
Appendix IV - Summary of the Substantive Changes: 

By-Law Section 
Number 

Proposed Change:  Justification: 

1.1-1.40 Definitions Changes and additions to add clarity 
and correct inconsistences 

2.3 Remove the word ‘whole’ around 
the 2/3 majority rule  

Removal of this word then requires 2/3 of 
the members present at a meeting in 
order to suspend by-law provisions which 
would be consistent with the application 
of the 2/3 rule in other sections of the by-
law 

3. Use of additional electronic 
devices made permissible at the 
discretion of the Chair 

To allow additional devices or screens for 
functionality as requested by Committees 
specifically 

4.5, 4.6, 4.10 - 
4.12 

Changes to the time of meetings Reflects the direction of Council to revert 
to evening meetings 

4.25 – 4.29 Clauses added to establish basic 
parameters around electronic 
meetings 

Basic clauses added to improve meeting 
efficiency and address issues, 
particularly for Committees and public 
participation with the expectation that a 
more detailed protocol will be enacted at 
a later date. 

4.26 Removes recorded voting 
electronically 

Eliminates conflict with Robert’s Rules 
and standard processes for Committees 

6.6 Clearly specifies circumstances for 
Clerk to record closed session 

Establishes purpose and type of record 
produced  

7.7 Deletes timing for call of a recess Allows the Chair flexibility to call a recess 
as circumstances may require  

8.4 Distinguishes between motions, 
notices, and notices of motion 

Provides clarification and removes 
conflicting deadlines 

8.6 Remove Proclamation section Present proclamations under motions 
with a notation that the current 
proclamation policy should be updated 
going forward 

8.6 Moves Closed Session to the 
beginning portion of the meeting 

Aligns with frequent current practice and 
positions closed sessions earlier in the 
evening 

8.6 Rename Consent Agenda to 
become Recommendation Reports 

To align with terminology in use in other 
organizations and with Robert’s Rules of 
Order 

8.6 Rename Information Package on 
agenda to become Information 
Reports and Information Items for 
Consent Items 

Aligns with practices of other 
municipalities and better reflects Robert’s 
Rules of Order; Avoids duplication of 
name with the Information Package 
otherwise distributed separately for the 

Appendix IV



agenda on a weekly basis. 
By-Law Section 
Number 

Proposed Change:   Justification: 

8.11 Heading Change to specify “Public 
Meetings convened under the 
Planning Act, R.S.O. 1990, c.P13” 

Notes and differentiates for the public, 
the status of public meetings convened 
for planning purposes 

11 Notice of Motions (NOM) are due 
by 4:30 p.m. on the Wednesday 
prior to the Council meeting, to be  
considered at a subsequent  
meeting. 
All Notice of Motions must have a  
seconder prior to being added to 
the agenda. 
Discretion is provided to the Clerk  
and Chair to determine if NOM is  
out of order.  
Members are encouraged to 
consult with Staff when drafting 
NOMs. 

Added to improve meeting efficiency and 
address issues with meeting deadlines 
and adequate time for staff to review. 
Aligns with practices of other 
municipalities. Submission in writing 
ensures transparency on the agenda. 

12. Removal of Introduction of 
Business 

Introduction of New Business has been 
reworked into Notice of Motion in order to 
streamline meetings and ensure 
preparation of questions and requests 

12. Added Section: 
  
. Information Packages  
 
Communications including 
emails, correspondence and 
other such documents for the 
attention of Council, other than 
reports and memos from staff, 
shall be included in the Council 
Information Package which is 
distributed on Thursdays on a 
weekly basis as necessary. No 
later than 12:00 pm (noon) on the 
Monday following distribution, any 
Member may raise a 
communication that is listed in the 
Council Information Package by 
requesting that it be included in 
the agenda update/addendum for 
the subsequent meeting. The 
Clerk or designate, in 

Formalizes existing deadlines and 
authorizes staff to exclude unnecessary, 
items such as those not within areas of 
municipal jurisdiction, repetitive motions, 
and support of motions previously 
provided to Council; Avoids repetition 
and redundancy, eliminates unnecessary 
information 



consultation with the Chief 
Administrative Officer, as may be 
required, shall determine the 
contents to be included in the 
Council Information Package. 
 

13.14 Wording change Alleviates a discrepancy in time allotted 
to speak to an item at Committee 

13.15 Wording change Reworded to ensure that no alcoholic 
beverages or food are consumed in 
Council Chambers or while otherwise 
participating in meetings electronically 

14 Added Section: 
 
Privilege and Order 

To align with terminology in use in other 
organizations and with Robert’s Rules of 
Order 

16.1 and 17.6 Replaces the term “pecuniary” with 
“conflict of interest”  

to reflect legislative changes and updates 

 
 
 
 
By-Law Section 
Number 

Proposed Change:   Justification: 

17. Requires a seconder for motions 
made at Committee 

Change made to streamline and align 
with requirements at Council, to align 
with Roberts Rules and as provided for in 
the existing Schedule B to the By-Law;  

17.2 Reworded to offer clearer 
verbiage 

Clarifies that Committees deal only with 
matters contained in Terms of 
Reference unless otherwise directed by 
Council 

 
At the same time the Clerk’s Office will be revising other administrative processes to 
make procedures more efficient. The key changes are as follows: 
 
Change:   Justification: 
Minutes pared down (primarily actions 
directions and decisions only) (The exceptions 
would be for Public Meetings convened under 
the Planning Act and Closed Session.)  

To comply with Sections 228(1) a) and 239(7) 
of the Municipal Act, S.O. 2001 and make 
minute taking more efficient 

Adoption of closed session minutes to occur in 
open session with contents to “remain private 
and confidential”  

Reflects practices employed in other 
municipalities and offers greater transparency 
in processes. Closed minutes will not be 
contained in the open agenda package. 

All resolutions and recommendations 
numbered in sequence with an identifier to 

Offers greater ease in identifying source and 
timeline of the actions taken 



distinguish which body actioned the direction. 
By-law numbering and format changed  Clearer, consistent numbering system 

implemented and by-laws grouped by subject 
on agendas 

Mandatory form for Conflict of Interest to be 
submitted for each meeting where conflict is 
declared 

Aligns with legislative requirements and offers 
better transparency 

Change:   Justification: 
Lord Mayor’s report 8.j) submitted in writing 
and included in the agenda package to be 
received into the record 

Reduces minutes size and responsibility for 
Clerk’s staff to present within the minutes; 
aligns with sections 228(1) and 239(7) of the 
Act 

Members’ Announcements 8.k) submitted in 
writing and included in the agenda package to 
be received into the record 

Reduces minutes size and responsibility for 
Clerk’s staff to present within the minutes; 
aligns with sections 228(1) and 239(7) of the 
Act 

Information Items (renamed Information 
Reports and Information Items for Consent 
Items) 

At the same time, individual items discussed 
do not have to be pulled and voted on 
separately if a member wishes to speak to the 
item and the item is only to be received 

Closed session presided over by the chair of 
the respective open session. 

Simplifies and avoids the complication of 
changing Chairs mid-meeting 

Motion to conclude closed session to stipulate 
time closed session ends only 

Eliminates repetition of grounds for closed 
session. 

 
Finally, the proliferation of electronic and hybrid meetings has led to a number of 
challenges around process, procedure, and decorum by the public and Members of 
Boards, Committees, etc.. Notably, issues of connectivity, voting, and attendance posed 
particular challenges. While these proposed by-law changes update some basic 
elements, as electronic and hybrid meetings have become more the norm, staff need to 
develop a more comprehensive and robust framework to adapt and address the 
challenges of electronic participation. 
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THE CORPORATION 

OF THE  

TOWN OF NIAGARA-ON-THE-LAKE 

BY-LAW NO. 5508-232025-XX 
 

PROCEDURE BY-LAW OF THE CORPORATION OF 
THE TOWN OF NIAGARA-ON-THE-LAKE 

 
WHEREAS section 238(2) of the Ontario Municipal Act, 2001, S.O. 2001, 

c.25, as amended (the “Act”) requires every municipality and local board to 

pass a procedure by-law for governing the calling, place and proceedings of 

meetings; 

 

AND WHEREAS the Council of the Corporation of the Town of Niagara-on-

the-Lake (the “Town”) deems it expedient to pass such a by-law.  

 

NOW THEREFORE THE COUNCIL OF THE CORPORATION OF THE 

TOWN OF NIAGARA-ON-THE-LAKE enacts as follows: 

 

1. DEFINITIONS: 

1.1. All capitalized words not defined in this section or elsewhere in this By-

law shall have the meaning ascribed to them in the Act.  The following 

terms have the following meanings: Committee of the Whole (COTW) 

consists of all members of Council and is broken down into two 

sections; Committee of the Whole – Planning and Committee of the 

Whole – General. COTW – Planning meetings will generally include all 

reports from the Community & Development Services Department, and 

all other departments shall report to COTW – General.  

