Committee
Member

GUIDEBOOK

WELCOME!!
Welcome to your role as a committee member with the Town of Innisfail! We are
grateful for your willingness to volunteer your time and to provide guidance and
advice to Council on key priorities. This guidebook is designed to provide you with
the basic information required to fulfill your duties as a member of a Town
committee. You will find information regarding the Town’s committee model, roles
and responsibilities of committee members, how committee meetings run, how to
vote on motions, and other important information that will guide you in your new
role.
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WHAT TO EXPECT FROM BEING ON A COMMITTEE
RULES OF PROCEDURE
The Town of Innisfail has adopted a Council Procedure Bylaw which directs Town
Council and Committees regarding meeting procedures and conduct. The bylaw is
provided as appendix A of this document.

TERMS OF REFERENCE (TOR)
All Committees (Standing or Ad-hoc) will have a Terms of Reference. Each Terms of
Reference has been approved by Council and contains important information
regarding the committee’s mandate or purpose, the number of members, meeting
frequency, and terms of appointment. Any revisions to the Terms of Reference must
be approved by Council.

ROLE OF THE COMMITTEE
The role of a committee member within the Town of Innisfail is unique. Committees
are established to:
•
•
•

Provide information to Council on issues concerning the Town;
Provide recommendations to Council;
Undertake work that is requested of Council.

When considering the establishment of a Committee, Town Council reviews and
approves a Terms of Reference that sets out the Committee's mandated duties.
Committees can only consider issues within those areas specified within the Terms
of Reference.

CODE OF CONDUCT
The Town has adopted a Council Code of Conduct Bylaw to establish standards for
the ethical conduct of Council members relating to their roles and obligations as
representatives of the Town. This bylaw also applies to all members of Town
committees. The bylaw also lay out procedures for the investigation and
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enforcement of those standards. This bylaw can be found in Appendix B of this
document.

CONFLICT OF INTEREST
From time to time a matter may come up in a committee meeting where a particular
member may have a personal conflict of interest.
The Municipal Government Act describes pecuniary interest as something which
could monetarily affect you, your spouse, or adult interdependent partner, or
children, your parents or the parents of your spouse (in other words, your immediate
family), or a business which employs you or in which you have an interest.
Should you have a conflict of pecuniary interest it must be disclosed at the meeting
at which the matter is being discussed. While the matter is being discussed you must
remove yourself from the meeting during consideration of the matter.

ROLE OF THE CHAIR
The Chair is responsible for presiding over the meeting, maintaining order and
ensuring that all members have an equal opportunity to participate in the discussion.
The Chair will also determine the speaking order and ensure that those who have
not yet had an opportunity to speak to an issue are given that opportunity before
another member is given a second opportunity to speak to an issue.

ROLE OF A MEMBER
Members will be expected to:
• Attend meetings regularly
• Prepare for meetings by reading the agenda material in advance
• Listen to others and observe the rule of one speaker at a time
• Speak when acknowledged by the Chair and through the Chair
• Participate fully
• Observe rules of decorum and debate
• Not represent themselves as having any authority beyond that delegated by
Council
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•
•
•

Put public interest above individual, group or social interests and consider this
position as an opportunity to serve the Town of Innisfail
Treat other committee members, elected officials, and municipal staff with
respect and courtesy
In No Way offer, give or accept gifts, favours or services that might tend to
influence
In no way use your position to secure advantage
In no way disclose confidential information

•
•
•
Please remember that specific roles are set out within your committees Terms of
Reference.

ROLE OF THE COMMITTEE CLERK
Committees are often assigned a Committee Clerk to help with administrative tasks.
The Committee Clerk’s role typically includes:
• Preparing and distributing agendas and minutes to committee members
• Attending meetings and recording minutes
• Posting agendas and minutes to the Town’s website
• Maintaining the committee’s member contact list
• Meeting logistics including room bookings and public notices of committee
meetings.

MEETINGS OPEN TO THE PUBLIC
All meetings of Council and its Committees are open to the public. The Chair may
invite any member of the public to speak to an issue before the Committee. A
committee may, by resolution, authorize a meeting to be closed to the public in
accordance with the Council Procedure Bylaw. A member of the public may only be
excluded from a meeting due to improper conduct.

ATTENDANCE
Regular attendance at meetings is necessary. Should a member miss three
consecutive meetings without the approval of the Committee, the member will be
struck from the committee and the seat will be considered vacated.
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QUORUM
A quorum is a simple majority of the voting members appointed to a committee and
is necessary to pass any motions. Specific requirements sometimes apply to certain
committees to achieve quorum if written in the Terms of Reference. In the event of
a lack of quorum at the start of the meeting, or if quorum is lost during a committee
meeting, the committee’s official business will cease. The remaining committee
members are welcome to continue to engage in discussion, but it will not constitute
an official committee meeting and voting cannot take place.
It is important that, should you not be in attendance, you notify the Chair and the
administrative support person as soon as possible.

SCHEDULE OF MEETINGS
Unless specifically outlined in the committee’s Terms of Reference, the meeting
schedule for the committee will be determined by the committee members.

AGENDA ITEM SUBMISSION
Members should contact the Chair and Administrative support person to request the
addition of an agenda item in advance of the agenda package being sent out. This
will allow members time to prepare for discussion on the item.

