
 
 

AGENDA
SPECIAL COMMITTEE OF THE WHOLE MEETING

 
Monday, January 7, 2019, 1:00 P.M. - 4:00 P.M.
Board Room, Service and Resource Centre,

411 Dunsmuir Street, Nanaimo, BC

Pages

1. CALL TO ORDER:

2. INTRODUCTION OF LATE ITEMS:

3. APPROVAL OF THE AGENDA:

4. REPORTS:

a. Council Code of Conduct 1:00 p.m. - 2:00 p.m. 3 - 44

To be introduced by John Van Horne, Director of Human Resources.

Purpose:  To provide options for the creation of a Code of Conduct for Council,
and receive further input on the development of a Code of Conduct for adoption
by Council.

Recommendation:  That the Council Code of Conduct report dated 2019-JAN-
07 be received for information, and that Council provide further direction to staff
regarding the development of a Code of Conduct.

b. Committee Structure 2:00 p.m. - 4:00 p.m. 45 - 188

To be introduced by Sheila Gurrie, City Clerk.

Purpose:  To provide Council with the historic and current structure of City of
Nanaimo Committees.

Presentation:

George Cuff, George B. Cuff & Associates, to join meeting
electronically.

1.

Recommendation:  That the Committee Structure report dated 2019-JAN-07 be
received for information.

5. QUESTION PERIOD:



6. ADJOURNMENT:
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  Information Report  
 
 
DATE OF MEETING JANUARY 7, 2019 

AUTHORED BY JOHN VAN HORNE, DIRECTOR OF HUMAN RESOURCES 

SUBJECT Council Code of Conduct 

 

OVERVIEW 
 
Purpose of Report 
To provide options for the creation of a Code of Conduct for Council, and receive further input 
on the development of a Code of Conduct for adoption by Council. 
 
Recommendation 
That the Council Code of Conduct report dated 2019-JAN-07 be received for information, and 
that Council provide further direction to staff regarding the development of a Code of 
Conduct. 

 
 
DISCUSSION 
 
Codes of Conduct are found in many local governments, and serve as an over-arching 
expression of the way that Council and its members govern their interactions with each other, 
staff and the public. Members of Council have expressed the desire to develop and adopt such 
a document at the City of Nanaimo. In support of this initiative, staff have researched a few 
different examples for Council’s consideration. Currently, Council conduct is spoken to only 
briefly in the Governance Protocol Policy (Attachment A). 
 
Maple Ridge and Prince George have developed a Code of Conduct (see Attachments B and C) 
in the form of a policy. Policies have the advantage of being fairly easy to develop and modify 
as necessary, should new circumstances arise. 
 
Port Moody and Lantzville, in contrast, either have or are considering a Code of Conduct in 
Bylaw form (see Attachment D and E). While a bylaw may not be as easy to modify as a policy 
is, one could argue that providing a bylaw to address this issue shows perhaps a higher level of 
commitment to upholding the principles of the Code of Conduct. 
 
The Union of British Columbia Municipalities (“UBCM”), through its Working Group on 
Responsible Conduct, developed a Model Code of Conduct (see Attachment F) for use by local 
governments. This document addresses all of the key areas that such Codes generally cover, 
and is presented in a fill-in-the-blank format for quick and easy adoption. A draft of the UBCM-
version of the Code of Conduct, with the City of Nanaimo’s information included, is included as 
Attachment G.  
 
Council, if it chose to do so, could spend a considerable amount of time developing a Code of 
Conduct from scratch, borrowing on examples from a number of places to find just the right 
expressions of its commitments and beliefs. However, Council has a number of priorities to 
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tackle in the coming year, and the UBCM has done this work already on behalf of all local 
governments in the province. 
 
Should Council wish to proceed with developing a Code of Conduct using any of these models, 
staff will take direction from Council and bring forward a Code of Conduct for Council’s adoption. 
 

SUMMARY POINTS 
 

 Local governments have a variety of options for developing and presenting a Code of 
Conduct. 

 Both policies and bylaws have benefits Council may wish to consider. 

 The UBCM’s Model Code of Conduct has simplified much of the work for local 
governments who want to adopt a Code of Conduct.  

 
 
ATTACHMENTS 
 
Attachment A: Governance Protocol Policy 
Attachment B: Maple Ridge Code of Conduct 
Attachment C: Prince George Code of Conduct 
Attachment D: Port Moody Code of Conduct 
Attachment E: Lantzville Draft Code of Conduct 
Attachment F: UBCM Model Code of Conduct 
Attachment G: Draft Code of Conduct 
 

 

Submitted by: 
 
John Van Horne 
Director of Human Resources               
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City of Port Moody

Bylaw No. 3164

A Bylaw to govern the conduct of members of Council.

The Council of the City of Port Moody enacts as follows:

1.	Citation
1.1 This Bylaw may be cited as "City of Port Moody Council Code of Conduct Bylaw,

2018, No. 3164".

2.	Definitions
2.1 In this Bylaw,

a)	"Administration" means the administrative and operational arm of the
Municipality, composed of various departments and business units and
including all employees who operate under the leadership and supervision
of the City Manager;

b)	"City Manager" means the chief administrative officer of the Municipality, or
any other person designated to act in the place of the City Manager;

c)	"Investigator" means Council or the individual or body appointed by Council
to investigate and report on complaints;

d)	"Member" means a member of Council and includes a Councillor or the
Mayor; and

e)	"Municipality" means the municipal corporation of the City of Port Moody.