1.2. “Accessible” means as defined in Provincial legislation. All meetings of 

Council will be held in a location that is inclusive and allows all 

residents to participate in Council’s proceedings. 

1.3. “Act” means the Municipal Act, S.O. 2001, c. 25, as amended or 

replaced from time to time. 

1.4. “Agenda” shall means the order of business for the Meeting which can 

be prepared electronically. 

1.5. “Amend” means a change in wording or substance of a motion prior to a 

decision of Council or COTW. 

1.6. “By-law” means a by-law of Council. manes an enactment, in a form 

approved by Council, passed for the purpose of giving effect to 

decisions or proceedings of Council. 

1.7. “Chair” shall means the Member who is appointed at the Inaugural 

Meeting approved by Council, to act as the Presiding Officer at 

Meetings of COTW, and the member of a Committee selected by the 
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Committee to act as the Presiding Officer at meetings of a Committee.  

The “Chair” shall mean the seat of office or authority of the Presiding 

Officer at Meetings. 

1.8. “Chief Administrative Officer” means the CAO of the Corporation of the 

Town of Niagara-on-the-Lake. 

1.9. “Clerk” shall means the Clerk or designate of the Corporation of the 

Town of Niagara-on-the-Lake. 

1.10. “Closed Meeting” means a meeting, or part of a meeting of Council or 

COTW which is closed to the public as permitted by the Municipal Act. 

Only the Lord Mayor and Councillors, designated staff and other 

persons specifically permitted by the Council, may attend pursuant to 

the criteria for closed meetings as set out in applicable Provincial 

legislation. 

1.11. “Committee” shall means a Committee appointed by Council. 

1.12. “Consent Motion Reports / Information Reports” means a listing of 

items that include, but are not limited to, those with no delegations, 

where no discussion is anticipated, informational items, 

noncontroversial, and routine matters and approved collectively by a 

single motion. 

1.13. “Council” shall means all Councillors of the Town’s elected 

representatives, comprised of the Lord Mayor and Councillors, whether 

present or absent from a Meeting. 

1.13.1.14. “Councillor” means a Member of Council, other than the Lord 

Mayor 

1.14.1.15. “Defer” means to remove a main motion from consideration until 

such time as provided for in the deferral motion. 

1.15.1.16. “Delegation” means an individual, group of individuals, firm or 

organization,  who has submitted a request for delegation to the Clerk 

or Recording Secretary within the prescribed timelines to address 

COTW or Council in relation to a matter appearing on the agenda or 

which is within the jurisdiction and mandate of the COTW or Council to 

take action on..  

1.17. “Deputy Lord Mayor” shall means a Member of Council who is 

appointed by by-law to act from time to time in the place of the Lord 

Mayor when the Lord Mayor is absent from the Town or absent through 

illness, or otherwise, or when the office is vacant, and while so acting, 

such Member has and may exercise all of the rights, powers and 

authority of Head of Council.  

1.16.1.18. “Head of Council” means the Lord Mayor of the Town. 

1.17.1.19.  “Electronic Participation” means participation in a meeting 

called and held, in full or in part, via electronic means (including 
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telephone, video conferencing, or via means of the internet) and with or 

without in-person attendance.  

1.20. “Emergency” shall means any period of time during which an 

emergency has been declared to exist in all or part of a municipality by 

the head of Council or the Province of Ontario under sections 4 or 7.01 

of the Emergency Management and Civil Protection Act. . 

1.18.1.21. “Friendly amendment” means the motion under debate is 

amended with the consent of the mover and seconder for the purposes 

of enhancement or clarification of the intent of the motion, and without 

the requirement of an amending motion to be made. 

1.19.1.22. “Lord Mayor” shall means the Head of Council of the Town. 

1.20.1.23. “Main Motion” meansis a formal proposal, by a Member of 

Council or a Committee, whose introduction brings business before the 

Meeting for consideration. 

1.21.1.24. “Majority Vote” means the affirmative vote of a majority of 

Councillors who are qualified to vote, after a quorum has been declared 

to be present at a meeting. 

1.22.1.25. “Meeting” means any meeting of Council or COTW or of a 

Committee where a Quorum is present, and at which Members discuss 

or otherwise deal with any matter in a way that materially advances the 

business or decision making of Council or the Committee. 

1.23.1.26. “Members” shall means the members of Council, and “Member” 

shall mean an individual member of Council. 

1.27. “Motion” means a proposal, moved by a member (and if applicable 

seconded by another member) for the consideration of Council or 

COTW or Committee.  

1.24.1.28. “Non-Pecuniary Interest” means a private or personal interest 

that a Member may have that is non-financial in nature and that would 

be considered by a reasonable person, apprised of all the 

circumstances, as being likely to influence the Member’s decision in 

any matter in which the non-pecuniary interest arises, and may include, 

but is not limited to, an interest that arises from a relationship with a 

person or entity.  

1.29. “Notice of Motion” means a verbal statement written notice 

received by the Clerk’s Office, given by a member, advising Council 

that thea motion  that is generally described will be brough forward at a 

subsequent meeting. 

1.25.1.30. “Open Meeting” means a meeting which is open to the public 

1.286.  “Pecuniary Interest” means a direct or indirect financial impact in 

accordance with the Municipal Conflict of Interest Act, R.S.O. 1990, 

c.M. 50. 
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1.297.  “Point of Order” means a concern about the order in which business is 

being considered, or about a procedure or procedures being used in the 

course of a meeting. 

1.3028. “Point of Privilege” means a concern about the health, safety, 

rights or integrity of the Member, Committee, or anyone present at the 

Meeting;means a concern about the right of the Lord Mayor  

  or a member of Council or challenge of the Chair. 

1.31. “Presiding Officer” shall refer tomeans any of the Lord Mayor, Deputy 

Lord  

  Mayor or any other member of Council who is presiding over Council  

  or a Committee. It shall also refer to the Chair, or Vice-Chair, when  

  presiding over a Meeting of COTW. 

1.320.  “Proceedings By-law” means a by-law passed at the conclusion    

    of a meeting confirming the actions taken at the meeting in respect to    

    each resolution and other actions taken, so that every decision of    

    Council at that meeting shall have the same force and effect as if  

    each and every one of them had been the subject-matter of a    

      separately enacted by-law. 

1.331.  “Public Meeting” means a meeting of Town Council conducted  

         pursuant to the Planning Act or other provincial legislation. 

1.342. “Quorum” meansis athe majority of the Members. 

1.353.  “Reconsideration” means revisiting a previously decided motion of    

       the Council for the purpose of rescinding the motion or changing the  

        core purpose and intent of the motion. 

1.36 “Recorded Vote” means a written record of the name and vote of each 

Member who votes on a question and of each Member present who 

does not vote. 

1.37 “Recording” means the action of recorded sound and/or video for 

subsequent reproduction or broadcast. 

1.38. “Recording Device” means any device used for the purpose of 

recording whether it be analogue, digital or other means, including but 

not limited to computers, cell phones, smartphones, tablets,  

voice records, cameras or any other similar device. 

1.39. “Refer” means to remove a main motion from consideration by directing 

the matter to staff/Committee for the provision of additional information. 

a time that additional information is available.  

1.39.1.40. “Regular Meeting” means a meeting of COTW or Council held at 

the times and dates specified in this by-law and approved by Council as 

part of an annual calendar 

1.41. “Roberts Rules” meansis a widely used manual of parliamentary 

procedure which contains rules of order for meetings and is a 

recognized guide to conduct meetings effectively and fairly. 
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1.40.1.42. “Special Meeting” means a separate meeting of Council or 

Committee held at a time different than a Regular Meeting and which is 

focused on one or more particular and specific items or subjects. 

1.41.1.43. “Spring Break”  shall means the week(s) designated as spring 

break by the District School Board of Niagara and the Niagara Catholic 

District School Board. 

1.42.1.44. “Statutory Holiday” shall means such dates proclaimed as 

holidays in the Holidays Act, R.S.C, 1985, c. H-5, as amended, and in 

the Legislation Act, 2006, S.O. 2006, as amended.  

1.45. “Two Thirds of CouncilMajority”  shall means for the purposes of voting 

two thirds (2/3) of all members present at the vote and not prohibited by 

statute from votingMeeting. 

1.43.1.46. “Town” means The Corporation of the Town of Niagara-on-the-

Lake 

1.47. “Vice Chair” shall means, with respect to the COTW, a Member who is 

appointed by the Lord Mayor and the member of a Committee who is 

appointed by the Committee to act in place of the Chair at a Meeting of 

COTW or a Committee, as the case may be, when the Chair is absent 

from the Town or absent through illness, or otherwise, or when the 

office is vacant, and while so acting, the Vice Chair shall and may 

exercise all of the rights, powers and authorities of the Chair as 

Presiding Officer of COTW or Committee.  