SUBMITTING COMMITTEE RECOMMENDATIONS TO COUNCIL
Once a committee has submitted recommendations it then becomes Council's
decision to either;
• Approve the recommendation
• Amend and approve the recommendation
• Defer the matter to a later date
• Refer the recommendation back to the committee for further information
• Defeat the recommendation
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WORKING GROUPS - SUBCOMMITEES
Working Groups may be established to investigate and report back to the Committee
on any matter relevant to the Committee. Members of the working group must be
members of the committee.
Committees require approval prior to initiating new projects outside of their
mandate, strategic plan or the expenditure of municipal funds.
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WHAT TO EXPECT DURING THE MEETINGS
ELECTION OF THE CHAIR
At the inaugural meeting of the Committee, it is he expectation that a Chair will be
voted in. The process for voting in a chair is as follows:
• Staff resource will call the meeting to order
• Staff resource will request call for nominations for Chair of the Committee
• Interested members can put their name forward, or members may nominate
a fellow member
• A motion to appoint the chair will be made and the vote will be called
• Newly elected Chair will continue with agenda
A tip sheet for chairing meetings can be found in appendix C of this document

CALL TO ORDER (FORMAL VOTE NOT REQUIRED)
The Chair will call the meeting to order as soon after the advertised start time as
there is quorum in the room. If quorum has not been reached the meeting will be
canceled. The committee members present are welcome to still meet for discussion
purposes, but it will not constitute an official committee meeting and voting cannot
take place.

MAKING MOTIONS
All decisions and recommendations of the Committee must be made by way of a
formal motion, in accordance with the Council Procedure Bylaw, and voted on by
members in attendance. Members who are absent from the discussion are not able
to participate in the vote. All motions must be recorded within the minutes.
There are four main steps to a motion:
1. Move. A member will move the motion by stating,
a. “I move that <inserting motion details>”, or
b. “So moved” if the recommended motion was already stated.
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2. Debate. The Chair then opens the floor for discussion and debate. Raise your
hand to signal to the Chair that you would like to speak. The Chair will call on
committee members in the order in which they raise their hands. You can
share your thoughts for or against the motion.
3. Vote. Once everyone has shared their thoughts, the Chair will then put the
motion to a vote by stating, “I will now call the question on the motion:
a. All in favour?” (Those voting in the affirmative will raise their hands)
b. “Opposed?” (Those voting against will raise their hands)
4. Declare. The Chair will then declare the results of the vote by stating,
a. “Motion carried”, or
b. “The motion is defeated”.
APPROVAL OF AGENDA (FORMAL VOTE REQUIRED)
The committee will approve the agenda at the beginning of each meeting.
The committee can choose to add additional items to the agenda with the consent
of committee members present.

ADOPTION OF MINUTES (FORMAL VOTE REQUIRED)
The committee will review and vote to adopt the draft minutes from their previous
meeting. The draft minutes will be included in the agenda package for the
committee’s review in advance of the meeting. Any errors or omissions in the
minutes will be identified at this time.

REPORTS / BUSINESS (FORMAL VOTE REQUIRED)
The bulk of the agenda will fall under this category. If there are decisions or
recommendations that come out these items a formal vote will be required.
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ROUND TABLE (FORMAL VOTE NOT REQUIRED)
This is an opportunity for each committee member to share information that is
relevant to the mandate of the committee. Voting is not required during Round Table.

CLOSED / IN CAMERA MEETINGS (FORMAL VOTES REQUIRED)
The Committee may, by resolution, enter an In Camera session in accordance with
the Municipal Government Act. A motion is made to go in camera, as well as to
reconvene the open committee meeting. During in camera portions of the meeting
items can be discussed, but the decision/motion related to the item must be made
after the open meeting has reconvened.

ADJOURNMENT (FORMAL VOTE REQUIRED)
The chair will call for a motion to adjourn the meeting once all business items have
been addressed. If the meeting becomes lengthy, the committee may have the
option to defer agenda items until the following committee meeting, unless the
agenda items are time sensitive.

MEETING BEST PRACTICES
The following points identify best practices to consider when participating on a
committee:
• Review the materials in your agenda package in advance of each meeting
• Be respectful of time. Make every effort to follow the agenda provided.
• Make clear and precise motions.
• Set deadlines and responsibilities for tasks.
• Stress the importance of participation and contribution, do not dominate the
discussion.
• Keep an open mind
• Think of the community as a whole
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BYLAW # 1646-2020
TOWN OF INNISFAIL
BYLAW 1646-2020 OF THE TOWN OF INNISFAIL, IN THE PROVINCE OF ALBERTA
TO PROVIDE FOR THE ORDERLY PROCEEDINGS OF COUNCIL MEETINGS AND
THE TRANSACTING OF BUSINESS BY COUNCIL OF THE TOWN OF INNISFAIL.
WHEREAS, Section 145(b) of the Municipal Government Act, being Chapter M-26 of the
Revised Statutes of Alberta, 2000 and amendments thereto, authorizes a Council to pass a bylaw
in relation to the procedure and conduct of Council;
WHEREAS, the Council of the Town of Innisfail desires to establish a procedural and conduct
bylaw;
NOW THEREFORE, the Council of the Town of Innisfail, in the Province of Alberta, duly
assembled, enacts as follows:
PART 1

TITLE AND PURPOSE

1.1

This bylaw may be cited as the 'Council Procedure Bylaw'.

1.2

The purpose of this Bylaw is to establish rules to follow in governing the meetings of the
Council and Committees of the Town of Innisfail.