3.	Purpose and Application
3.1 The purpose of this Bylaw is to establish standards for the ethical conduct of

Members relating to their roles and obligations as representatives of the
Municipality and a procedure for the investigation and enforcement of those
standards.
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4.	Representing the Municipality
4.1 Members shall:

a)	act honestly and, in good faith, serve the welfare and interests of the
Municipality as a whole;

b)	perform their functions and duties in a conscientious and diligent manner
with integrity, accountability, and transparency;

c)	conduct themselves in a professional manner with dignity and make every
effort to participate diligently in the meetings of Council, committees of
Council, and other bodies to which they are appointed by Council; and

d)	arrange their private affairs and conduct themselves in a manner that
promotes public confidence and will bear close public scrutiny.

5.	Communicating on Behalf of the Municipality
5.1	A Member must not claim to speak on behalf of Council unless authorized to do

so.

5.2	Unless Council directs otherwise, the Mayor is Council's official spokesperson
and, in the absence of the Mayor, it is the Acting Mayor. All inquiries from the
media regarding the official Council position on an issue shall be referred to
Council's official spokesperson.

5.3	A Member who is authorized to act as Council's official spokesperson must
ensure that their comments accurately reflect the official position and will of
Council as a whole, even if the Member personally disagrees with Council's
position.

5.4	No Member shall make a statement when they know that statement is false.

5.5	No Member shall make a statement with the intent to mislead Council or
members of the public.

5.6	Member communication includes all forms of communication, including written,
verbal, and social media.

6.	Respecting the Decision-Making Process
6.1	Decision-making authority lies with Council, and not with any individual Member.

Council may only act by bylaw or resolution passed at a Council meeting at
which there is a quorum present. No Member shall, unless authorized by
Council, attempt to bind the Municipality or give direction to employees in the
Administration, agents, contractors, consultants, or other service providers or
prospective vendors to the Municipality.

6.2	Members shall conduct and convey Council business and all their duties in an
open and transparent manner, other than for those matters which by law are
authorized to be dealt with in a confidential manner in a closed session, and in
so doing, allow the public to view the process and rationale which was used to
reach decisions and the reasons for taking certain actions.
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6.3	Members shall accurately communicate the decisions of Council, even if they
disagree with Council's decision, such that respect for the decision-making
processes of Council is fostered.

6.4	Council members have the right and responsibility to speak publicly and explain
their position and agreement or disagreement with the overall Council decision.

7.	Adherence to Policies, Procedures, and Bylaws
7.1	Members shall uphold the law established by the Parliament of Canada and the

Legislature of British Columbia and the bylaws, policies, and procedures
adopted by Council.

7.2	Members shall respect the Municipality as an institution, its bylaws, policies, and
procedures and shall encourage public respect for the Municipality, its bylaws,
policies, and procedures.

7.3	A Member must not encourage disobedience of any bylaw, policy, or procedure
of the Municipality in responding to a member of the public, as this undermines
public confidence in the Municipality and in the rule of law.

8.	Respectful Interactions with Council Members, Staff, the Public, and
Others
8.1	Members shall act in a manner that demonstrates fairness, respect for individual

differences and opinions, and an intention to work together for the common
good and in furtherance of the public interest.

8.2	Members shall treat one another, employees of the Municipality, and members
of the public with courtesy, dignity, and respect and without abuse, bullying, or
intimidation.

8.3	No Member shall use indecent, abusive, or insulting words or expressions
toward another Member, any employee of the Municipality, or any member of
the public.

8.4	No Member shall speak in a manner that is discriminatory to any individual
based on the person's race, religious beliefs, colour, gender, physical disability,
mental disability, age, ancestry, place of origin, marital status, source of income,
family status, or sexual orientation.

8.5	Members shall respect the fact that employees in the Administration work for
the Municipality as a corporate body and are charged with making
recommendations that reflect their professional expertise and a corporate
perspective and that employees are required to do so without undue influence
from any Member or group of Members.

8.6	Members must not:

a)	involve themselves in matters of Administration, which fall within the
jurisdiction of the City Manager;

b)	use, or attempt to use, their authority or influence for the purpose of
intimidating, threatening, coercing, commanding, or influencing any
employee of the Municipality with the intent of interfering in the employee's
duties; or
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c) maliciously or falsely injure the professional or ethical reputation, or the
prospects or practice of employees of the Municipality.

9.	Confidential Information
9.1	Members must keep in confidence matters discussed in private at a Council or

Council committee meeting until the matter is discussed at a meeting held in
public or until disclosure has been lawfully authorized.

9.2	Members shall refrain from disclosing or releasing any confidential information
acquired by virtue of their office except when required by law or authorized by
Council to do so.

9.3	No Member shall use confidential information for personal benefit or for the
benefit of any other individual organization.