1.44.1.48. “Workshop” means a meeting convened for the purpose of 

education or training the Members, for providing the Members with 

information.  

 

2. GENERAL 

In all proceedings of Council, the COTW and Committees of Council, the 

following rules shall apply and be observed.  

2.1 The Meetings shall be open to the public and no person shall be 

excluded except for improper conduct or for closed session meetings as 

per the Municipal Act. 

2.2  No item shall be placed on the agenda with respect to a matter which is 

not within the jurisdiction of Council. The Lord Mayor and/or Chair, in 

consultation with the Clerk, will determine if a matter is within the 

jurisdiction of Council. 

2.3 Any rule contained in this by-law may be temporarily suspended, except 

for those rules that are set out by legislation, with the consent of at least 

two-thirds (2/3) vote of the whole Council members in attendance. This 

should be restricted to cases of extreme urgency. 

2.4 All procedures not specifically provided for in this by-law, in the Act, or 

by the Revised Statues of Ontario or Regulations, or otherwise 
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encompassed by Roberts Rules, shall be decided by a motion duly put 

and passed by a majority vote. 

2.5 The Clerk will be responsible to interpret the rules of procedure under 

this by-law. 

2.6  In all matters, points of order or questions of procedure arising, and not 

provided for in the rules herein contained, proceedings in Council, 

COTW and in Committees shall be governed by Roberts Rules in so far 

as they are not inconsistent with this by-law or the Act.   

2.7 Matters of procedure not governed by this by-law or dealt with in 

Roberts Rules shall be decided by a majority vote of Members present. 

2.82.6 Should any provision of this By-law be or become in conflict with any 

statue of the Province of Ontario or with any specific procedure 

approved by Council and still in effect for certain matters, the statue or 

specific procedure shall prevail. 

2.92.7 No person other than a member of Council and officials of the 

Corporation shall, without the prior permission of the Lord 

Mayorpresiding officer, be allowed past the podium. 

2.10 Following a municipal and school board election, the Clerk shall provide 

each Councillor with a copy of this by-law, including any amendments 

thereto. 

 

3 USE OF ELECTRONIC DEVICES 

Members and members of Committees shall devote their complete and 

undivided attention to the business at hand at the Meeting and shall only use 

the iPad and/or laptop provided by the Town.  Cell phones, personal tablets, 

and other electronic devices shall not be used by Members and members of 

Committees during Meetings unless use of their personal device is required for 

visibility or accessibility reasons without the prior consent of the Chair and if so 

approved, such devices shall be used during the meeting exclusively to 

facilitate participation. 

 

4 MEETINGS OF COUNCIL 

  Inaugural Meeting 

4.1  The inaugural Meeting of the new Council shall be held within five (5) 

business days after the new Council takes power as per the Municipal 

Elections Act.  The inaugural Meeting is to be set by the Lord Mayor as 

to time and location.  Any reception following the inaugural proceedings 

will be open to the public in attendance. 

4.2 At the inaugural Meeting of each new Council, a Deputy Lord Mayor will 

be filled by by-law, by the Councillor who received the greatest number 

of votes in the election, who in the absence of the Lord Mayor shall act 
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in his/her place and shall preside at the Council Meetings with all 

powers and obligations of the Lord Mayor.   

4.3 At the inaugural Meeting of the new Council, the Lord Mayor shall 

nominate for approval by Council, the appointments to the Chair for 

each COTW meeting. The Chairs shall rotate annually every three (3) 

months and the schedule of rotations shall be updated every two (2) 

years with every Councillor being a Chair at least once in the term of 

Council.   

 

 Schedule of Meetings 

4.4 The Clerk will prepare a schedule of Meetings for Council, COTW 

Planning and COTW General in the current year for the next year, well 

in advance, for Council consideration. The Meeting schedule will be 

determined such that a Meeting shall not fall on a Statutory Holiday or 

on the Tuesday of Spring Break.  

4.5 The time of the Council and COTW General Meetings will be 6:00 p.m. 

9:30 a.m., unless otherwise called by the Lord Mayor. The time of the 

COTW Planning Meeting will be 6:00 p.m., unless otherwise called by 

the Lord Mayor. Committees of Council will meet at a time that is 

convenient for its members and requisite Town staff. 

4.6 The time of the Closed Session Meetings will be immediately following 

the open session agenda, if the meeting adjourns at 12:30 p.m. then 

the closed session would commence at 1:00 p.m. unless otherwise 

determined based on the scheduling of the agenda. The time will be 

determined by the Clerk in consultation with the Lord Mayor. The time 

will be determined by the Clerk in consultation with the Lord Mayor.  

4.74.6 Councillors will advise the Clerk if they are unable to attend a regular or  

 Special Meeting. If the Clerk becomes aware that a quorum will not be 

available for a scheduled meeting, the Clerk shall notify the Lord Mayor 

and make the necessary arrangements to cancel and / or reschedule 

the meeting to an alternate date and time. 

4.7 The Clerk may in consultation with the CAO send out calendar dates to 

hold for potential future meetings as may be required. 

4.8 No meeting of COTW or Council shall be held in the absence of Clerk 

or and  their designate, including Closed Session meetings, in 

accordance with the requirements of the Municipal Act, as amended. 

 

 Cancellation of Meeting 

4.9 If it is determined by the Lord Mayor that there is insufficient business 

on the Agenda to justify the holding of a scheduled Meeting, the Lord 

Mayor has the authority to cancel the scheduled Meeting. Notice of 

cancellation of the Meeting shall be provided to all Members and to the 
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public no later than noon on the Friday of the week preceding the 

scheduled Meeting which is to be cancelled. 

 

Extension of Meeting 

4.910 All meetings of Council,  or COTW General or will adjourn when all 

business on the agenda of Council is complete, or at 12:30 p.m., 

whichever is earlier. All meetings of COTW Planning will adjourn when 

all business on the agenda is complete, or at 10:00 p.m., whichever is 

earlier. 

4.101  Where the business before Council, COTW-General or COTW-

Planning has not been completed by either 12:30 p.m. (Council or 

COTW General) or 10:00 p.m. (COTW Planning), a motion may be 

passed by two-third (2/3) vote of the Councillors present to proceed 

beyond the hour as noted to continue any unfinished business. 

4.112  No meeting will proceed beyond 1:30 p.m. (Council or COTW General) 

or 11:00 p.m. (COTW Planning). 

4.123  Unless directed otherwise prior to the adjournment of the meeting, any 

unfinished business will be discussed at the next scheduled meeting. 

 

Special Meeting 

4.134 The Lord Mayor may at any time call a Special Meeting whenever 

requested by a majority of the other Members.   

4.145 The CAO may request a Special Meeting be called in consultation with 

the Lord Mayor should an urgent matter arise.  

4.156 Notice of the Special Meeting shall be delivered to each Councillor as 

expeditiously as possible and should include an agenda which shall set 

out the matter(s) to be considered. 

4.16 No business may be dealt with at a Special Meeting of Council other    

    than that specified on the agenda. 

 

 Electronic Meetings  

4.178 Members of Council, Committees of Council may participate 

electronically in any regular Council, Special Meeting or Committee 

Meeting. 

4.18 Members appearing virtually must for the purpose of quorum have their 

camera on at all times, unless otherwise given permission by the 

presiding officer. 

4.19 Members attending and present during an Electronic Meeting shall be 

counted for purposes of quorum at the commencement and at any point 

in time during the meeting and shall be entitled to vote as if they were 

attending the meeting in person.  
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4.20 A member participating electronically may be required to verbally affirm 

their vote by the Chair. 

4.21 An Electronic Meeting may include a Closed Session, which shall be    

    conducted in the absence of the public. 

4.22 An Electronic Meeting shall permit public delegations in accordance  

    with the Town’s Delegation Request Policy. 

4.23 Where the Rules of Procedure conflict with the need to facilitate  

    electronic participation, the Lord Mayor, in consultation with the Clerk,      

    shall have the authority to modify the Rules of Procedure to ensure    

    Members can effectively participate in the meeting. 

4.24 The Clerk, in consultation with the Lord Mayor, shall establish practices  

    and procedures for electronic participation. 

4.25 Artificial Intelligence (AI) invitations are not permitted for the purposes 
of notetaking or otherwise.  

4.244.26 Members and delegations participating electronically are 

required to do so from an environment conducive to participating in a 

meeting. 

4.254.27 Members must notify the Clerk or recording secretary at least 24 

hours prior to the meeting of their intent to participate electronically. 

4.28 The meeting shall begin with a roll call to determine which members are  

     participating electronically. Members will be required to audibly indicate    

     their presence, or they will be noted as absent. 

4.29 The Chair is not permitted to preside over a hybrid meeting remotely by 

electronic means, unless in the case of an emergency. The Vice-Chair, or 

in the absence of the Vice-Chair, another Member, attending in person 

shall preside over the meeting. This rule does not apply to fully virtual 

meetings.  