PART 2
2.1

DEFINITIONS

In this Bylaw:
a)

AGENDA is the items of business of a meeting and the associated reports, bylaws or
other documents;

b)

CHAIR means the Mayor, Deputy Mayor or other person who has authority to
preside over a meeting;

c)

CHIEF ADMINISTRATIVE OFFICER (C.A.O.) means the Chief Administrative
Officer of the Town within the meaning of the Municipal Government Act, or his/her
designate;

d)

COMMITTEE means a committee of Councils that is a standing committee, special
committee or a council committee;

e)

COMMITTEE OF THE WHOLE means a meeting that permits Council to
function informally and freedom of debate where decisions are referred to a regular
meeting;

f)

COUNCIL means the municipal Council of the Town of Innisfail;

g)

COUNCILLOR means a member of Council who is duly elected and continues to
hold office;

h)

DELEGATION means any person that has permission of Council to appear before
Council or a Committee of Council to provide pertinent information and view about
the subject before

i)

DEPUTY MAYOR means the member of Council appointed pursuant to this Bylaw
to act as Mayor in the absence or incapacity of the Mayor;
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j)

EX-OFFICIO means membership by virtue of one's office and/or where appointed
by Council and in the absence of an appointed regular member of alternate member,
is deemed the member for the meeting with voting privileges;

k)

IN-CAMERA means a part of the meeting closed to the public at which no
resolution or bylaw may be passed, except a resolution to revert to a meeting held in
public;

l)

LAY ON THE TABLE means a pending question is set aside temporarily when
something more urgent has arisen;

m)

MAYOR means the Chief Elected Official of the Town within the meaning of the
Municipal Government Act and is a member of Council;

n)

MEMBER means a member of Council duly elected and continuing to hold office,
or a member of a Committee duly appointed by Council;

o)

MINUTES means the record of decisions of a meeting;

p)

OPEN MICROPHONE means an opportunity for a member of the public to attend
a meeting of Council and express his/her concerns on an issue pertaining to the
Town;

q)

POINT OF ORDER means a request that the Chair enforce the rules of procedure;

r)

POSTPONE means to delay the consideration of any matter either to a definite time
when further information is to be obtained or indefinitely;

s)

PREVIOUS QUESTION means a motion to end debate and vote on the motion
under debate;

t)

PRIVILEGE is not related to the business on the floor and enables a member to
interrupt business on the floor to state an urgent request relating to the comfort,
dignity, safety or reputation of the organization or any individual member;

u)

QUORUM means the minimum number of members that must be present at a
meeting for business to be legally transacted;

v)

REPEAL means to repeal, cancel or revoke;

w)

SPECIAL RESOLUTION means a resolution passed by a two-thirds majority of all
members;

x)

TABLE means a motion to delay consideration of any matter and sets the date for
reconsideration of the matter to resume;

y)

URGENT BUSINESS means an item added to the agenda of a meeting of Council
on a motion of two-thirds majority of Councillors present;

z)

WITHDRAW A MOTION permits a member to remove a question from
consideration even after the motion has been restated by the Chair.

PART 3
3.1

APPLICATION

This Bylaw applies to:
a) all Council meetings, and
b) all Committee meetings, except for, when Council has granted permission to the
Committee to establish its own procedures and the revised Committee procedures
have been approved by Council.
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PART 4

MEETINGS

4.1

Regular Meetings
Unless Council by resolution from time to time otherwise determines, regular meetings of
Council shall be held in the Municipal Office Council Chambers and commence at 3:00
p.m. on the second and fourth Monday of every month. If the Monday is a holiday the
Council meeting will be held on the next business day.

4.2

Organizational Meeting
An Organizational meeting will be held annually not later than 2 weeks after the 3rd
Monday in October, in accordance with the requirements established in the Municipal
Government Act

PART 5

QUORUM

5.1

A quorum of Council is a majority of Council members.

5.2

If a quorum is not present within fifteen (15) minutes after the time appointed for the
meeting of Council, the Chief Administrative Officer will take down the names of the
members present and the meeting will be adjourned until the next regular meeting.

5.3

If at any time during a meeting the quorum is lost, the meeting will be recessed and if a
quorum is not achieved again within fifteen (15) minutes the meeting will be deemed to be
adjourned.

5.4

In the case that the Mayor or Deputy Mayor is not in attendance within fifteen (15)
minutes after the hour appointed for a meeting and a quorum is present, the Chief
Administrative Officer shall call the meeting to order and a Chairperson shall be chosen by
the Councillors present who shall preside during the meeting until the arrival of the Mayor
or Deputy Mayor.

5.5

If a Council meeting is adjourned for failure to constitute a quorum or due to loss of
quorum the agenda for that meeting shall be considered at the next scheduled Council
meeting, unless a special meeting is conducted to complete such business.

5.6

Special meetings of Council shall be established as required by Council according to the
provisions of the Municipal Government Act and the public shall be given notice.

PART 6

ELECTRONIC RECORDING DEVICES

6.1

All electronic recording devices will be allowed in the Council meetings and Committee
meetings unless specifically disallowed by the Chair.

6.2

All electronic recording devices must remain in the public or gallery viewing area unless
specifically allowed to approach the Council table by the Chair.

6.3

Mobile telephones, whether in the gallery or at the Council table, must be in silent mode
while a meeting is being conducted.