9.4	Confidential information includes information in the possession of, or received in
confidence by, the Municipality that the Municipality is prohibited from disclosing
pursuant to legislation, court order, or by contract, or is required to refuse to
disclose under the Freedom of Information and Privacy Protection Act or any
other legislation, or any other information that pertains to the business of the
Municipality, and is generally considered to be of a confidential nature, including
but not limited to information concerning:

a)	personal information;
b)	labour relations or other employee relations;
c)	the security of the property of the Municipality;
d)	a proposed or pending acquisition or disposition of land or other property;
e)	law enforcement matters;
f)	litigation or potential litigation, including matters before administrative

tribunals;
g)	advice subject to solicitor-client privilege;
h)	contract negotiations and discussions respecting the proposed provision of

a service; and
i)	discussions with other levels of government.

10.	Conflicts of Interest
10.1	Members have a statutory duty to comply with the Conflict of Interest provisions

as set out in the Community Charter.

10.2	Members may request that the City Manager seek a legal opinion from the City
Solicitor with respect to situations that may result in a real or perceived conflict
of interest.

10.3	Members are to be free from undue influence and not act or appear to act in
order to gain financial or other benefits for themselves, family, friends, or
associates, business or otherwise.

10.4	Members shall approach decision-making with an open mind that is capable of
persuasion.
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11. Improper Use of Influence
11.1	No Member shall use the influence of the Member's office for any purpose other

than for the exercise of the Member's official duties.

11.2	No Member shall act as a paid agent to advocate on behalf of any individual,
organization, or corporate entity before Council or a committee of Council or any
other body established by Council.

11.3	Members shall not contact or otherwise attempt to influence members of any
adjudicative body regarding any matter before it relating to the Municipality.

11.4	Members shall refrain from using their positions to obtain employment with the
Municipality for themselves, family members, or close associates. Members are
ineligible to apply or be considered for any position with the Municipality while
they hold their elected position and for one year after leaving office.

12. Use of Municipal Assets and Services
12.1 Members shall use municipal property, equipment, services, supplies, and staff

resources only for the performance of their duties as a Member, subject to the
following limited exceptions:

a)	municipal property, equipment, service, supplies, and staff resources that
are available to the general public may be used by a Member for personal
use upon the same terms and conditions as members of the general public,
including booking and payment of any applicable fees or charges; and

b)	electronic communication devices, including but not limited to desktop
computers, laptops, tablets, and smartphones, which are supplied by the
Municipality to a Member, may be used by the Member for personal use,
provided that the use is not offensive, inappropriate, or for personal gain.

13. Orientation and Other Training Attendance
13.1	Every Member must attend the orientation training offered by the Municipality

within 90 days after the Member takes the oath of office.

13.2	Unless excused by Council, every Member must attend the Elected Officials
Seminar offered by the Local Government Leadership Academy in the first
quarter of the year following local government elections.

13.3	Unless excused by Council, every Member must attend any other training
organized at the direction of Council for the benefit of Members throughout the
Council term.

14. Remuneration and Expenses
14.1	Members are stewards of public resources and shall avoid waste, abuse, and

extravagance in the use of public resources.

14.2	Members shall be transparent and accountable with respect to all expenditures
and strictly comply with all municipal bylaws, policies, and procedures
regarding claims for remuneration and expenses.
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15.	Gifts and Hospitality
15.1	Members have a statutory duty to comply with provisions of the

Community Charter on restrictions on accepting gifts.

15.2	Members shall not accept gifts, hospitality, or other benefits that would, to a
reasonable member of the public, appear to be in gratitude for influence, to
induce influence, or otherwise to go beyond the necessary and appropriate
public functions involved.

15.3	Gifts received by a Member on behalf of the Municipality as a matter of official
protocol which have significance or historical value for the Municipality shall be
left with the Municipality when the Member ceases to hold office.

16.	Election Campaigns
16.1 No Member shall use any facilities, equipment, supplies, services, municipal

logo, or other resources of the Municipality for any election campaign or
campaign-related activity.

17.	Informal Complaint Process
17.1	Any Member who has identified or witnessed conduct by a Member that the

Member reasonably believes, in good faith, is in contravention of this Bylaw may
address the prohibited conduct by:

a)	advising the Member that the conduct violates this Bylaw and encouraging
the Member to stop; or

b)	requesting the Mayor to assist in informal discussion of the alleged
complaint with the Member in an attempt to resolve the issue. In the event
that the Mayor is the subject of, or is implicated in a complaint, the person
may request the assistance of the Acting Mayor.

17.2	Individuals are encouraged to pursue this informal complaint procedure as the
first means of remedying conduct that they believe violates this Bylaw; however,
an individual is not required to complete this informal complaint procedure prior
to pursuing the formal complaint procedure outlined below.

18.	Formal Complaint Process
18.1 Any person who has identified or witnessed conduct by a Member that the

person reasonably believes, in good faith, is in contravention of this Bylaw may
file a formal complaint in accordance with the following procedure:

a)	all complaints shall be made in writing and shall be dated and signed by an
identifiable individual;

b)	all complaints shall be addressed to the Investigator and Council may, in
the case of any complaint, either appoint an Investigator, or investigate
such complaint itself;

c)	the complaint must set out reasonable and probable grounds for the
allegation that the Member has contravened this Bylaw, including a detailed
description of the facts, as they are known, giving rise to the allegation;
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d)	if the facts, as reported, include the name of one or more Members who are
alleged to be responsible for the breach of this Bylaw, the Member or
Members concerned shall receive a copy of the complaint submitted to the
Investigator and be given the opportunity to provide an initial response to
the complaint, prior to the decision being made as to whether to
investigate, pursuant to section 18.1(e);

