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Legislative Requirement

• Section 270(1)(4) of the Municipal Act, 2001 requires municipalities to adopt 

and maintain a policy with respect to the circumstances in which the 

municipality shall provide notice to the public, and if notice is to be provided, the 

form, manner and times notice shall be given.

• In 2023 Metroland Media Group ceased the print publication of 71 community 

newspapers across the province, including The Cambridge Times. 

• There still exists a legislative requirement to post certain notices in a print 

newspaper (i.e. Cemeteries Act, etc.). 

• Since the discontinuation of the print publication of The Cambridge Times, staff 

have been using The Waterloo Region Record to satisfy current newspaper 

publication requirements. 



Direction to Staff

• January 30, 2024 Meeting of the Planning – Statutory Public Meeting 

Committee, the following direction was provided to staff:

THAT the City Clerk work with the Chief Planner on notice provisions and 

options to increase awareness for citizens of public meetings;

AND THAT the City Clerk and Chief Planner report back to Council on options 

to increase the notice provisions for planning applications as part of the Public 

Notice Policy report that is forthcoming;

AND THAT the City ensure that the same notice be provided to all occupants, 

tenants and residents within the required notification area in addition to the 

registered property owners for anything effective immediately.



Process Followed 

• Municipal scans of existing Public Notice policies and drafting of policy.

• Municipal consultation on planning notice circulations and current 

practices.

• In depth review of the public notice requirements in various legislation.

• Internal consultations with various Divisions and internal leadership 

teams.

• One-on-one staff consultation, as required. 

• Consultation with Council Members. 



Planning Notice Research 

Findings 

• Several municipalities have enhanced planning notifications above and 

beyond the current legislated requirements including: 

• Extension of 120 metre legislated circulation radius;

• Including tenants of multi-residential buildings in circulations; 

• Improvements to on-site signage for development applications; and

• Roll out of dedicated public notice webpages.



Planning Policies 

• Planning Act establishes a minimum 120 metre circulation radius requirement for 

giving of Public Notice for Official Plan and Zoning By-law Amendments.

• Nothing in Provincial Policy Statement (2020) or A Place to Grow (2020) that would 

prevent expansion of circulation radius beyond 120 metres. 

• Changes to the City’s notice provisions would require an Official Plan Amendment, 

including the holding of a public meeting under the Planning Act.

 The Official Plan sets out the timing, format and, method of how notice will be 

provided and currently stipulates a radius of 120 m for Official Plan and Zoning 

By-law Amendments. 

 Removal of requirement to provide notice through newspaper



Current Issues with Notices 

• Traditional notice is provided by letter and envelope method, contains a lot of technical 

jargon and other details not easily understood by residents. 

• Tenants are not receiving notices as they can’t open the owner’s mail.

• Circulation radius for Zoning By-law and Official Plan Amendment applications (120 

metres) is not reaching enough of the community surrounding a proposed development. 

• Notices are not easily found on City website once they are circulated nor are they posted 

in another publicly accessible location. 

• There are no standardized templates for public notice or guidelines around notice which 

results in inconsistencies in how public notice is provided, i.e. technical jargon, too much 

text, confusing information, not accessible, not meeting corporate standards (logo use), 

etc. 



Proposed Notice Methods

• Establish a new postcard format for most public notices, which is more attractive, easier to 

read and recognizable (design for Planning notices to be used for on site signage as well).

 Tenants will able to read the postcard even if addressed to owner. 

• Standardized templates for staff to use when drafting notice.

• Door hanger templates for Environmental Services. Operations and Emergency Services to 

use when providing more time sensitive notice that is dependent on schedules of 

contractors, etc.  

• Colour coding system for notices based on type of notice being provided. 

• Centralized public notice webpage where all notices would be posted and notice board at 

City Hall where physical copies of notices can be posted. 



Colour Coding System 

Colour Division Subject of Notice Template

Light 

Blue

Planning & 

Heritage 

• Committee of Adjustment

• Zoning By-law and Official Plan 

Amendments 

• Interim Control By-laws

• Heritage (Part IV and Part V 

matters)

Postcard & On-site signage

Postcard & On-site signage

Postcard 

Postcard

Red Emergency 

Services 

Any matters with high priority, time 

sensitivity and where there is risk to 

public safety.

Postcard & On-site signage 

(as required)

Dark 

Blue

General 

City Matters

Any matters related to cemeteries, 

elections, financial matters (including 

development charges and budgets), 

licensing, building code fees, 

Council meetings, etc. 

Postcard



Colour Coding System

Colour Division Subject of Notice Template

Green Forestry • Forestry General - by-law reviews and/or policy 

changes

• Tree Planting

• Tree Inspection - pruning and/or removal

Postcard

Door Hanger

Door Hanger

Yellow Eng, ES,

Ops 

• Local Improvements

• Roads – restoration work (concrete, asphalt, 

grass seed or sod)

• Water and Waste Water – Water / Sanitary 

Repairs and restoration work (driveway, lawn, 

walkway, garden)

• Temporary road closure, closure or removal of 

park / park amenity, temporary / permeant trail 

closure

Postcard 

Door Hanger

Door Hanger

On-site 

signage



Costs of Expanded Radius

Mailout Costs @ 1.05 CAD per Notice

File Name and Address 120 m (Statutory 

Requirement)

250 m 400 m 500 m

File: OR08/23

Address: 201 Water Street & 66 

Highman Ave

$72.45 $157.50 $309.75 $537.60

File: R01/24

Address: 84 Chalmers Street North

$111.30 $379.05 $905.10 $1,265.25

File: R17/23

Address: 214 & 216 Union Street N 

and 229 & 231 Anne Street

$200.55 $502.95 $1,069.95 $1,489.95

Real Costs for Providing Mailout Notice of 

Statutory Public Meeting for three Recent 

Development Applications 



Consultation – Accessibility 

Advisory Committee



Notice Templates - Postcard 





Notice Templates - Postcard 



Notice Templates - Postcard 



Notice Templates – Door 

Hanger 



Notice Templates - Postcard 



Notice Templates - Postcard 



Notice Templates - Postcard 



Notice Templates - Postcard 



Notice Templates – Door 

Hanger 



Notice Templates – Door 

Hanger 



Notice Templates – Door 

Hanger 



Notice Templates - Postcard 



Notice Templates - Postcard 



Notice Templates – Door 

Hanger 



Notice Templates – Door 

Hanger 



Next Steps

• Official Plan Amendment and New Circulation Radius

• Physical Notice Board for City Hall

• Dedicated Public Notice Webpage 

• Training for Staff on Accessible Documents and Plain Language 

Writing

• Enhancements to Intake Forms for Delegation Process 

• Full Implementation by January 2025



Questions?

Jennifer Shaw

Manager of Council & Committee Services / 

Deputy City Clerk 

shawj@cambridge.ca  