PART 7
7.1

ADJOURNMENT

A meeting of Council shall adjourn no later than 6:00 p.m., if in session at that time unless
Council by resolution of two-thirds majority of Members present taken as soon before 6:00
p.m. as the business permits, agree to an extension of the meeting beyond 6:00 p.m.
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PART 8
8.1

AGENDA AND ORDER OF MEETINGS

Order of Business shall be as follows:
1. Call to order
2. Deletions or additions to the agenda
3. Adoption of the agenda
4. Adoption of previous minutes
5. Public Hearings
6. Delegations
7. Administration Reports
8. Correspondence & Information
9. Open Microphone Session
10. Council Reports
11. Upcoming Events
12. In-Camera Items
13. Adjournment

8.2

The order of business established in the foregoing paragraph shall apply unless Council
otherwise determines by a majority vote of the Members present and the vote upon a
matter of priority of Council business shall be decided without debate.

8.3

The items are to be placed on the Agenda for each Council meeting by the Chief
Administrative Officer. Members of Council who wish that an item be added to the
Agenda are to make their request to the Chief Administrative Officer not later than 1:00
p.m. the Wednesday before the regular meeting.

8.4

Prior to each regular meeting, the Chief Administrative Officer shall prepare a statement of
the order of business to be known as the Agenda of all business to be brought before the
Council at such meeting and to enable the Chief Administrative Officer to do so, all
documents and notice of delegation intended to be submitted to the Council shall be placed
in his/her hands not later than 1:00 p.m. the Wednesday before the regular meeting.

8.5

The Chief Administrative Officer will distribute the Agenda to Council and administration
not later than 4:00 p.m. the Friday before the regular meeting.

8.6

The Chief Administrative Officer will release an electronic copy of the Agenda to the
general public and the press or media representatives on the Town website no later than
4:30 p.m. on the Friday immediately preceding the Council meeting, unless they may be
withheld under the Municipal Government Act, Freedom of Information & Protection of
Privacy Act, or any bylaw or policy dealing with access to information.

PART 9
9.1

MINUTES

The Chief Administrative Officer will prepare a written record of all Council meetings that
includes:
a) The names of the members of Council present at and absent from the meeting;\
b) A brief description on the subject matter;
c) All decisions and other proceedings;
d) The names of members of the public who speak to an item;
e) Any abstentions made under the Municipal Government Act by any member of
Council and the reason for the abstention.
f) Any abstentions made as a result of Pecuniary Interest and the reason for the
abstention.
g) Time of departure and return to Council Chambers of any member of Council for
any reason;
h) The signatures of the Chair and the Chief Administrative Officer.
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PART 10

DELEGATIONS AND REQUESTS TO COUNCIL

10.1

A person or a representative of any Delegation or group of persons who wishes to bring
any matter to the attention of the Council, or who wishes to have any matter considered by
the Council shall address to the Chief Administrative Officer written communication
including the name, address and telephone number of the person wishing to appear before
Council, a brief explanation of the subject to be addressed and the specific request to be
made to Council. Such communication shall be delivered or mailed to the office of the
Chief Administrative Officer so that it arrives before noon on the Wednesday preceding
the regular meeting at which it is to be presented.

10.2

Delegations shall be granted a maximum of ten (10) minutes to present the matter outlined
in their letter. Where the Mayor or other presiding officer determines that additional time
shall be granted to a Delegation, additional time shall be granted in the length specified by
the Mayor or other presiding officer.

10.3

Persons or Delegations appearing at Council meetings who are not listed on the Agenda
may be heard only upon unanimous consent of the Council Members present; unless they
are utilizing the Open Microphone session of Council.

10.4

In questioning Delegations, Members of Council will ask only questions of clarification
which are relevant to the subject of the hearing and will avoid repetition. Persons or
Delegations speaking to the subject will be restricted to speaking to the relevant subject
matter only.

PART 11

OPEN MICROPHONE SESSION

11.1

Each person appearing before Council shall be limited to a maximum of ten (10) minutes
of presentation time.

11.2

In questioning persons, Members of Council will ask only questions of clarification which
are relevant to the subject of the Open Microphone session and will avoid repetition.
Persons speaking to the subject will be restricted to speaking to the relevant subject matter
only.

11.3

Matters arising in an Open Microphone session that require a response from administration
will be brought forward to the next regular meeting of Council or at a date determined by
Council.

PART 12
12.1

PROCEEDINGS AT MEETINGS

Votes of Council
a) Unless otherwise required by the Bylaw, the Municipal Government Act or any other
enactment, a simple majority vote of those members present is sufficient to pass any
resolution or bylaw.
b) A motion is deemed to be defeated if the vote is tied.
c) Pursuant to Section 183(1) of the Municipal Government Act, a Councillor attending a
Council meeting must vote at the meeting unless the Councillor is required or
permitted to abstain from voting under the Municipal Government Act or any other
enactment.

12.2

Form of Readings for Bylaws
a) Every proposed bylaw shall have three (3) separate and distinct readings.
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b) A proposed bylaw shall be introduced for first reading by a motion that the bylaw be
read a first time.
c) The following applies after first reading:
i)

Council may debate the substance of the bylaw;

ii) Council may propose and consider amendments to the bylaw;
iii) Council may refer by motion the bylaw to Administration for further
information prior to second reading.
d) All aspects of passage of a bylaw at second reading shall apply to third reading of any
bylaw.
e) A bylaw shall not be given more than two readings at one meeting unless Councillors
present at the meeting unanimously agree that the bylaw may be presented for third
and final reading at the same meeting at which it received two readings.
f) When a bylaw is given three readings and is signed in accordance with the Municipal
Government Act, it is considered an enactment of the municipality and is effective
immediately unless the bylaw or applicable Provincial statute provides otherwise.
g) After passage, a bylaw shall be signed by the Mayor or the Mayor's designate and by
the CAO and shall be impressed with the corporate seal of the municipality.
h) Clerical, typographical and grammatical errors may be corrected by the Chief
Administrative Officer or his/her designate.
i) The Chief Administrative Officer or his/her designate may consolidate a bylaw by
incorporating all amendments into one bylaw.
j) The amendment or repealing of a bylaw must be approved in the same way as the
original bylaw.
12.3