4.264.30 Members shall not be permitted to share their screen 

electronically unless granted permission from the Chair. 

4.27 All votes during a meeting where some or all members are participating  

 electronically may be recorded votes, at the discretion of the Chair.  

4.284.31 Should a delegate wish to present electronically the regular rules 

of delegations as set out in the policy will apply.  

4.294.32 The Clerk may provide for the electronic participation of Staff, 

including electronic participation of the Clerk. 

 

5 NOTICE OF MEETINGS 

5.1 The Clerk will provide notice to the public of all meetings of Council and 

COTW- General and COTW-Planning, agendas, cancellations and 

rescheduling by: 

a) posting the annual meeting schedule on the Town’s website; 
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b) updating the Town’s website calendar within twenty-four (24) hours 

of any changes made to the schedule. 

The Staff Liaison will post the same for all Committees of Council. 

5.2 Notice of Special Meetings called in accordance with this by-law shall 

be sent electronically to each member so as to be received not later 

than 24 hours before the hour appointed for the Special Meeting. 

5.3 An emergency meeting may be held, without written notice, to deal with 

an emergency situation, provided that an attempt has been made by 

the Clerk to notify the members about the meeting as soon as possible 

and in the most expedient manner available. 

 

6. CLOSED SESSION  

6.1 In accordance with Section 239(2) and 239(3) of the Municipal Act, S.O. 

2001, c. 25, a meeting or part of a meeting may be closed to the public if 

the subject matter being considered is: 

(a) the security of the property of the municipality or local board; 

(b) personal matters about an identifiable individual, including municipal or 
local board employees; 

(c) a proposed or pending acquisition or disposition of land by the 
municipality or local board; 

(d) labour relations or employee negotiations; 

(e) litigation or potential litigation, including matters before administrative 
tribunals, affecting the municipality or local board; 

(f) advice that is subject to solicitor-client privilege, including 
communications necessary for that purpose; 

(g) a matter in respect of which a council, board, committee or other body 
may hold a closed meeting under another Act; 

(h) information explicitly supplied in confidence to the municipality or local 
board by Canada, a province or territory or a Crown agency of any of 
them; 

(i) a trade secret or scientific, technical, commercial, financial or labour 
relations information, supplied in confidence to the municipality or local 
board, which, if disclosed, could reasonably be expected to prejudice 
significantly the competitive position or interfere significantly with the 
contractual or other negotiations of a person, group of persons, or 
organization; 

(j) a trade secret or scientific, technical, commercial or financial information 
that belongs to the municipality or local board and has monetary value 
or potential monetary value; or 

(k) a position, plan, procedure, criteria or instruction to be applied to any 
negotiations carried on or to be carried on by or on behalf of the 
municipality or local board. 

 

a) the security of the property of the municipality or local board; 

b) personal matters about an identifiable individual, including 

municipal or local board employees; 
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c) a proposed or pending acquisition or disposition of land by the 

municipality or local board; 

d) labour relations or employee negotiations; 

e) litigation or potential litigation, including matters before 

administrative tribunals, affecting the municipality or local board; 

f) advice that is subject to solicitor-client privilege, including 

communications necessary for that purpose; 

g) a matter in respect of which a council, board or committee or 

other body may hold a closed meeting under another Act; 

h) a request under the Municipal Freedom of Information and 

Protection of Privacy Act, if the council, board, commission or 

other body is the head of an institution for the purpose of the Act; 

i) an ongoing investigation respecting the municipality, a local 

board or a municipally-controlled Corporation by the 

Ombudsman appointed under the Ombudsman Act, and 

Ombudsman referred to in subsection 223.13(1) of the Municipal 

Act, or the investigator referred to in subsection 239.2(1) of the 

Municipal Act; 

j) educational or training of the member where at the meeting, no 

member discusses or otherwise deals with any matter in a way 

that materially advances the business or decision-making of the 

council, local board or committee. 

k) information explicitly supplied in confidence to the municipality or 

local board by Canada, a province, or territory or a Crown 

agency or any of them. 

l) a trade secret or scientific, technical, commercial, financial or 

labour relations information, supplied in confidence to the 

municipality or local board, which if disclosed, could reasonably 

be expected to prejudice significantly the competitive position or 

interfere significantly with the contractual or other negotiations or 

a person, groups of persons or organization. 

m) a trade secret or scientific, technical, commercial or financial 

information that belongs to the municipality or local board and 

has monetary value or potential monetary value. 

n) a position, plan, procedure, criteria or instruction to be applied to 

any negotiations carried on or to be carried on by or on behalf of 

the municipality or local board. 

In accordance with Section 239(3) of the Municipal Act, S.O. 2001, c. 25, a 

meeting or part of a meeting may be closed to the public if the subject matter 

being considered is: 
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(a) a request under the Municipal Freedom of Information and Protection of 
Privacy Act, if the council, board, commission or other body is the head 
of an institution for the purposes of that Act; or 

(b) an ongoing investigation respecting the municipality, a local board or a 
municipally-controlled corporation by the Ombudsman appointed under 
the Ombudsman Act, an Ombudsman referred to in subsection 223.13 
(1) of this Act, or the investigator referred to in subsection 239.2 (1). 
2014, c. 13, Sched. 9, s. 22. 

(3.1) A meeting of a council or local board or of a committee of either of them 
may be closed to the public if the following conditions are both satisfied: 

1. The meeting is held for the purpose of educating or training the 
members. 

2. At the meeting, no member discusses or otherwise deals with any matter 
in a way that materially advances the business or decision-making of 
the council, local board or committee. 

 

6.2 Prior to holding a Meeting or part of a Meeting that is to be closed to the 

public, Council, COTW or Committees of Council shall pass a motion 

stating: 

1) the fact of the holding of the closed Meeting;   

2) the specific provision under the Municipal Act that permits the item 

to be considered in a closed session; and 

3) the general nature of the matter to be considered. 

6.32  Councillors are not permitted to discuss any additional matters during a 

closed session. 

6.4 When in a closed meeting a vote will not be taken unless the vote is for 

a procedural matter or for giving directions or instructions to officers, 

employees or agents of the municipality, local board or committee of 

either of them or persons retained by or under a contract with the 

municipality or local board. 

6.5 On reconvening in an open meeting the Chair will accept a motion 

regarding the matters discussed in the closed meeting, or alternatively 

advise that direction has been given during the closed session in 

accordance with the Municipal Act. 

6.6 The use of electronic devices, other than devices containing meeting 

information by Councillors during a closed meeting is strictly prohibited. 

Under no circumstance is a Councillor to record the proceedings. 

However, the Clerk or designate may utilize a recording device as a 

transitory means to facilitate preparation of the official minutes. record 

the proceedings for record purposes. 

 
7 CONDUCT OF MEETINGS  

 Calling Council Meeting To Order 

7.1 As soon after the hour set for the Meeting, or as soon after the hour as 

set by the notice calling a Special Meeting, a quorum is present, the 
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Lord Mayor or Presiding Officer shall take the chair and call the meeting 

to order. 

7.2 In the event the Lord Mayor is not present within fifteen (15) minutes of 

the time appointed for the Meeting, and a quorum is present, the 

Deputy Lord Mayor shall call Council to order and shall preside during 

the Meeting or until the arrival of the Lord Mayor. 

7.3 In the absence of the Lord Mayor, or if his or her office is vacant or if 

they refuse to act, and in the absence of the Deputy Lord Mayor, the 

Clerk shall call Council to order and, if a quorum is present, the 

Members shall choose a Presiding Officer by a majority vote and the 

Presiding Officer shall have all of the powers of the Lord Mayor during 

such absence or vacancy or refusal to act. 

7.4 If there is no quorum present within fifteen (15) minutes after the hour 

set for a regular Meeting of Council or within fifteen (15) minutes of the 

hour appointed in the notice calling a Special Meeting, the Clerk shall 

call the roll and record the names of the Members that are present and 

Council shall stand adjourned until the next regular Meeting or until any 

Special Meeting is called. 

7.5 Where the number of members who are unable to participate in a  

 meeting by reason of the provisions in the Municipal Conflict of  

 Interest Act, R.S.O. 1990, c.M. 50, such that at the meeting the  

 remaining members are insufficient to constitute quorum, the 

 remaining members will be deemed to constitute a quorum. 

7.6 If during the course of a meeting, quorum is lost, the Chair will  

 declare the meeting recessed temporarily or adjourned until the 

 date of the next scheduled meeting.  

7.7 The Presiding Officer may call for a temporary recess after 2 hours 

 from the start time of a meeting. 

 
8 MEETING AGENDA 
8.1 Prior to each Meeting, an Agenda complete with all documents 

referenced in the Agenda shall be prepared to be brought before 

Council and COTW. 