e)	upon receipt of a complaint under this Bylaw, the Investigator shall review
the complaint, including any initial response by the Member who is the
subject of the complaint, and decide whether to proceed to investigate the
complaint. If the Investigator is of the opinion that a complaint is frivolous,
vexatious, or is not made in good faith, or that there are no grounds or
insufficient grounds for conducting an investigation, the Investigator may
choose not to investigate or, if already commenced, may terminate any
investigation, or may dispose of the complaint in a summary manner. In
that event, the complainant and Council, if Council is not the Investigator,
shall be notified of the Investigator's decision;

f)	if the Investigator decides to investigate the complaint, the Investigator shall
take such steps as may be considered appropriate, which may include
seeking legal advice. All proceedings of the Investigator regarding the
investigation shall be confidential;

g)	if the Investigator is not Council, the Investigator shall, upon conclusion of
the investigation, provide the Council and the Member who is the subject of
the complaint, the results of the Investigator's investigation for Council's
consideration, including any decision or imposition of a sanction and if
Council is the Investigator and decides to investigate pursuant to section
18.1(f), such investigation shall be conducted pursuant to section 18.1(h)
below;

h)	a Member who is the subject of an investigation shall be afforded
procedural fairness, including an opportunity to respond to the allegations
at the time of receipt by Council of the Investigator's report, where Council
is not the Investigator and in any event before Council deliberates and
makes any decision or any sanction is imposed; and

i)	a Member who is the subject of an investigation is entitled to be
represented by legal counsel at the Council meeting where any decision is
to be made or any sanction may be imposed, at the City's expense once,
and subsequently, at the Member's sole expense, unless Council has, in
advance, agreed to be responsible for such legal costs.

19. Compliance and Enforcement
19.1	Members shall uphold the letter, the spirit, and the intent of this Bylaw.

19.2	Members are expected to cooperate in every way possible in securing
compliance with the application and enforcement of this Bylaw.

19.3	No Member shall:

a)	undertake any act of reprisal or threaten reprisal against a complainant or
any other person for providing relevant information to Council or to any
other person; or

b)	obstruct Council, or any other person, in carrying out the objectives or
requirements of this Bylaw.
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19.4 Sanctions that may be imposed on a Member, by Council, upon a finding that
the Member has breached this Bylaw may include:

a)	a letter of reprimand addressed to the Member;
b)	requesting that the Member issue a letter of apology;
c)	publication of a letter of reprimand or request for apology and the Member's

response;
d)	requirement to attend training;
e)	suspension or removal of the appointment of a Member as the

Acting Mayor;
f)	suspension or removal from some or all internal and external Council

committees and bodies to which Council has the right to appoint members;
g)	restricting the Member from attending events as a representative of

Council;
h)	imposing further limits on Council related travel or expenses beyond those

set out in Corporate policies;
i)	requiring the return of Municipal property provided for convenience;
j) limiting access to certain municipal facilities;
k) restricting how documents are provided to the Member; and
I) any other sanction Council deems reasonable and appropriate in the

circumstances, provided that the sanction does not prevent a Member from
fulfilling the legislated duties of a Member and the sanction is not contrary
to Provincial Legislation.

20. Review
20.1 This Bylaw shall be brought forward for review at the beginning of each term of

Council and at any other time that Council considers appropriate to ensure that
it remains current and continues to accurately reflect the standards of ethical
conduct expected of Members.

21. Severability
21.1 If a portion of this Bylaw is found invalid by a court, it will be severed and the

remainder of the Bylaw will remain in effect.

Read a first time this 17^ day of July, 2018.

Read a second time this 17^ day of July, 2018.

Read a third time this 17^ day of July, 2018.

Adopted this 24^ day of July, 2018.

City of Port Moody Council Code of Conduct Bylaw, 2018, No. 3164
EDMS#439344 822



DISTRICT OF LANTZVILLE 

BYLAW NO. 171, 2018 

A BYLAW TO GOVERN THE CONDUCT OF MEMBERS OF COUNCIL 

The Council of the District of Lantzville enacts as follows: 

1. CITATION 

This Bylaw may be cited as "District of Lantzville Council Code of Conduct Bylaw 
No. 171, 2018". 

2. DEFINITIONS 

2.1 In this Bylaw, 

a) "Administration" means the administrative and operational arm of the 
Municipality, composed of various departments and business units and 
including all employees who operate under the leadership and supervision of 
the Chief Administrative Officer; 

b) "Chief Administrative Officer" means the Chief Administrative Officer of the 
Municipality, or any other person designated to act in the place of the Chief 
Administrative Officer; 

c) "Investigator" means Council or the individual or body appointed by Council to 
investigate and report on complaints; 

d) "Member" means a member of Council and includes a Councillor or the 
Mayor; and 

e) "Municipality" means the municipal corporation of the District of Lantzville. 

3. PURPOSE AND APPLICATION 

3.1 The purpose of this Bylaw is to establish standards for the ethical conduct of 
Members relating to their roles and obligations as representatives of the Municipality 
and a procedure for the investigation and enforcement of those standards and shall 
apply to all of Council Committees and Commissions. 