Address to and Recognition by the Chair
All discussion at a meeting of Council is directed through the Chair who will be addressed
as 'Your Worship, 'Mayor', or 'Mister/Madam Chair'. No person shall be permitted to
speak unless and until such person is recognized by the Chair at a time when no other
person recognized by the Chair has the floor and then only so long as any remarks made
are addressed to the Chair.

12.4

Granting the Floor
When two (2) or more Members wish to speak to a matter, the Chair shall determine the
order in which the Members shall be heard.

12.5

Necessity of Motion
There shall be no discussion or debate on any Agenda item in the absence of a motion duly
moved and put to the meeting.

12.6

Person Called to Order
When a person is called to order by the Chair, that person shall immediately cease
speaking and shall not speak further unless and until recognized by the Chair.

12.7

Vacancy by the Chair
If the Chair desires to leave the chair for any purpose the Chair shall call on the Deputy
Mayor or, alternatively, one of the other members to take his/her place until he/she
resumes the chair.

12.8

Proceedings at Public Hearings
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a) All public hearings must be conducted during a regular or special Council meeting.
The date, time and location of the public hearing must be established by resolution
of Council.
b) The public hearing on any proposed bylaw or resolution must be held before second
reading of the bylaw, or Council votes on the resolution.
c) To begin a public hearing, the Chair calls the hearing to order and must ask if anyone
is present to speak to the proposed bylaw or resolution. All those in attendance are to
introduce themselves for the record.
d) If a person indicates that he or she is present to speak to the proposed bylaw or
resolution, the following procedure will apply:
i)

Administration will introduce the proposed bylaw or resolution;

ii) Administration will inform Council on the number and nature of written
submissions and these submissions will be read into the record;
iii) persons will generally be allowed five (5) minutes to speak, those in favor
speaking first, followed by those opposed;
iv) referral agencies that were served notice of the hearing will be allowed to
speak;
v)

after a person has spoken, any Council Member may ask that speaker relevant
questions through the Chair;

vi) any Council Member may ask the Administration relevant questions after all
persons who wish to speak have been heard;
vii) Council must allow an opportunity to all persons to respond to any new
information or change in the nature of the application that has arisen; and
viii) the Chair may then close the hearing.
e) If not one is present to speak to a proposed bylaw which requires a public hearing:
i)

Council will hear an introduction of the matter from the Administration;

ii) Administration will inform Council on the number and nature of written
submissions and these submissions will be read into the record;
iii) Any Council member may ask Administration relevant questions; and
iv) The Chair may then close the hearing.
f) After the close of the public hearing, Council may debate the proposed bylaw or
resolution in accordance with the order of business of the meeting or set another date
and time to debate the bylaw or resolution, and may:
i)

pass the bylaw or resolution; or

ii) make any necessary amendments to the bylaw or resolution and pass it without
further advertisement or hearing; or
iii) defeat the bylaw or resolution.
g) A Council Member who was absent for all of a public hearing on a proposed bylaw or
resolution must not vote. A Council Member who was absent for part of a public
hearing may choose not to vote. If a Council Member does not vote, the abstention
must be recorded.
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h) If a person is unable to attend a hearing, that person may authorize an individual to
speak on his or her behalf. The authorization must:
i)

be in writing;

ii) name the individual authorized to speak;
iii) indicate the proposed bylaw to be spoken to; and
iv) be signed by the person giving the authorization.
The authorized speaker must state the name of the person that the speaker
represents and must present the written authorization to the Chair.
i)

Notwithstanding that an authorized speaker represents more than one (1) person; he
or she will be allowed only five (5) minutes to speak. The time allowed to speak
may be extended to ten (10) minutes by the Chair and beyond ten (10) minutes by
majority vote of Council. Presentations by Administration and the Applicant,
where applicable, are not subject to the above time limits.

j)

Council may postpone the public hearing at any time but must postpone to a
definite date and time.

PART 13

MOTIONS

13.1

A motion must be made prior to any debate or vote occurring.

13.2

A recommendation in a report is not a motion until a member of Council moves it.

13.3

Any Member may request the question or motion under discussion, or any portion
thereof, to be read at any time during the debate, but not so as to interrupt a person
while speaking.

13.4

Each Member will be given an opportunity to speak to a motion before it is put to a vote,
unless a motion is passed to limit or end debate.

13.5

Except as otherwise provided, all motions are debatable and amendable.

13.6

Not more than one main motion, amendment thereto, and amendment to the amendment
may be on the floor at the same time.

13.7

No amendment shall be allowed, so that the substance of which would substantially
destroy the intent of the motion or amendment to which it is intended to apply, the purpose
of which could be as readily attained by voting against the motion or amendment to which
it is intended to apply.

13.8

Any amendment must be relevant to the motion or amendment to which it is intended to
apply.

13.9

Voting on motions and amendments shall be conducted in the reverse of the order in which
they were put, that is to say, firstly, upon the amendment to the amendment, if any,
secondly, upon the amendment or amendments to the motion, as the case may be, if any,
and lastly, upon the motion or the motion as amended as the case may be, except in the
case of times and amounts in which case the longest time and the largest amounts shall be
put first.

