
 

 

 

POLICY TITLE Undue Hardship in Relation to the Administration of the 
Administrative Penalty System (APS) 

CATEGORY Administration 

POLICY NUMBER ADM 059   

DEPARTMENT Corporate Services  

POLICY AUTHOR City Clerk 

POLICY TYPE Administrative Policy 

APPROVED BY Council 

EFFECTIVE DATE 07/18/2023 

REVIEW DATE 07/18/2024 

     

POLICY STATEMENT 
The City wishes to establish a Policy to assist Screening Officers and Hearing 
Officers in responding to requests by persons with a Penalty Notice for relief from 
paying all, or part, of an Administrative Penalty, including any Administrative Fees, 
on the basis that they would suffer undue hardship if required to pay the penalty or 
fee. 

PURPOSE 
Ontario Regulation 333/07 made under the Municipal Act, 2001 requires a 
municipality establishing an Administrative Penalty System (APS) to have 
procedures that permit persons to be excused from paying all or part of the 
administrative penalty, including any administrative fees, if requiring them to do so 
would cause undue hardship. 

The Administrative Penalty By-law provides discretion to Screening Officers and 
Hearing Officer to cancel, reduce or extend time for payment of Administrative 
Penalties and Administrative Fees where the Officer determines it is necessary in 
order to reduce undue hardship. This Policy is intended to provide guidelines to 
Screening Officers and Hearing Officers in exercising their discretion in 
accordance with the By-law. It is not intended to provide criteria for establishing 
undue hardship in respect of other City programs or services. 

DEFINITIONS 

“Administrative Fee” means any fee specified in the Administrative Penalty By-law; 

 

 

 

 



 

 

 

“Administrative Penalty” means an administrative penalty established by the 
Administrative Penalty By-law for a contravention of a Designated By-law as 
defined therein; 

“Administrative Penalty By-law” means the by-law passed by the City to establish 
administrative penalties for various by-laws, as amended from time to time, or any 
successor thereof; 

“APS” means Administrative Penalty System; 

“City” means The Corporation of the City of Cambridge;  

“Financial Hardship” means a significant financial difficulty or expense and 
focuses on the resources and circumstances of the Person owing an 
Administrative Penalty or Administrative Fee, in relation to the cost or difficulty of 
paying the Administrative Penalty or Administrative Fee; 

“Hearing Officer” means any person who is appointed by the City from time to time 
pursuant to the Screening and Hearing Officer by-law, to perform the functions of 
a Hearing Officer in accordance with the Screening and Hearing Officer By-law 
and the Administrative Penalty By-law;  

“Hearing Decision” means a notice which contains the decision of a Hearing 
Officer, as set out in the Administrative Penalty By-law; 

“Hearing Review” means the process related to review of a screening decision, as 
set out in the Administrative Penalty By-law; 

“Municipal Freedom of Information and Protection of Privacy Act” means the 
Municipal Freedom of Information and Protection of Privacy Act, R.S.O. 1990. c. 
M. 56, as amended from time to time, or any successor thereof; 

“Penalty Notice” means a penalty notice as described in the Administrative 
Penalty By-law; 

“Person” includes an individual, corporation, a partnership, an association, or an 
authorized representative thereof; 

“Records Retention By-law” means the by-law passed by the City providing for the 
classification, retention, and disposition of records in the City of Cambridge, as 
amended from time to time, or any successor thereof; 

“Screening Review” means the process related to review of a Penalty Notice, as 
set out in the Administrative Penalty By-law; 

“Screening Decision” means a notice which contains the decision of a Screening 
Officer, as set out in the Administrative Penalty By-law; 

 

 

 

 

 

 

 

 

 

 

  

 

 



 

 

 

 
“Screening Officer” means any person appointed by the City from time to time 
pursuant to the Screening and Hearing Officer By-law, to perform the functions of 
a Screening Officer in accordance with the Screening and Hearing Officer By-law 
and the Administrative Penalty By-law; and 

“Undue Hardship” means financial hardship, or other extenuating circumstances 
based on compassionate grounds. 

AUTHORITY 
Ontario Regulations 333/07 requires a municipality to develop standards relating 
to the administration of a parking Administrative Penalty System. 

SCOPE 
This Policy applies to Screening Officers and Hearing Officers in the conduct of a 
Screening Review and a Hearing Review, respectively, pursuant to the 
Administrative Penalty By-law. 

POLICY 

1.1  Process 

In accordance with the administrative Penalty By-law, a Screening Officer or 
Hearing Officer: 

(a) May cancel, reduce or extend the time for payment of an 
Administrative Penalty and/or any Administrative Fee, where the 
Screening Officer or Hearing Officer is satisfied, on a balance of 
probabilities, that the cancellation, reduction or extension of time for 
payment is necessary to reduce Undue Hardship; and  

(b) Will consider and satisfy themselves at the Screening Review or 
Hearing Review as to the authenticity/credibility of any oral or 
documentary evidence provided, in respect of Undue Hardship, and 
will include an assessment of such evidence in their decision. 