4. REPRESENTING THE MUNICIPALITY 

4.1 Members shall: 

a) act honestly and, in good faith, serve the welfare and interests of the 
Municipality as a whole; 

b) perform their functions and duties in a conscientious and diligent manner with 
integrity, accountability, and transparency; 

c) conduct themselves in a professional manner with dignity and make every 
effort to participate diligently in the meetings of Council, committees of 
Council, and other bodies to which they are appointed by Council; and 

d) arrange their private affairs and conduct themselves in a manner that promotes 
public confidence and will bear close public scrutiny. 
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5. COMMUNICATING ON BEHALF OF THE MUNICIPALITY 

5.1 A Member must not claim to speak on behalf of Council unless authorized to do so. 

5.2 Unless Council directs otherwise, the Mayor is Council's official spokesperson and, 
in the absence of the Mayor, it is the Acting Mayor. All inquiries from the media 
regarding the official Council position on an issue shall be referred to Council's 
official spokesperson. 

5.3 A Member who is authorized to act as Council's official spokesperson must ensure 
that their comments accurately reflect the official position and will of Council as a 
whole, even if the Member personally disagrees with Council's position. 

5.4 No Member shall make a statement when they know that statement is false. 

5.5 No Member shall make a statement with the intent to mislead Council or members of 
the public. 

5 .6 Member communication includes all forms of communication, including written, 
verbal, and social media. 

6. RESPECTING THE DECISION-MAKING PROCESS 

6.1 Decision-making authority lies with Council, and not with any individual Member. 
Council may only act by bylaw or resolution passed at a Council meeting at which 
there is a quorum present. No Member shall, unless authorized by Council, attempt 
to bind the Municipality or give direction to employees in the Administration, agents, 
contractors, consultants, or other service providers or prospective vendors to the 
Municipality. 

6.2 Members shall conduct and convey Council business and all their duties in an open 
and transparent manner, other than for those matters which by law are authorized to 
be dealt with in a confidential manner in a closed session, and in so doing, allow the 
public to view the process and rationale which was used to reach decisions and the 
reasons for taking certain actions. 

6.3 Members shall accurately communicate the decisions of Council, even if they 
disagree with Council's decision, such that respect for the decision-making processes 
of Council is fostered. 

6.4 Council members have the right to speak publicly and explain their position and 
agreement or disagreement with the overall Council decision. But must not demean, 
criticize, dispute or disrespect the decision of Council. 

7. ADHERENCE TO POLICIES, PROCEDURES, AND BYLAWS 

7 .1 Members shall uphold the law established by the Parliament of Canada and the 
Legislature of British Columbia and the bylaws, policies, and procedures adopted by 
Council. 

7 .2 Members shall respect the Municipality as an institution, its bylaws, policies, and 
procedures and shall encourage public respect for the Municipality, its bylaws, 
policies, and procedures. 
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7 .3 A Member must not encourage disobedience of any bylaw, policy, or procedure of 
the Municipality in responding to a member of the public, as this undermines public 
confidence in the Municipality and in the rule oflaw. 

8. RESPECTFUL INTERACTIONS WITH COUNCIL MEMBERS, STAFF, THE 
PUBLIC, AND OTHERS 

8.1 Members shall act in a manner that demonstrates fairness and respect for individual 
differences and opinions and an intention to work together for the common good and 
in furtherance of the public interest. 

8.2 Members shall treat one another, employees of the Municipality, and members of the 
public with courtesy, dignity, and respect and without abuse, bullying, or 
intimidation. 

8.3 No Member shall use indecent, abusive, or insulting words or expressions toward 
another Member, any employee of the Municipality, or any member of the public. 

8.4 No Member shall speak in a manner that is discriminatory to any individual based on 
the person's race, religious beliefs, colour, gender, physical disability, mental 
disability, age, ancestry, place of origin, marital status, source of income, family 
status, or sexual orientation. 

8.5 Members shall respect the fact that employees in the Administration work for the 
Municipality as a corporate body and are charged with making recommendations that 
reflect their professional expertise and a corporate perspective and that employees 
are required to do so without undue influence from any Member or group of 
Members. 

8.6 Members must not: 

a) involve themselves in matters of Administration, which fall within the 
jurisdiction of the Chief Administrative Officer and are only to contact staff 
(including Municipal Officers), according to the procedures authorized by 
Council and the Chief Administrative Officer regarding the interaction of 
Council and Committee Members and Staff. 

b) direct inquiries regarding departmental issues or questions to the Chief 
Administrative Officer and refrain from contacting Staff directly unless the 
communication is minor and of a day to day operational nature. 

c) issue instructions to any of the Districts contractors, tenders, consultants or 
other service providers unless expressly authorized to do so. 

d) publish or report information or make statements attacking or reflecting 
negatively on Staff, Council or Committee Members. Any complaint should be 
brought to the attention of the Chief Administrative Officer for follow-up. 

e) use information in a Council or political debate, without first providing a copy 
to all other Council Members and to the Chief Administrative Officer. 

f) use, or attempt to use, their authority or influence for the purpose of 
intimidating, threatening, coercing, commanding, or influencing any employee 
of the Municipality with the intent of interfering in the employee's duties; or 

g) maliciously or falsely injure the professional or ethical reputation, or the 
prospects or practice of employees of the Municipality. 
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9. CONFIDENTIAL INFORMATION 

9 .1 Members must keep in confidence matters discussed in private at a Council or 
Council committee meeting until the matter is discussed at a meeting held in public 
or until disclosure has been lawfully authorized. 

