes Installations $600 
Green Valley Cleaning $1000 
Headwater Masonry Ltd. $750 

TOWN OF COMOX LICENCES 

 
Business Name 

Outstanding 
Fee 

Heatherbrae Builders Co. Ltd. $400 
I Team Signs $600 
James Emmerson $475 
JLP Contracting $275 
Sandra Ledwidge Counselling  $300 
Skyhigh Airport Shuttle Svcs $900 
Timber Box Home Designs $450 
Vancouver Island Bailiffs Inc. $400 
Westcoast Welding $1250 
Windsor Auction & Liquid. Ltd. $500 

 
Following the January 15, 2020 meeting, and subject to any appeals to Council, business 
owners will be advised that their business must cease operation within seven days of the date 
of the written notice.  The written notice will indicate the reasons for the cancellation and 
provide instructions for the reinstatement of the business licence. 
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TOWN OF COMOX STAFF REPORT
REGULAR COUNCIL MEETING Meeting Date:  January 15, 2020 

TO: Mayor and Council FILE: 0530-01 

FROM: Al Kenning, Chief Administrative Officer DATE: Jan. 7, 2020 

SUBJECT: Conference Attendance Policy 

Prepared by: 

Al Kenning, CAO 

Supervisor: Financial Approved: 

Clive Freundlich, Fin. Director 

Report Approved: 

Al Kenning, CAO 

Recommendation(s) from the Chief Administrative Officer: 

That Council approve policy CCL – 053 which limits the number of delegates attending the 
annual FCM (Federation of Canadian Municipalities) conference to three members of 
Council plus the Mayor, and grants ongoing approval for all Council members to attend 
UBCM (Union of BC Municipalities), LGLA (Local Government Leadership Academy), and 
AVICC (Association of Vancouver Island and Coastal Communities) conferences annually. 

Background 

Comox has the practice of supporting the attendance of all Councillors and the Mayor at annual 
UBCM (Union of BC Municipalities), LGLA (Local Government Leadership Academy), AVICC 
(Association of Vancouver Island and Coastal Communities), and FCM (Federation of Canadian 
Municipalities) conferences.  Each of these conferences are considered important to the 
ongoing professional development of Councillors to ensure they are as fully informed as 
possible.  The UBCM and AVICC conferences are always held within BC and pertain directly to 
local issues.  FCM, on the other hand, is usually held outside of the Province and has a broader 
Canada wide focus.  Because it is held outside the Province, the costs to attend are higher.  For 
this reason, Council may wish to limit the number of attendees to FCM each year.  If attendance 
was limited to three Councillors each year (plus the Mayor), all Councillors would be able to 
attend this conference every second year.   

The attached policy CCL - 053 formally documents the standing approval for all Council 
members to attend UBCM, LGLA, and AVICC annually, but limits attendance at FCM as noted 
above. 

Financial Implications 

The estimated savings from such a policy would be approximately $8-10,000 per year, 
compared to the cost of all members of Council attending.  
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TOWN OF COMOX 

 1809 Beaufort Avenue Ph.  250 339-2202 

 Comox BC  V9M 1R9 Fx.  250 339-7110 

 

 

POLICY MANUAL 
 

SECTION 1 – COUNCIL POLICIES POLICY NO.  CCL - 053 

ESTABLISHED:   LAST REVISED:   

TITLE:  COUNCIL CONFERENCE ATTENDANCE 

 
 
1 PURPOSE 
 
1.01 The purpose of the Council Conference Attendance Policy (the policy) is to provide 

preauthorization to Council members to attend conference and other professional development 
opportunities in order to assist with making travel arrangements in a timely manner, and assist in 
the preparation of the annual budget. 

 
2 POLICY STATEMENT 
 
2.01 Attendance at conferences and other professional development workshops provides members of 

Council with valuable learning, information sharing and networking opportunities.  The Town is 
committed to providing such opportunities to Council members and encourages their participation 
in accordance with this policy. 

 
3 SCOPE 
 
3.01 This policy applies to all members of Council. 
 
4 POLICY 
  
4.01 To ensure opportunities for members of Council to attend in a fiscally appropriate manner, the 

following maximum numbers apply to attendances at the following: 
 

 
Conference 

 
Timeframe 

Maximum 
Attendance 

 
Authorization 

Local Government Leadership Academy (LGLA) 
Forum: 
a leadership development initiative that serves elected 
officials and senior administrators throughout BC by 
improving the competencies needed to effectively 
manage and lead BC’s communities 

February 
(annually) 

All members 
of Council 

Policy 

Association of Vancouver Island and Coastal 
Communities (AVICC): 
the area association under the umbrella of the Union of 
BC Municipalities, and provides member communities 
with the opportunity to bring forward issues and 
concerns from their individual communities through 
resolutions and debates 

April 
(annually) 

All members 
of Council 

Policy 
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Conference 

 
Timeframe 

Maximum 
Attendance 

 
Authorization 

Union of BC Municipalities (UBCM): 
the common voice for local government in BC, 
providing united action among members in dealing with 
all matters of common municipal interest.  The UBCM 
Convention continues to be the main forum for UBCM 
policy-making. 

September 
(annually) 

All members 
of Council 

Policy 

Federation of Canadian Municipalities (FCM): 
the national voice for Canada’s local governments, 
providing policy, advocacy and program matters that 
fall within federal jurisdiction 

May or 
early June 
(annually) 

Mayor and 
three 

Councillors 

Policy 

Other conference or workshop As 
applicable 

All members 
of Council 

Council 
Resolution 

 
4.02 Additional members of Council wishing to attend the FCM Conference or other conferences and 

workshops must receive authorization by resolution of Council. 
 
4.03 As information sharing is beneficial to all, Council members attending conferences or workshops, 

that are not attended by all of Council, are to provide a written or verbal report at a Council 
meeting following the conference or workshop. 
 

5 PROCEDURES 
 
5.01 Staff will prepare a list of known conferences and professional development opportunities for 

Council in January for the current year.  
 
5.02 Members of Council will submit requests to attend conferences by January 15th of each year.  Staff 

will use the submissions to develop a draft annual conference / training plan for Council and 
advise Council of the existing professional development budget allotment.  
 

5.03 In cases where more members of Council wish to attend a conference or workshop than is 
permitted as per paragraph 4.01 above, Council will determine which members shall be authorized 
to attend. 

 
5.04 Members of Council wishing to attend conferences or workshops not authorized by this policy shall 

submit the request to Council for approval.  
 
5.05 Registration, travel and accommodation requirements of Council members wishing to attend a 

conference or workshop shall be made on behalf of the Council member through the Corporate 
Administration office.  

 
5.06 All expense claims for reimbursement, or expenses paid directly on behalf of the Council member, 

shall be handled in accordance with CCL-003 - Travel Expenses and Allowances – Elected 
Officials. 

 
6 REFERENCES AND RELATED STATEMENTS OF POLICY AND PROCEDURE 
 

Travel Expenses and Allowances – Elected Officials (Town of Comox Policy No. CCL-003) 
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