1.2 Documentation to support Financial Hardship 

A Person who wishes to seek relief pursuant to the Administrative Penalty By-law 
on the basis of Financial Hardship should bring documentation to support their 
claim to the Screening Review or Hearing Review. Examples of documents that 
may be considered in relation to Financial Hardship include, but are not limited to: 

a) Old Age Security; 
b) Canada Pension; 
c) Guaranteed Income Supplement; 
d) Disability Pension; 

 

 

 

 

 

 

  

 

 

 

 



 

 

 

e) Ontario Student Assistance Program; or 
f) Any other form of social assistance 

A Screening Officer or Hearing Officer may also consider the oral evidence 
provided by the Person in relation to Financial Hardship. 

1.3   Records Retention 

All information and documentation provided in support of financial hardship shall 
be treated in a confidential manner, in accordance with the Municipal Freedom of 
Information and Protection of Privacy Act. Photocopies of the documentation may 
be required and attached to the Screening Decision and/or Hearing Decision 
record and will be retained according to the City’s Records Retention By-Law. 

POLICY COMMUNICATION 

a) This Policy will be posted on the City’s website and intranet. 

b) Staff will be advised of the new Policy via distribution to the Operational 
Leadership Team and Corporate Management Team; and 

c) This Policy shall form part of the orientation for all Screening Officers, Hearing 
Officers and AMPS enforcement and administration staff 

 

RELATED PROCEDURES 

RELATED DOCUMENTS/LEGISLATION 
Municipal Act, 2001 
O. Reg. 333/07 
Municipal Freedom of Information and Protection of Privacy Act 
Records Retention By-law 001-08 
Administrative Penalty By-law  
Screening and Hearing Officer By-law  
APS Program Policies and Procedures  

 

 

 

 
 

  

 

 
 

 
 

 


	POLICY TITLE Undue Hardship in Relation to the Administration of the Administrative Penalty System (APS) 
	POLICY STATEMENT 
	PURPOSE 
	DEFINITIONS 
	AUTHORITY 
	SCOPE 
	POLICY 
	1.1 Process 
	1.2 Documentation to support Financial Hardship 
	1.3  Records Retention 

	POLICY COMMUNICATION 
	RELATED PROCEDURES 
	RELATED DOCUMENTS/LEGISLATION 





Accessibility Report





		Filename: 

		Undue Hardship in Relation to the Administration of the Administrative Penalty System (APS) .pdf









		Report created by: 

		



		Organization: 

		







[Enter personal and organization information through the Preferences > Identity dialog.]



Summary



The checker found no problems in this document.





		Needs manual check: 2



		Passed manually: 0



		Failed manually: 0



		Skipped: 0



		Passed: 30



		Failed: 0







Detailed Report





		Document





		Rule Name		Status		Description



		Accessibility permission flag		Passed		Accessibility permission flag must be set



		Image-only PDF		Passed		Document is not image-only PDF



		Tagged PDF		Passed		Document is tagged PDF



		Logical Reading Order		Needs manual check		Document structure provides a logical reading order



		Primary language		Passed		Text language is specified



		Title		Passed		Document title is showing in title bar



		Bookmarks		Passed		Bookmarks are present in large documents



		Color contrast		Needs manual check		Document has appropriate color contrast



		Page Content





		Rule Name		Status		Description



		Tagged content		Passed		All page content is tagged



		Tagged annotations		Passed		All annotations are tagged



		Tab order		Passed		Tab order is consistent with structure order



		Character encoding		Passed		Reliable character encoding is provided



		Tagged multimedia		Passed		All multimedia objects are tagged



		Screen flicker		Passed		Page will not cause screen flicker



		Scripts		Passed		No inaccessible scripts



		Timed responses		Passed		Page does not require timed responses



		Navigation links		Passed		Navigation links are not repetitive



		Forms





		Rule Name		Status		Description



		Tagged form fields		Passed		All form fields are tagged



		Field descriptions		Passed		All form fields have description



		Alternate Text





		Rule Name		Status		Description



		Figures alternate text		Passed		Figures require alternate text



		Nested alternate text		Passed		Alternate text that will never be read



		Associated with content		Passed		Alternate text must be associated with some content



		Hides annotation		Passed		Alternate text should not hide annotation



		Other elements alternate text		Passed		Other elements that require alternate text



		Tables





		Rule Name		Status		Description



		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot



		TH and TD		Passed		TH and TD must be children of TR



		Headers		Passed		Tables should have headers



		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column



		Summary		Passed		Tables must have a summary



		Lists





		Rule Name		Status		Description



		List items		Passed		LI must be a child of L



		Lbl and LBody		Passed		Lbl and LBody must be children of LI



		Headings





		Rule Name		Status		Description



		Appropriate nesting		Passed		Appropriate nesting










Back to Top