9 .2 Members shall refrain from disclosing or releasing any confidential information 
acquired by virtue of their office except when required by law or authorized by 
Council to do so. 

9 .3 No Member shall use confidential information for personal benefit or for the benefit 
of any other individual organization. 

9 .4 Confidential infonnation includes information in the possession of, or received in 
confidence by, the Municipality that the Municipality is prohibited from disclosing 
pursuant to legislation, court order, or by contract, or is required to refuse to disclose 
under the Freedom of Information and Protection of Privacy Act or any other 
legislation, or any other information that pertains to the business of the Municipality, 
and is generally considered to be of a confidential nature, including but not limited to 
information concerning: 

a) personal information; 

b) labour relations or other employee relations; 

c) the security of the property of the Municipality: 

d) a proposed or pending acquisition or disposition of land or other property; 

e) law enforcement matters; 

f) litigation or potential litigation, including matters before administrative 
tribunals: 

g) advice subject to solicitor-client privilege; 

h) contract negotiations and discussions respecting the proposed provision of a 
service; and 

i) discussions with other levels of government. 

10. CONFLICTS OF INTEREST 

10.1 Members have a statutory duty to comply with the Conflict of Interest provisions as 
set out in the Community Charter. 

10.2 Members may request that the Chief Administrative Officer seek a legal opinion 
from the City Solicitor with respect to situations that may result in a real or perceived 
conflict of interest. 

10.3 Members are to be free from undue influence and not act or appear to act in order to 
gain financial or other benefits for themselves, family, friends, or associates, business 
or otherwise. 

10.4 Members shall approach decision-making with an open mind that is capable of 
persuasion. 
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11. USE OF SOCIAL MEDIA 

11.1 Members must not purport to speak in behalf of the District or Council unless 
expressly authorized to do so. 

11.2 Members will use caution in reporting Councils decision-making by way of the 
social media profiles and websites before the District has released any formal 
communication. 

11.3 When speaking for themselves as individual Members on social media or to the 
press, a Member will include "in my opinion" or use a similar disclaimer to ensure it 
is expressly clear that they are speaking for themselves and not the District or 
Council as a whole. 

11.4 Members will refrain from using or permitting the use of their social media accounts 
for the purposes that include: 

a) defamatory remarks, obscenities, profane language or sexual content; 

b) negative statements disparaging staff or calling into question the professional 
capabilities o( staff; 

c) content that endorses, promotes or perpetuates discrimination or mistreatment 
on the basis of race, religion or belief, age, gender, marital status, national 
origin, physical or mental disability or sexual orientation; 

d) statements that indicate a closed mind in relation to a matter that is to be the 
subject of a statutory or other public hearing; or, 

e) promotion of illegal activity. 

11.5 Members must immediately take measures to deal with the publication of messages 
or postings by others that violate the terms of these codes of conduct. 

12. IMPROPER USE OF INFLUENCE 

12.1 No Member shall use the influence of the Member's office for any purpose other than 
for the exercise of the Member's official duties. 

12.2 No Member shall act as a paid agent to advocate on behalf of any individual, 
organization, or corporate entity before Council or a committee of Council or any 
other body established by Council. 

12.3 Members shall not contact or otherwise attempt to influence members of any 
adjudicative body regarding any matter before it relating to the Municipality. 

12.4 Members shall refrain from using their positions to obtain employment with the 
Municipality for themselves, family members, or close associates. Members are 
ineligible to apply or be considered for any position with the Municipality while they 
hold their elected position and for one year after leaving office. 

13. USE OF MUNICIPAL ASSETS AND SERVICES 

13.1 Members shall use municipal property, equipment, services, supplies, and staff 
resources only for the performance of their duties as a Member, subject to the 
following limited exceptions: 
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a) municipal property, equipment, service, supplies, and staff resources that are 
available to the general public may be used by a Member for personal use upon 
the same terms and conditions as members of the general public, including 
booking and payment of any applicable fees or charges; and 

b) electronic communication devices, including but not limited to desktop 
computers, laptops, tablets, and smartphones, which are supplied by the 
Municipality to a Member, may be used by the Member for personal use, 
provided that the use is not offensive, inappropriate, or for personal gain. 

14. ORIENTATION AND OTHER TRAINING ATTENDANCE 

14.1 Every Member must attend the orientation training offered by the Municipality 
within 90 days after the Member takes the oath of office. 

14.2 Unless excused by Council, every Member must attend the Elected Officials Seminar 
offered by the Local Government Leadership Academy in the first quarter of the year 
following local govenunent elections. 

14.3 Unless excused by Council, every Member must attend any other training organized 
at the direction of Council for the benefit of Members throughout the Council term. 

15. REMUNERATION AND EXPENSES 

15 .1 Members are stewards of public resources and shall avoid waste, abuse, and 
extravagance in the use of public resources. 

15.2 Members shall be transparent and accountable with respect to all expenditures and 
strictly comply with all municipal bylaws, policies, and procedures regarding claims 
for remuneration and expenses. 

15. GIFTS AND HOSPITALITY 

15.1 Members have a statutory duty to comply with provisions of the Community Charter 
on restrictions on accepting gifts. 

15 .2 Members shall not accept gifts, hospitality, or other benefits that would, to a 
reasonable member of the public, appear to be in gratitude for influence, to induce 
influence, or otherwise to go beyond the necessary and appropriate public functions 
involved. 