8.2 The agenda for each regular Council and COTW General and COTW-

Planning meetings will be posted to the Towns website no later than the 

Thursday evening preceding the meeting. Agendas for Committees of 

Council will be posted to the Towns website no later than 4:00 p.m. the 

Friday preceding the meeting. 

8.3 The agenda for a Special Meeting will be posted on the Town’s website 

not less than twelve (12) hours before the time set for such meeting. 

8.4 All reports, notices, motions and any other material to be included in the 

agenda for a regular meeting (save and except those previously 
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introduced at a meeting via Notice of Motion) shall be delivered to the 

Clerk, by 9:00 a.m. on the Thursday preceding the meeting.  

8.5 Delegations are added to the Agenda as per the Delegation Policy of 

Council attached as Schedule “A”, which is subject to change. 

 

Order of Business – Council and COTW 

8.6  As soon as a Meeting is called to order the business of the Meeting 

shall be dealt with in the following order:, unless the order is altered by 

the Lord Mayor: 

a) Call to Order  

b) Focus Statement * 

c) O Canada*  

d) Adoption of Agenda 

e) Conflict of Interest 

d)f) Closed Session (if applicable) 

e)g) Adopt Council and Committee of the Whole Minutes* 

f) Conflict of Interest  

g)h) Public Meetings 

h)i) Proclamations* 

i)j) Next COTW and Council Meeting Dates*   

j)k) Lord Mayor’s Report* 

k)l) Members’ Announcements* 

l)m) Delegations 

m)n) Response to Delegations from Council 

n)o) Staff Presentations 

o)p) Consent AgendaRecommendation Reports  

p)q) Information Reports and Information Items Packages  

q)r) Adopt Committees of Council Minutes* 

r)s)Motions*  

s)t) Notice Of Motion 

t) New Business 

u) Closed session (if applicable) 

v)u) By-Laws* 

w)v) Adjournment 

* Not Applicable in COTW 

8.7 The order of business may be affected without requiring amendment to 

this by-law at the discretion of the Clerk, in consultation with the Lord 

Mayor, and all business shall be dealt in the order on which it appears 

on the agenda unless otherwise decided by Council on a majority vote 

under Adoption of Agenda.All business shall be taken up in the order as 

shown on the agenda unless the order is altered by the Lord Mayor.  

8.8 Adoption of Agenda  
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1) The agenda for a meeting shall be adopted by a resolution at the 

start of the meeting  

2) Any matter may be deleted or deferred from the agenda by 

majority vote with the exception of the items which may be 

removed by the applicable party or Town Staff prior to the start of 

the meeting. 

3) In the absence of a Notice of Motion, the addition of any new 

time-sensitive business shall require a two-thirds (2/3) vote of the 

Members present in order to be added to the agenda. 

 

 
 Delegations 

The Delegation Policy of Council, attached as Schedule “A” shall 

govern the delegation process.  Council may vary from the Delegation 

Policy with a vote of tTwo-tThirds (2/3) of the members of Council in 

attendance. 

 

  Questions / Speaking 

8.78.9 Councillors will be permitted to ask each delegate questions at a time 

directly relating to the matter under consideration. 

8.88.10 A Councillor may ask a question only for the purposes of 

obtaining facts relevant to the matter under discussion and necessary 

for clear understanding. Questions are not to be used as a means of 

making statements. 

8.98.11 All Councillors will address their questions through the Presiding  

      Officer. 

8.12 The Presiding Officer will recognize the Councillors who wish to speak 

in the order that they come to their attention.  

8.108.13 The Lord Mayor is addressed as “Lord Mayor (surname)” or as 

“Your Worship”. A Councillor is addressed as “Councillor (surname)”. 

 

Public Meetings convened under the Planning Act, R.S.O. 1990, c. 
P.13, 

8.118.14 Speakers will be permitted without prior registration during any 

public meeting. When practical Tthe Town will provide an online 

registration form on the Town website where residents can register to 

speak.  

8.128.15 Speakers heard during a public meeting will be permitted to 

speak for a maximum of five (5)ten minutes.  

8.138.16 Speakers will only be permitted to speak once during a public 
meeting. 
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8.17 During a public meeting, if an individual provides written comments to 
the Town, the individual cannot address the same content during the 
public meeting process. 
 
Lord Mayor’s Report 

8.18 The Lord Mayor’s Report shall be prepared on the Lord Mayor’s 
letterhead and provided to the Clerk for inclusion on the agenda no later 
than 12 p.m. (noon) the Wednesday prior to the meeting.  

8.19 In the year of a regular municipal election the Lord Mayor’s Report will 
not be permitted between the first day of the nomination period and 
voting day, as defined by the Municipal Elections Act, 1996 
 
Members Announcements 

8.20 A Member shall be permitted to make an announcement, which shall be 
for the sole purpose of informing other Members and the general public 
on items of interest, such as recognizing exceptional events, groups, 
people, achievements and to raise public awareness of important 
issues in the Town.  

8.21 Announcements by Members shall be provided in writing to the Clerk 
for inclusion on the agenda no later than 12 p.m. (noon) the Wednesday 
prior to the meeting.  

8.22 Announcements shall not include personal comments on pending or 
past Council business; or to raise issues of a personal nature. 
Announcements shall not be permitted where practically the same 
result of the announcement is more appropriately obtained through 
some other parliamentary motion.  

8.148.23  In the year of a regular municipal election, announcements will 
not be permitted between the first day of the nomination period and 
voting day, as defined by the Municipal Elections Act, 1996. 
 
 

9 BY-LAWS 

9.1 Every by-law being considered will be listed on the Council agenda by 

an identifying number, followed by a description of the intention of the 

by-law. 

9.2 Every by-law will be in writing and shall require at least one (1) reading 

prior to being enacted by Council.  

9.3  Unless separated at the request of a Councillor, all by-laws proposed 

for adoption will be passed collectively by a single motion.  

9.4 The Clerk is authorized to make minor corrections to any by-laws 

results from technical or typographical errors prior to the by-law being 

signed.  

9.5 Every by-law which is enacted by Council shall be signed by the Lord 

Mayor, or Presiding Officer who presided at the Meeting at which the 

by-law was passed, and by the Clerk and sealed with the seal of the 

Corporation and becomes part of the official record.  

9.6 A by-law will be passed for each regular or special Council, COTW 

meeting to confirm the proceedings.  
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10 MINUTES 

10.1 The minutes of each Council, Special Council or COTW meeting shall 

be presented at the next regular Council meeting.  

10.2 Minutes shall be recorded in accordance with the provisions of the 

Municipal Act. 

10.3 The minutes shall record: 

1) the place, date and time of meeting; 

2) the name of the Chair, and the attendance of Council and staff. 

Should a Member leave prior to adjournment, the time shall be  

noted; 

3) all declarations of conflicts of interest; 

4) the motions considered and votes taken by Council; and 

5) except as provided elsewhere in this by-law, all the other 

decisions or authorized actions without note or comment; 

6) the time of adjournment 

10.4 The minutes of each meeting of the Committees of Council shall be 

presented to Council.  

10.5 The Clerk shall be authorized to make minor technical or clerical 

corrections to the minutes after they have been adopted, so long as the 

intent and integrity of the information and/or resolution is not changed 

10.6 Should a Member wish to lift an item from the Minutes of COTW for 

discussion at a Council meeting, the Member shall notify the Clerk in 

writing no later than 12 p.m. (noon) the day of the meeting, with the 

resolution and/or item number, and indicate the nature of the reason for 

additional discussion. 

10.7 Should an item lifted from COTW be lifted for the purposes of voting, if 

the outcome is approval of the resolution any corresponding by-laws on the 

Council agenda shall immediately be moved up and voted on.  

10.8 A Member may only lift an item from the Previous Minutes of Council or 

Previous Minutes of Committee of Adjustment in order to correct errors or 

omissions, which changes shall require a majority vote of Council. 

 

11 NOTICE OF MOTION 

11.1 A notice of motion may be introduced by any Member at a regular 

Meeting of Council or COTW for consideration at the next or a 

subsequent regular Meeting of Council, and the same shall then be 

included in the notice of the Meeting at which it is to be considered. 

11.2 All Notices of Motion must be received by the Clerk by 12:00 p.m. on 

the Wednesday prior to the Meeting at which the motion is to be 

considered. Failing to do so, will result in a delay to the next meeting. If 

at the third meeting such Notice of Motion is not proceeded with, it shall 

be deemed to have been withdrawn.  
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11.1 A notice of motion is a written notice given prior to introduction by a 

Member of Council of their intent to introduce the matter for 

consideration by Council at a subsequent meeting. Before introducing a 

notice of motion, a Member of Council is encouraged to consult with the 

appropriate members of Town staff and the Chief Administrative Officer 

regarding the subject matter of their notice of motion. A Member of 

Council may only introduce a notice of motion by providing the Clerk a 

written copy of the notice of motion, duly signed by the mover and a 

seconder, no later than noon (12 p.m.) on the Wednesday prior to the 

Council/COTW for introduction.  