13.10 A motion may with the consent of the mover and a majority of the Members present be
withdrawn or the wording thereof changed.
13.11 If a motion is voted on by Council, the same matter dealt with in the motion cannot be
reconsidered by Council unless:
a) a general election has been held; or
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b) six months has passed since the date that the motion was considered; or
c) a motion to reconsider is passed during the original meeting.
13.12

Notice of Motions

a) If a request for decision submitted by a Council Member is not approved for inclusion in
the Agenda, the Council Member may submit a notice of motion. The notice of motion will
appear on the Agenda for the next Regular meeting.
b) A notice of motion must give sufficient detail so that the subject of the motion and any
proposed action can be determined.
c) A notice of motion is not debatable, however, the Council Member presenting the notice
may speak to the notice for a period not to exceed five minutes.
d) The motion for which notice was given and any supporting documents must be submitted
to the Chief Administrative Officer in the form of a request for decision by 4:00 p.m. on
the fourth day following the meeting at which the notice of motion was made.
e) The motion on notice shall be added as an action item on the Agenda for the subsequent
Regular meeting.
f) Council may waive the requirement for notice by a Two-Thirds Vote and add the matter to
the Agenda if deemed as Urgent Business.
PART 14
14.1

CONDUCT IN COUNCIL MEETINGS

Public Conduct
a)

Members of the public during a meeting will:
i) maintain order and quiet;
ii) not interrupt a speech or action of Council or another person addressing the
Members.

b) The Chair may order a Member of the public who creates a disturbance or acts
improperly at a meeting to be expelled for the remainder of the meeting.
14.2

Council Conduct
No Member shall:
a) speak disrespectfully of any person;
b) use offensive or disrespectful language when speaking about any Member of
Administration, staff or Council as a whole;
c) speak except upon a question in debate;
d) carry on a private conversation;
e) engage in the use of social media during a meeting;
f) reflect upon any vote of the Council except for the purpose of moving that such a vote
be reconsidered or repealed;
g) leave their seat or make any noise or disturbance while a vote is being taken or the
result declared;
h) resist this bylaw, or disobey the decision of the Chair or the Council on any question of
privilege or point of order or upon the interpretation of this bylaw.

1646-2020 Council Procedure Bylaw
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PART 15

IN CAMERA

15.1

Council may, by resolution, enter an In Camera session in accordance with the Municipal
Government Act.

15.2

The business of the In Camera session shall be conducted in accordance with the rules
governing procedures of the Council meetings.

15.3

If the meeting has resolved itself to an In Camera session, motions shall be limited to those
which resolve to revert from the In Camera session and resume to a regular meeting of
Council.

PART 16
16.1

COMMITTEES

Council may establish Standing Committees as are necessary or advisable for the orderly
and efficient handling of the affairs of the Town of Innisfail as follows:
a) Council shall establish Standing Committees as per the approved Terms of Reference
under Schedule A of this Bylaw;
b) Membership shall be appointed by Council and consist of a minimum of one (1)
Council Member and one (1) alternate Council Member;
c) No Council Member shall serve longer than two (2) consecutive years on any one
Standing Committee, unless the membership term is extended by a simple majority
vote of the Council Members present at the annual Organizational Meeting;
d) The Chief Administrative Officer is deemed to be a non-voting member of the
Committee and authorized to be accompanied by such staff as required;
e) Committees shall be chaired by a citizen representative should one exist;
f) Members who is absent from three consecutive regular meetings of the Committee
automatically ceases to be a Member as of the date of the third meeting unless such
absence is authorized by resolution of the Committee.

16.2

Committee Proceedings
a) All discussion at a meeting of a Committee is directed through the chairperson.
b) The proceedings and deliberations of a Committee must be conducted in public except
where the Committee deals with information protected from disclosure under the
provisions of the Freedom of Information and Protection of Privacy Act.
c) When a meeting is closed to the public, the Committee may only deliberate; no
resolution may be passed at the meeting, except a resolution to revert to a meeting held
in public. Information presented and discussion occurring in a closed meeting is
confidential.
d) When a meeting is open to the public, the Committee may, in its sole discretion,
permit Members of the public to address the Committee when it is deemed appropriate
in the context of the business of the Committee.
e) The purpose of a Committee is to ensure that its business is dealt with effectively and
while members of the public are entitled to attend the public portions of Committee
meetings in order to observe the proceedings, a meeting of a Committee is not a public
hearing and therefore members of the public do not have a right to speak unless the
Committee wishes to hear from them.
f) Any Councillor who is not an appointed Member of a Committee:
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i.

ii.
iii.

Does not have any special right to speak or to address that Committee, and in
this respect shall be treated as a member of the public and is permitted to
speak only in accordance with section 16.2 (d) (e) but may not participate in
debate.
Is not entitled to vote on any issue before the Committee.
Has the right to attend any portion of the meetings of that Committee which is
closed to the public in the role of an observer, but shall not participate in
discussion.

16.3 Committee Quorum
a) A majority of voting Members constitutes a quorum.
b) The total number of Members is the number of currently appointed Members. If a Member
leaves the Committee the total number of Members will decrease until a replacement is
appointed.
c) When a Member attending a meeting is absent from a vote, for any reason, they are still
counted as part of the total number of Members and must be included in the calculation of
quorum.
PART 17
17.1

REPEAL

Bylaw 1592-2019 is hereby repealed upon this Bylaw coming into effect.