15.3 Gifts received by a Member on behalf of the Municipality as a matter of official 
protocol which have significance or historical value for the Municipality shall be left 
with the Municipality when the Member ceases to hold office. 

16. ELECTION CAMPAIGNS 

16.1 No Member shall use any facilities, equipment, supplies, services, municipal logo, or 
other resources of the Municipality for any election campaign or campaign-related 
activity. 

17. INFORMAL COMPLAINT PROCESS 

17 .1 Any Member who has identified or witnessed conduct by a Member that the Member 
reasonably believes, in good faith, is in contravention of this Bylaw may address the 
prohibited conduct by: 
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a) advising the Member that the conduct violates this Bylaw and encouraging the 
Member to stop; or 

b) requesting the Mayor to assist in informal discussion of the alleged complaint 
with the Member in an attempt to resolve the issue. In the event that the Mayor 
is the subject of, or is implicated in a complaint, the person may request the 
assistance of the Acting Mayor. 

1 7 .2 Individuals are encouraged to pursue this informal complaint procedure as the first 
means of remedying conduct that they believe violates this Bylaw: however, an 
individual is not required to complete this informal complaint procedure prior to 
pursuing the formal complaint procedure outlined below. 

18. FORMAL COMPLAINT PROCESS 

18; 1 Any person who has identified or witnessed conduct by a Member that the person 
reasonably believes, in good faith, is in contravention of this Bylaw may file a formal 
complaint in accordance with the following procedure: 

a) all complaints shall be made in writing and shall be dated and signed by an 
identifiable individual; 

b) all complaints shall be addressed to the Investigator and Council may, in the 
case of any complaint, either appoint an Investigator, or investigate such 
complaint itself; 

c) the complaint must set out reasonable and probable grounds for the allegation 
that the Member has contravened this Bylaw, including a detailed description 
of the facts, as they are known, giving rise to the allegation: 

d) if the facts, as reported, include the name of one or more Members who are 
alleged to be responsible for the breach of this Bylaw, the Member or Members 
concerned shall receive a copy of the complaint submitted to the Investigator 
and be given the opportunity to provide an initial response to the complaint, 
prior to the decision being made as to whether to investigate, pursuant to 
section 18.1 ( e); 

e) upon receipt of a complaint under this Bylaw, the Investigator shall review the 
complaint, including any initial response by the Member who is the subject of 
the complaint, and decide whether to proceed to investigate the complaint. If 
the Investigator is of the opinion that a complaint is frivolous, vexatious, or is 
not made in good faith, or that there are no grounds or insufficient grounds for 
conducting an investigation, the Investigator may choose not to investigate or, 
if already commenced, may terminate any investigation, or may dispose of the 
complaint in a summary manner. In that event, the complainant and Council, if 
Council is not the Investigator, shall be notified of the Investigator's decision; 

f) if the Investigator decides to investigate the complaint, the Investigator shall 
take such steps as may be considered appropriate, which may include seeking 
legal advice. All proceedings of the Investigator regarding the investigation 
shall be confidential; 
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g) if the Investigator is not Council, the Investigator shall, upon conclusion of the 
investigation, provide the Council and the Member who is the subject of the 
complaint, the results of the Investigator's investigation for Council's 
consideration, including any decision or imposition of a sanction and if Council 
is the Investigator and decides to investigate pursuant to section 18.1 (f), such 
investigation shall be conducted pursuant to section 18.1 (h) below; 

h) a Member who is the subject of an investigation shall be afforded procedural 
fairness, including an opportunity to respond to the allegations at the time of 
receipt by Council of the Investigator's report, where Council is not the 
Investigator and in any event before Council deliberates and makes any 
decision or any sanction is imposed; and 

i) a Member who is the subject of an investigation is entitled to be represented by 
legal counsel at the Council meeting where any decision is to be made or any 
sanction may be imposed, at the Districts expense once, and subsequently, at 
the Member's sole expense, unless Council has, in advance, agreed to be 
responsible for such legal costs. 

19. COMPLIANCE AND ENFORCEMENT 

19.1 Members shall uphold the letter, the spirit, and the intent of this Bylaw. 

19 .2 Members are expected to cooperate in every way possible in securing compliance 
with the application and enforcement of this Bylaw. 

19.3 No Member shall: 

a) undertake any act of reprisal or threaten reprisal against a complainant or any 
other person for providing relevant information to Council or to any other 
person; or 

b) obstruct Council, or any other person, in carrying out the objectives or 
requirements of this Bylaw. 

19.4 Sanctions that may be imposed on a Member, by Council, upon a finding that the 
Member has breached this Bylaw may include: 

a) a letter of reprimand addressed to the Member; 

b) requesting that the Member issue a letter of apology; 

c) publication of a letter of reprimand or request for apology and the Member's 
response; 

d) requirement to attend training; 

e) suspension or removal of the appointment of a Member as the Acting Mayor; 

f) suspension or removal from some or all internal and external Council 
committees and bodies to which Council has the right to appoint members; 

g) restricting the Member from attending events as a representative of Council; 

h) imposing further limits on Council related travel or expenses beyond those set 
out in Corporate policies; 

i) requiring the return of Municipal property provided for convenience; 

j) limiting access to certain municipal facilities; 
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k) restricting how documents are provided to the Member; and 

1) any other sanction Council deems reasonable and appropriate in the 
circumstances, provided that the sanction does not prevent a Member from 
fulfilling the legislated duties of a Member and the sanction is not contrary to 
Provincial Legislation. 