11.2 A notice of motion must have a seconder before it is included on the 

agenda. The seconder must confirm their approval in writing to the 

Clerk by the deadlines indicated in section 11.1. 

11.3 The notice of motion shall be printed in full on the agenda under Notice 

of Motion and shall come forward at a subsequent meeting under 

Motions to be considered at that time. 

11.4 A notice of motion shall only be introduced at COTW and Council 

meetings. 

11.5 Upon receipt of a notice of motion, the Clerk shall have discretion to 

determine if the Notice of Motion is properly the subject matter of a 

Closed Session meeting. If the Clerk so determines and if matter is 

permitted to be discussed in Closed Session pursuant to section 239 of 

the Municipal Act, 2001, the Clerk shall so advise the Member, and the 

Member must provide a Notice of Motion to be read in Open Session 

and a detailed Notice of Motion to be read in Closed Session. Both 

motions will be printed on the agenda and read in full, for consideration 

at the next meeting.  

11.6 It is at the discretion of the Clerk and Chair to determine if a Notice of 

Motion is out of order and not include it on the agenda, which shall 

include, but shall not be limited to:   

 (a) Litigation or potential litigation, including those matters which 

are before and under the jurisdiction of any court or 

administrative tribunals. 

 (b) Matters beyond the jurisdiction of the Town.  

 (c) Information contained in the motion has been determined to 

be false or misleading and requires correction 

11.7 Members are encouraged to consult with the CAO and/or Directors to 

ensure any technical information contained within the notice of motion 

is accurate, actionable, and aligns with Council’s Strategy Priorities. For 

greater clarity, despite being consulted on technical information 

contained within a notice of motion, Town staff shall not be required to 

agree with the merits of the motion being presented by a Member of 
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Council, nor shall consulting with Town staff be construed as approval 

of such motion. 

12 INFORMATION PACKAGESINTRODUCTION OF BUSINESS  
 When a notice of motion has not been given, New Business may be  

introduced at a regular Meeting under adoption of the Agenda.  

Requests shall be limited to future staff reports, procedural item or 

request to correspond with an outside agency with the intent that the 

specific item appears on a future Council agenda. Staff direction shall 

be by resolution in writing to the Clerk prior to the adjournment of the 

meeting. The said resolution shall include the specific direction and 

expected date of receipt of report by Council.  

Communications including emails, correspondence and other such 

documents for the attention of Council, other than reports and memos 

from staff, shall be included in the Council Information Package which is 

distributed on Thursdays on a weekly basis as necessary. The Clerk or 

designate, in consultation with the Chief Administrative Officer, as may 

be required, shall determine the contents to be included in the Council 

Information Package. The Information Package may include but is not 

limited to resolutions from other municipalities, correspondence from 

the Niagara Region, correspondence from Boards, Commissions, 

Federal Agencies, and the Chamber of Commerce, Town Media 

Releases and Statements, Notices, Annual Reports from the IPC, 

Ombudsman, and MPAC and items requested to be included by the 

Lord Mayor or Members of Council. The Clerk or designate is 

authorized to exclude items outside of municipal jurisdiction, repetitive 

motions and resolutions as well as correspondence in support of 

motions and resolutions previously provided to Council.  

 

No later than 12:00 pm (noon) on the Monday following distribution, any 

Member may raise a communication that is listed in the Council 

Information Package by requesting that it be included in the agenda 

update/addendum for the subsequent meeting.  

 

 
13 RULES OF DEBATE AND DECORUM 

13.1 Council Members shall govern themselves according to Council’s Code 

of Conduct and Council-Staff Relations Policy.  

13.2 Council Members shall, unless for a medical reason or otherwise 

instructed to do so, remain seated during all proceedings.may remain 

seated during all proceedings. 

13.213.3 Members must address the presiding Member by their title of 

Chair/ Lord Mayor, Vice-Chair/Deputy Lord Mayor.  
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13.4 The Presiding Officer shall preside over the conduct of the meeting 

including the preservation of order and decorum, ruling on points of 

order and deciding all questions relating to the orderly procedure of the 

meeting, subject to an appeal to the Council.preserve order and rule on 

points of order and privilege.  

13.5 If the Presiding Officer desires to take part in a debate or to leave the  

chair for any other reason, the Presiding Officer shall appoint another 

Member to act until the Presiding Officer resumes the chair. 

13.6 Every member desiring to speak shall raise their handindicate so in 

order to be recognized by the Presiding Officer. 

13.7 Every Member, who wishes to speak to any question, motion or matter 

shall address their remarks through the Presiding Officer. 

13.8 When two (2) or more Members arise to speak at the same moment, 

the Presiding Officer shall name the Member who shall speak first. 

13.9 When the Presiding Officer is putting a question or motion, no Member 

may leave their place or make any noise or disturbance until the result 

is declared. 

13.10 No Member shall interrupt a Member who has the floor except to raise a 

point of order, to ask a question of privilege, to ask a question of Quorum, 

to ask that the vote be taken again.A Member may ask a question only for 

the purpose of obtaining facts relevant to the matter for a clear 

understanding. All questions will be stated succinctly and will not be used 

as a means of making statements or assertions. 

13.11 Members are encouraged to provide questions to Town staff prior to the 

Meeting in order to foster an informed discussion. 

13.1013.12 A member called to order by the Presiding Officer shall 

immediately cease further comment and may appeal the call to order to 

Council. Council, if appealed to, shall decide on the case without debate 

and by way of a majority vote of the members present. If there is no 

appeal, the decision of the Presiding Officer shall be final. 

 

13.1113.13 No Member shall: 

1) use offensive words or speak disrespectfully of the Mayor, Members   

    of Council, staff or the public; 

2) speak on any subject other than the subject under debate; 

3) speak to any question or matter and immediately thereafter present a 

motion 

34) speak in contempt of any decision of Council; 

5) leave his or her seat or make any noise or disturbance while a vote is 

being taken or until the result is declared; or 
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6) interrupt a Member who has the floor except to raise a point of order, 

to ask a question of privilege, to ask a question of Quorum, to ask that 

the vote be taken again. 

67) refuse to obey the rules, or 

78) disobey athe rules or decisions of the Presiding Officer on 

questions of points of order or privilege, or upon the interpretation of the 

Rules of Procedure. 

13.1213.14 In the case of a Member using offensive words, refusing to obey 

the rules or refusing to obey the orders of the Presiding Officer, the 

Presiding Officer may order the Member to leave the Meeting. If an 

apology, in the opinion of the Presiding Officer, is made by the 

offending Member, the Member may be permitted, by a majority vote of 

those Members present, to resume the Member’s seat or to resume 

addressing the Members of the Meeting as the case may be. 

13.1313.15 Any Member at any time during debate, but not so as to interrupt 

a Member then speaking, may request that the question, motion or 

matter under discussion be read. 

13.1413.16 No Member, without leave of the Presiding Officer, shall speak 

more than once to the same question, motion or matter except in 

explanation of a material part of the speech which may have been 

misconceived and, in doing so shall not introduce any new matter. No 

Member will be permitted to speak a second time on an item of business 

until every Councillor who desires to speak has spoken. 

13.1513.17 No Member, without leave of the Presiding Officer, shall speak to 

the same question, motion or matter or in reply, for no longer than fiveten 

(510) minutes, except that a Member who has moved a main motion or 

resolution shall be allowed to reply.  

13.1613.18 Non-alcoholic beverages may be consumed, but food shall not 

be permitted in the Council Chambers during a Meeting. 

13.1713.19 The Presiding Officer may expel or exclude from any Meeting 

any person who: 

a) Addresses Council without permission; 

b) Engage in an activity or behavior or make an audible noise 

that could affect the Council meeting or deliberations; 

c) Bring any signs or placards into the meeting location; 

d) No person shall make detrimental comments, speak 

disrespectfully or malign the integrity of the Lord Mayor, 

Members of Council, Staff or the Public.   

13.18 Any person who contravenes any provision of this section may be 

expelled from the meeting by the Presiding Officer 

13.19 The Presiding Officer shall rule on improper conduct and the decision is 

final and not subject to appeal. 
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14  PRIVILEGE AND ORDER  

Question of privilege  

14.1  If a Member of Council believes that their individual rights, privileges or 

integrity or those of the Members collectively have been prejudicially affected, 

the Member asks the Presiding Officer to raise a question of privilege.  

a) The Member making the request is not permitted to enter into any 

argument or introduce any motion related to the question of privilege. 

b) A question of privilege suspends debate on the matter under 

consideration at the time until the question is decided.  

 

Integrity of Staff  

 

14.2 If the Presiding Officer determines that the integrity of a staff member has 

been impugned or questioned, the Presiding Officer may permit the CAO or 

most Senior Manager present to make a statement to Council.  