THIS BYLAW COMES INTO EFFECT ON THE DATE OF FINAL PASSING.

Read a first time in open Council this 13 day of July , 2020
Read a second time in open Council this 13 day of July , 2020
Read a third time in open Council and finally passed this 13 day of July , 2020

____________________________
MAYOR

_________________________________
CHIEF ADMINISTRATIVE OFFICER
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SCHEDULE A
Agenda & Priorities Committee - Terms of Reference
1. The Agenda & Priorities Committee shall be comprised of all members of council.
2. The Agenda & Priorities Committee may review, evaluate and make recommendations
regarding:
a. Setting of priorities;
b. Bylaw development;
c. Policy development
d. Business planning;
e. Financial planning and budget;
f. Legal services and agreements;
g. Land sale or purchase;
h. Personnel matters;
i. Economic development and tourism activities
3. The Agenda & Priorities Committee may:
a. Conduct public meetings;
b. Receive delegations and submissions;
c. Meet with other municipalities and other levels of governments;
d. Recommend appointments of members to council committees, other Town committees
and other bodies on which the Town is entitled to have representation.
4. The Agenda & Priorities Committee may make the following motions:
a. To adopt the agenda;
b. To receive agenda reports as information;
c. To refer matters to Administration or a Committee for review;
d. To make recommendations to Council;
e. To give direction to administration on questions regarding policy clarification in which
the final policy to be recommended to Council;
f. To move into a Closed Session meeting or to revert to an open meeting; and
g. To adjourn the meeting.
5. Council may receive briefings in Agenda & Priorities Committee.
6. The Agenda & Priorities Committee shall not hold public hearings.
7. Quorum of the Agenda & Priorities Committee is a majority of members of council.
8. The Mayor shall be chair of the Agenda & Priorities Committee unless another member of
council is chosen by the Mayor to act as chair.
9. The Agenda & Priorities Committee may move in camera in accordance with the Municipal
Government Act and the Freedom of Information and Protection of Privacy Act.
10. No motions may be made when the Agenda & Priorities Committee in camera in accordance
with the Freedom of information and Protection of Privacy Act, except motions to return to the
open meeting.
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SCHEDULE A
Community Services Standing Committee - Terms of Reference
Purpose:
The aim of the Committee is to enhance and strengthen the quality of life for all citizens in
Innisfail and area. The Committee is to provide a broad community perspective on issues affecting
the following community services areas:
x
x
x
x
x
x

Recreation and Culture Facilities
Community Parks and Trails
Social & Recreational Programming
Cultural Activities and Events
Community Beautification Initiatives
Any other community matters referred to the committee by Council

Authority:
The Committee has the authority to act in an advisory capacity to Council and Administration by
providing recommendations related to:
x Policy
x Programs and Services
x Participation in public engagement activities for Community Services decisions. Receive
input from the public through public participation processes.
x Community Grant Funding Allocations
x Facility and Fee Charge Reviews
x Recreation Master Plan
In addition, the Committee has the authority to consider and decide applications for grant funding
in accordance with Community Grant Policy 2015-002.
Membership:
The voting membership of the Committee must be comprised of:
x One (1) member of Council and one (1) alternate member of Council
x Five (5) Citizen representatives
x One (1) Youth/Student representative (High school or Post-secondary student)
The Chief Administrative Officer and/or his/her designate, together with such staff as the Chief
Administrative Officer determines, are non-voting members and attend at the pleasure of the
Committee.
Term:
Two (2) year term — as appointed at the annual Organizational Meeting of Council.
Funding:
As authorized by Council during the annual budget cycle.
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SCHEDULE A
Transportation Standing Committee - Terms of Reference
Purpose:
The Committee is to provide guidance and recommendation to Council and administration to
ensure that the transportation options provided by the service providers (Town, Legion) are
sustainable and meeting the needs of the residents. The committee will assist the Town and Legion
in determining where services are adequate and where improvements can be made in the
following:
x
x
x
x
x

Transportation Committee Policy
current public transportation program
identify potential future options for public transportation
assessment of existing and potential ridership needs.
Any other operational related matters referred to the committee by Council

Authority:
Act in an advisory capacity to Council and Administration by proving recommendations related
to:
x Provide recommendation to Council for modifications to existing Policy and development
of new Policy
x Monitor significant transportation initiatives and provide direction to administration on
Council’s expectations
x Review emerging transportation issues and recommend to Council on changes to Policy as
required
Objectives:
The Service Review will address the following objectives:
1. Analyze and report on the performance of the existing Innisfail public transportation
program including:
a. Current strengths;
b. Opportunities for improvement;
c. Comparison to similar municipalities.
2. Examine future Transportation requirements based on:
a. Community growth plans;
b. Demographic trends;
c. Citizen priorities expressed through consultation;
d. Intersectoral stakeholder consultation.
3. Outline and recommend service options over the short and longer term periods, for
consideration by the Town of Innisfail, to improve the public transportation systems
performance and effectiveness ;
Deliverables:
The key deliverables of the Transportation Service Review will be an annual report and
presentation to Innisfail Town council as follows:
1. Innisfail Transportation Service Review Report, including:
a) Transportation System Background
b) Existing Transportation System Performance
c) Public Engagement Results
d) Final Transportation System Improvement Options:
i.)
Each option will include projected changes in the number of service hours
and vehicles required, as well as projected ridership, revenue, total costs or
savings, and total, municipal, and provincial share of these;
e) Transportation System Improvement Option Implementation Process and Next Steps

1646-2020 Council Procedure Bylaw
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Membership:
The Transportation Committee consists of representatives from:
x
x
x
x

One (1) Town of Innisfail Council member, and one (1) alternate Council member.
Royal Canadian Legion Branch 104, Innisfail (Operator)
Two (2) Citizen Representatives
Administration are non-voting members and attend at the pleasure of the Committee.