 

Point of order  

14.3 When a Member of Council wants to call attention to a violation of these 

rules, the member may raise a point of order. Upon recognition by the 

Presiding Officer, the Member states the point of order succinctly and the 

Presiding Officer decides upon the point of order.  

 

Appeal  

14.4 Unless a Member of Council immediately appeals the Presiding Officer’s 

decision to the Council, the decision of the Presiding Officer is final.  

14.5 If the decision of the Presiding Officer is appealed, a seconder is required 

and the members decide whether the ruling of the Presiding Officer is to be 

sustained without debate and its result is final.  

14.6 Notwithstanding section 15.3, a motion to appeal the decision of the 

Presiding Officer is always in order and has no ranking below other motions. 

 

15 MOTIONS 

Motions Generally  

14.115.1 All substantive motions requires a mover and if applicable a 

seconder   

    before being put on the floor for debate. When a motion is presented, it    

    shall be read by the Clerk before debate.  

14.215.2 After a motion is read by the Clerk, it shall be deemed to be in 

the possession of the Members but, with the permission of the Members,  

    may be withdrawn at any time by the mover of the motion before  

    decision or amendment. 
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14.315.3 When a Main Motion is under debate, no other motion shall be 

received except a motion for the following purposes: 

1) to postpone indefinitely (deferral motion without a    

     specific meeting date); 

2) to amend; 

3) to refer;  

4) to postpone to a definite time; (deferral motion with   

               a specific meeting date); 

5) to limit debate or extend debate; 

6) to move the previous question or questions;  

7) to table the Main Motion; 

8) to suspend the rules of procedure; 

9) other procedural motions, such as point of order or privilege, as  

                deemed appropriate by the Presiding Officer. 

14.415.4 Whenever the Presiding Officer is of the opinion that a motion is 

contrary to the rules and privileges contained in this by-law, the 

Presiding Officer shall advise the Members and shall cite the rule 

applicable.   

14.515.5 A motion beyond the jurisdiction of Council shall not be in order 

except a matter that, in the opinion of the majority of Council, has to do 

with the welfare of citizens generally. The question of the opinion is to 

be decided without debate. 

 

Motion to Reconsider 

14.615.6 Any proposal to reconsider, amend or rescind a previous 

decision of Council made within its current term shall require a motion of 

reconsideration. 

154.7 A motion to reconsider a previous decision of Council at a subsequent 

meeting: 

 a) may only be introduced by a Councillor who was present at the 

meeting and voted in the majority when the decision was made or who 

was not present at the meeting when the decision was made; 

 b) will be introduced as a notice of motion; 

  c) requires an affirmative vote of two-thirds vote of the Councillors 

present. 

154.8 The mover of the reconsideration will specify whether the 

reconsideration will address the entire original decision or part of the 

original decision. 

154.9 Debate on a motion for reconsideration will be confined to reasons for 

or against reconsideration. 

15.10 Discussion of the previous decision will not be in order until the motion 

to reconsider has been adopted.  
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15.11 Where the motion to reconsider is approved, reconsideration will 

become the next order of business unless the motion to reconsider 

included direction to postpone reconsideration to a definitive date. 

15.12 A resolution that was decided by Council cannot be reconsidered if 

action has been taken in implementing the resolution in legally binding 

commitments that are in place on the date of the motion to reconsider is 

considered by Council. 

15.13 A decision of Council can only be reconsidered once during a term of 

Council. A motion to reconsider a previous reconsideration will never be 

in order. 

 

16 VOTING 

Voting will be conducted in the following order: 

 a) amendment to any amending motion; 

 b) the amending motion; 

 c) the main motion (as amended or as originally presented). 

 

16.1 The Presiding Officer shall, except when disqualified to vote by reason 

of conflict of interest or otherwise, vote with the other Members on all 

motions.  

16.2 When the motion under consideration contains multiple 

recommendations, a Councillor may request that the vote be taken 

separately on each recommendation and not vote will be required to be 

taken on the matter as a whole. 

16.3 Any motion on which there is a tie vote shall be deemed to be defeated. 

16.4 Every Member present at a meeting is required to vote on every 

question when the question is put by the Presiding Officer, unless the 

Member has declared a conflict of interest in the question in 

accordance with the Municipal Conflict of Interest Act.  If a Member 

refuses to vote and is not excused from the vote through a conflict of 

interest, the Member shall be deemed to have voted in the negative. 

16.5 No vote shall be taken by ballot or by any other method of secret voting 

and every vote so taken is of no effect.  

16.6 Except as provided elsewhere in this by-law, a motion will be 

considered carried when a majority of the Councillors members present 

and voting have voted in favour of the motion. The manner of 

determining the decision of the Meeting on a motion shall be at the 

discretion of the Presiding Officer.  

16.7 A Member may request a recorded vote immediately before a vote is 

taken upon any question, motion or matter, and the names of those 

who vote for and those who vote against the question motion or matter 

shall be recorded in the minutes. 
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16.8  When a Member requests a recorded vote during a Meeting, that 

Member is to start the voting, and then all other Members in 

alphabetical order with the Presiding Officer voting last, shall announce 

his or her vote openly and the Clerk shall record each vote. 

16.9 Voting can be conducted via electronic software (eScribe) at the 

discretion of the Town Clerk or Presiding Officer. If a vote is called 

electronically and a member is unable to participate due to technical 

error they may be required to verbally affirm their vote by the Chair.   

 

17  CONFLICT OF INTEREST - DISCLOSURE 

  Conflict of Interest 

17.1 It is the responsibility of each Member to identify and disclose a 

pecuniary interest or a non-pecuniary interest on any item or matter 

before Council, COTW or Committee of Council in accordance with the 

Municipal Conflict of Interest Act, R.S.O. 1990, c. M. 50, and shall 

include a description of the general nature of the pecuniary interest(s) 

or non-pecuniary interest(s) and a reference to the agenda item or 

items to which the statement relates general nature of the conflict. 

17.2 At a meeting where a member discloses such an interest as described 

in 16, or as soon as possible afterwards, the member shall file a written 

statement of the interest and its general nature with the Clerk.  The 

Clerk shall establish and maintain a registry of each such statement 

filed and each declaration arising from a non-public meeting which shall 

be available on the Town’s website. 

17.3 The Clerk will record the particulars of any disclosure of pecuniary 

interest or non-pecuniary interest made by the members of Council in 

the minutes of that meeting. 

 

18. COMMITTEES 

 Rules in Committees 

The rules of the Council, so far as the same may be applicable, shall be 

observed in COTW and in Committees of Council except that no 

motions shall require a seconder, no motion for recorded votes shall be 

permitted, and no Member shall be limited in the number of times of 

speaking to any proposition, matter or question being discussed by the 

said Committee. 

 

 Committees of Council  

187.1 The Council may establish and appoint Committees of Council to 

consider a specific matter.  
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187.2 The Committees as of the date this by-law was passed, in addition to 

any specific duties as herein prescribed, or as may be set out by further 

resolution or terms of reference the following shall be followed: 

1) To report to Council from time to time and whenever desired by 

Council and as often as the interest of the Town may require, on all 

matters connected with the duties imposed on them, respectively, and 

to advise such action by Council in respect thereto as may be deemed 

necessary. 

12) To consider and to report on any and all matters referred or 

requested to them by Council.   

the Council. 

23) To adhere, in the transaction of all business, to the rules prescribed 

by by-laws.  

187.3 Members of the Council may attend all meetings of a Committee to 

observe the proceedings and shall not be entitled to speak and vote 

unless they have been appointed by resolution to the Committee. 

Members who are not appointed to the Committee will not receive login 

details for electronic meetings, rather the Member can view the meeting 

using the livestream. 

 

187.4 If a member is absent for three consecutive meetings they may be 

removed from the Committee. 

187.5 Each Committee shall report to Council according to their Terms of 

Reference.  Following each Committee meeting, minutes will be 

circulated to Committee members for identification of errors or 

omissions prior to Council receiving and/or approving minutes as per 

Terms of Reference. 

187.6 Members shall declare any conflict of interest in accordance with the 

Municipal Conflict of Interest Act, R.S.O. 1990, c. M. 50, and shall 

include a description of the general nature of the pecuniary interest(s) 

and a reference to the agenda item or items to which the statement 

relates general nature of the conflict. 

187.7 At a meeting where a member discloses such an interest as, or as soon 

as possible afterwards, the member shall file a written statement of the 

interest and its general nature with the Clerk or designate.  The Clerk or 

designate shall establish and maintain a registry of each such 

statement filed and each declaration arising from a non-public meeting 

which shall be available for public inspection during the Town’s normal 

business hours. 