Term: Three (3) year term – as appointed at the annual Organizational Meeting of Council.
Funding:
As authorized by Council during the annual budget cycle.
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&KDLULQJD&RPPLWWHH0HHWLQJ
Helpful Info

Speaking Notes

In Advance of the Meeting
1.
2.

3.

Review topics, make notes on agenda
outline
Give Committee Clerk advance notice of
any anticipated motions not included in
agenda outline
Be mindful of staying on task/topic in
order of agenda item

Call to Order
The Chair will open all committee meetings
with a call to order.

"Good evening everyone; I will call to order the
meeting of the INSERT COMMITTEE NAME,
held on INSERT DATE, at INSERT TIME.”

$GGLWLRQDO/DWH,WHPV
"EEJUJPOBM items are permissible with
unanimous consent from all voting
members. Look to your other committee
members to ensure there are no concerns.
IF there are concerns re: adding late items
(this may happen if people feel unprepared
to discuss the topic), then you can
recommend to the Staff Liaison that the item
be added to the next meeting agenda.

“Are there any BEEJUJPOBM items to include on
tonight’s agenda?”
If yes…
“Are there any concerns with the late additions?
Seeing none, we’ll move to adoption of the
agenda as amended.”

Approval of Agenda
"Can I have a NPUJPO to approve the agenda
as QSFTFOUFE (or ‘as amended’ if late items were
approved)?”
“Any discussion?”

Helpful Info

Speaking Notes
“Seeing none, I will call the question: all in
favour? Opposed?”
“$arrieE."

Adoption of Minutes
FIRST ask for a mover for the BEPQUJPO
of the minutes. THEN, open it up
for discussion re: errors and omissions.

“Can I have a motion to adopt the minutes?”

IF no amendments….

“I’ll call the question: all in favor? Opposed?
The motion carries.”

IF amendments…

“I will call the question on the adoption of the
minutes as amended: all in favour? Opposed?
That carries."

“Any amendments or changes to the minutes?”

Delegations or Presentations
 Introduce presenter and topic.
 Once the presentation is complete, thank
the presenter and invite questions from
committee members.
 The presenter is welcome to stay for the
remainder of the NFFUJOH (if it’s an open
meeting), or may leave once their
presentation is complete.
3FQPSUTNew Business
 This section holds the bulk of the agenda
items.

“Our next agenda item is <INSERT NAME>,
presented by <Name>.”

 You will introduce each item individually.

After the presentation…

 If the Committee wishes to make a
recommendation to Council on a
particular item, you will ask for someone
to NBLF a motion.
 :PVNBZ check with the Committee Clerk
to ensure they have properly captured
the motion.
 It is helpful to provide motions to the
Clerk in writing if they are pre-planned.

“Thank you, <Name>. Does the committee have
any questions for <Name>?”
Optional:
“Does the committee wish to entertain a
motion?”

Helpful Info

Speaking Notes
Two of the most common motions for
committees:
Recommend – “I move that the Committee
recommend to Council that…”
Support – “I move that the Committee support
the…”

Round Table
“We’ll do a round table discussion for those that
may have items to share. Starting to my
right….”
Adjournment
"TLGPSBNPUJPOUPBEKPVSO

0DLQ6WHSVRID0RWLRQ
 0RYH$PHPEHUZLOOPRYHWKHPRWLRQE\VWDWLQJ
o ³,PRYHWKDWLQVHUWLQJPRWLRQGHWDLOV!´RU
o ³6RPRYHG´LIWKHUHFRPPHQGHGPRWLRQZDVDOUHDG\VWDWHG
 'HEDWH7KH&KDLUWKHQRSHQVWKHIORRUIRUGLVFXVVLRQDQGGHEDWH5DLVH\RXUKDQGWRVLJQDO
WRWKH&KDLUWKDW\RXZRXOGOLNHWRVSHDN7KH&KDLUZLOOFDOORQFRPPLWWHHPHPEHUVLQWKH
RUGHULQZKLFKWKH\UDLVHWKHLUKDQGV<RXFDQVKDUH\RXUWKRXJKWVIRURUDJDLQVWWKHPRWLRQ
 9RWH2QFHHYHU\RQHKDVVKDUHGWKHLUWKRXJKWVWKH&KDLUZLOOWKHQSXWWKHPRWLRQWRDYRWH
E\VWDWLQJ
o ³,ZLOOQRZFDOOWKHTXHVWLRQRQWKHPRWLRQ$OOLQIDYRXU"´>7KRVHYRWLQJLQWKH
DIILUPDWLYHZLOOUDLVHWKHLUKDQGV@
o ³2SSRVHG"´>7KRVHYRWLQJLQWKHQHJDWLYHZLOOUDLVHWKHLUKDQGV@
 'HFODUH7KH&KDLUZLOOWKHQGHFODUHWKHUHVXOWVRIWKHYRWHE\VWDWLQJ
o ³7KDWPRWLRQLVFDUULHG´RU
o ³7KHPRWLRQLVGHIHDWHG´