 

 Notice of Meetings of Committees 



 

27 
 

187.8 Written notice of each regular and Special Meeting of each Committee 

shall be sent to each member of the Committee by the Recording 

Secretary so that each member of the Committee shall receive the 

notice.   

187.9 The Recording Secretary will post the meeting agenda to the Towns 

website no later than 4:00 p.m. the Friday preceding the meeting.  

 

 Conduct Of Meetings Of Advisory and Quasi-Judicial Committees 

187.10 Each Committee shall from among its members, appoint a Chair 

and a Vice-Chair unless Council otherwise provides at the time of the 

appointment of such Committee. 

187.11 The Chair shall preside at every Meeting and may vote on all 

questions submitted.   

187.12 In the absence of the Chair, the Vice-Chair shall perform the 

duties of the Chair during the Meeting or until the arrival of the Chair. 

187.13 There shall be a Staff Liaison and Recording Secretary for each 

Committee. 

187.14 When Committees are established by resolution of Council, the 

Terms of Reference are to be created by Town Staff outlining the 

composition of the Committee and its mandate, which shall be adopted 

by Council. 

1718.15 A majority of the members of any Committee of Council shall 

constitute a Quorum, with the exception of the Committee of 

Adjustment in accordance with the Planning Act. 

17.16 The business of the respective Committee of Council shall be 

conducted under the rules governing the procedure in Council as far as 

the same may be applicable, subject to the following regulations: 

 1) No motion shall require a seconder. 

 2) No motion for the previous question shall be allowed. 

 3) No member shall be limited in the number of times he/she 

may speak to the question under consideration. 

 4) No member shall request a recorded vote while in a 

Committee. 

1718.167 The meetings of Committees shall be open to the public and no 

person shall be excluded, except for improper conduct or for closed 

session meetings as per the Municipal Act. 

18.17 The members of all Committees shall conduct themselves in 

accordance with the Advisory Committees of Council Policy and 

Procedure.  

  

1819. REPEAL OF PREVIOUS BY-LAW 
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198.1 That By-law 5125-195508-23 and all amendments to the Procedure By-

law are hereby repealed.  

198.2 This by-law shall take effect immediately upon the passing thereof. 

 

READ A FIRST, SECOND AND THIRD TIME AND PASSED THIS 25TH DAY 

OF FEBRUARYMARCH, 2025 

 

 

__________________________           _______________________________ 

LORD MAYOR GARY ZALEPA           TOWN CLERK GRANT BIVOL 
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SCHEDULE ‘A’ 
 
 
 
 
 
 
 
 

DELEGATION POLICY 
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SCHEDULE ‘B’ 

 

MOTIONS AS SET OUT IN ROBERT’S RULES OF ORDER 

 

 Main Motion or Resolution 

A Main Motion or resolution is fully debatable and may be amended or 

reconsidered.  A Main Motion or resolution shall: 

1) be moved by a Member to introduce a substantive matter;  

2) only be moved when no other motion is pending;  

3) be seconded;  

4) not interrupt a speaker; and  

5) obtain a majority vote of the Members present to pass. 

 Postpone Indefinitely 

A Motion to Postpone indefinitely is fully debatable and shall: 

1) only be moved by a Member when a Main Motion is 

immediately pending; 

2) be seconded; 

3) not be amended; 

4) not interrupt a speaker; and 

5) obtain a majority vote of the Members present to pass.  

 Amend 

A motion to amend may be debated, amended and reconsidered, and shall: 

1) be moved by a Member to change a motion; 

2) be seconded; 

3) not interrupt the speaker; and 

4) obtain a majority vote of the Members present to pass. 

 Refer to a Committee 

A Motion to Refer may be amended, and shall:  

1) be seconded; 

2) only be debated with respect to the decision to send the matter 

or motion to a Committee; 

3) not interrupt a speaker; 

4) not be permitted in Committees; and 

5) obtain a majority vote of the Members present to pass.  

 Postpone to a Definite Time 

A Motion to Postpone to a definite time may be moved by a Member to put off 

a matter until later in the Meeting or to the next scheduled Meeting, may be 

amended, and shall: 

1) be seconded; 

2) only be debated with respect to the merits of postponing;  

3) not interrupt a speaker; and 
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4) obtain a majority vote of the Members present to pass.  

 Limit or Extend Debate 

A motion to “limit or extend debate” may be amended, and shall: 

1) only be moved with respect to debatable motions; 

2) be seconded; 

3) not be debated; 

4) not interrupt a speaker; 

5) not be moved in Committees; and 

6) obtain a vote of Two Thirds of Council to pass; 

 Previous Question (Close Debate) 

A motion to move the Previous Question may be moved by a Member to stop 

debate and vote immediately, and shall: 

1) only be moved with respect to immediately pending motions or 

series of motions; 

2) be seconded; 

3) not be amended or debated; 

4) not interrupt a speaker;  

5) not be moved in Committees; and 

6) obtain a vote of Two Thirds of Council to pass; 

 Lay on the Table 

A motion to lay on the table may be moved by a Member to set aside a matter 

or motion temporarily, and shall: 

1) be seconded; 

2) not be amended or debated; 

3) not interrupt a speaker;  

4) obtain a majority vote of the Members present to pass; and 

5) be taken from the table to resume consideration by a majority 

vote of the Members present, without debate. 

 Call for Orders of the Day 

A Member may call for orders of the day to bring to the attention of the Presiding 

Officer the fact that the Agenda is not being followed.  A call for orders of the 

day may interrupt proceedings. 

 

 Raise a Question of Privilege 

A Member may raise a question of privilege to bring to the attention of the 

Presiding Officer the fact that the privileges of Council or the privileges of an 

individual Member are being infringed, and the Presiding Officer shall rule on 

whether there is a question of privilege.  The question of privilege may interrupt 

proceedings and the decision of the Presiding Officer may be appealed 

pursuant to 6.2.15.1. 
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 Recess 

A motion to recess may be moved by a Member requesting to take a short 

break, and such a motion is amendable, and shall: 

1) be seconded; 

2) not be debated; 

3) not interrupt a speaker; and 

4) obtain a majority of the Members present to pass. 

If a motion to recess is passed, the Members shall not leave the 

vicinity and shall be in a position to be reassembled quickly.   

 Adjourn 

A motion to adjourn may be moved by a Member to conclude the Meeting, and 

shall: 

1) be seconded; 

2) not be amended or debated; 

3) not interrupt a speaker; and 

4) obtain a majority of the Members present to pass.  

 

 Fix the Time to Which to Adjourn 

A motion to fix the time to which to adjourn may be moved by a Member to set 

the time and place for a continuation of the current Meeting.  A motion to fix the 

time to which to adjourn may be amended, and shall: 

1) be seconded; 

2) not be debated; 

3) not interrupt a speaker; and 

4) obtain a majority of the Members present to pass.  

 

 Point of Order 

A point of order may be raised by a Member to bring to the attention of the 

Presiding Officer the fact that a rule is being broken.  A point of order may 

interrupt the proceedings, and shall: 

1) not be amended; 

2) not be debated; and 

3) be ruled on by the Presiding Officer without vote. 

The decision of the Presiding Officer on a point of order may be 

appealed pursuant to 6.2.15.1 

 

 Appeal the Decision of the Presiding Officer 

A motion to appeal the decision of the Presiding Officer may be moved by a 

Member when the Member believes that the Presiding Officer has ruled 

incorrectly and wishes the Council to decide the point of order or a question of 
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privilege.  A motion to appeal the decision of the Presiding Officer is debatable, 

and shall: 

1) be seconded; 

2) not be amended; 

3) obtain a majority vote of Members present to overturn the 

ruling of the Presiding Officer.  

The Presiding Officer remains in the chair during the appeal 

process, and if the ruling is reversed the Presiding Officer will 

comply with the decision of Council. 

 

 Suspend the Rules 

A motion to suspend the rules may be moved by a Member when the Member 

believes that a rule of order is interfering with the conduct of business.  A motion 

to suspend the rules shall: 

1) be seconded; 

2) not be amended or debated; 

3) not interrupt a speaker; and 

4) obtain a vote of Two Thirds of Council to pass.  

 

 Division of the Question 

Division of the question may occur when a Member wishes to consider and vote 

on individual parts of a Main Motion.  Division of the question may be amended 

and shall:  

1) be seconded; 

2) not be debated; and 

3) obtain a majority vote of Members present to pass.  

 

 Division of the Council 

Division of the Council may occur when a Member believes that the vote result 

is too close to call or that the Presiding Officer has incorrectly announced the 

result of a vote.  Division of the Council does not require a seconder and is a 

demand to take a recorded vote in accordance with the procedure as per 

Section 7.4.  Division of the Council is not amendable or debatable, no vote is 

required, and it may interrupt a speaker. 

 

 Point of Information 

A point of information may be used by a Member to ask a question. A point of 

information does not require a seconder; is not amendable or debatable and 

does not require a vote. 

 