20. REVIEW 

20.1 This Bylaw shall be brought forward for review at the beginning of each term of 
Council and at any other time that Council considers appropriate to ensure that it 
remains current and continues to accurately reflect the standards of ethical conduct 
expected of Members. 

21. SEVERABILITY 

21.1 If a portion of this Bylaw is found invalid by a court, it will be severed and the 
remainder of the Bylaw will remain in effect. 

READ A FIRST TIME on the day of , 2018. 

READ A SECOND TIME on the day of , 2018. 

READ A THIRD TIME on the day of , 2018. 

ADOPTED on the day of , 2018. 

Mayor Director of Corporate Administration 
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INTRODUCTION & EXPLANATORY NOTES 

What is a Code of Conduct? 

 A Code of Conduct is a written document that sets shared expectations for conduct or behaviour.  A local 

government council or board can adopt a Code of Conduct to establish shared expectations for how 

members should conduct themselves while carrying out their responsibilities and in their work as a 

collective decision-making body for their community.    

 

 Responsible conduct of elected officials is not optional; it is essential to good governance.  Responsible 

conduct is grounded in conducting oneself according to principles such as honesty and integrity, and in a 

way that furthers a local government’s ability to provide good governance to their community (e.g. 

governing in a way that is transparent, ethical, accountable, respectful of the rule of law, collaborative, 

effective, and efficient). 

 

 A Code of Conduct is one tool that can be used by a local government council or board to promote or 

further responsible conduct. 

 

What is the purpose of this document? 

 The purpose of this document is to provide local government council or board members with a model Code 

of Conduct which establishes a set of principles and general standards of conduct that can be used as a 

starting point to develop their own Code of Conduct.   

 

 This model Code of Conduct may also be useful for councils or boards who already have a Code of Conduct 

in place, but wish to review or refresh the document following the 2018 general local elections.   

 

 The Working Group on Responsible Conduct has also developed a “Companion Guide” to accompany this 

document that provides discussion questions, things to keep in mind, and other tips to facilitate a council 

or board’s conversation in developing a Code of Conduct.  

 

 The general standards of conduct set out in this model Code of Conduct reflect the foundational principles 

of integrity, respect, accountability, and leadership and collaboration.1  Every Code of Conduct should be 

built on these key foundational principles. 

 

 Councils or boards may choose to customize and expand on the general standards of conduct provided in 

this model Code of Conduct by: 

o Adding examples of specific behaviours or other details to further elaborate on the standards of 

conduct that are provided;  

o Including additional standards of conduct that address topics of importance to the council or board 

and which are not directly dealt with by the standards of conduct already provided; and/or 

o Incorporating, referencing or attaching other policies that are generally related to responsible 

conduct (such as social media policies), where a council or board feels it is appropriate.   

                                                           
1 The Working Group on Responsible Conduct identified four foundational principles that can be used to guide the conduct of local 

elected officials in B.C. More information about these principles can be found here. 
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What are some considerations in developing and using a Code of Conduct? 

 In developing a Code of Conduct, council or board members should consider not just the content of the 

Code of Conduct, but also how to make it meaningful for members, both as individuals and as a collective 

decision-making body. While there is no ‘right’ way to develop and use a Code of Conduct, councils or 

boards should consider the following to maximize the effectiveness of their Code of Conduct:  

o Don’t overlook the importance of the process when developing and adopting a Code of Conduct:  

How a Code of Conduct is developed and adopted matters; providing opportunities for council or 

board members to discuss the language and content of the Code of Conduct and how it can best be 

customized to meet the needs of the council or board, and individual members, is important to 

ensure its effectiveness. Discussing shared expectations as a part of the orientation process for 

newly elected officials, or including the Code of Conduct as an outcome of a strategic planning 

process (with dedicated follow-up opportunities for development) could be good ways of ensuring a 

Code of Conduct is adopted in a meaningful way.   

o Make the Code of Conduct meaningful: Finding ways to integrate the Code of Conduct into the 

council or board’s ongoing governance will help ensure that it remains a relevant and effective living 

document.  For instance, some councils or boards may choose to refer to the Code of Conduct at 

every meeting; others may have a copy included in every agenda package or framed on the wall in 

the meeting room or placed on the desk of each elected official as a regular point of reference.   

o Make sure the Code of Conduct is consistent with existing laws and policies: Council or board 

members may include a variety of topics in their Code of Conduct. Where existing laws or policies 

deal with topics they choose to include in their Code of Conduct (i.e. privacy legislation; Human 

Resources policies; etc.), they must ensure that their Code of Conduct is consistent with those laws 

and policies.  

o Offer ongoing advice, education and support: A council or board will also want to consider how 

members can best be supported in working with their Code of Conduct.  This could include, for 

example, general education around the purpose of Codes of Conduct, opportunities for members to 

receive specific advice on how the Code of Conduct should be interpreted and applied, as well as 

other ongoing opportunities for support and education – for example, orientation when new 

members join the council or board or regular debriefings following council or board meetings to 

discuss how effectively the Code of Conduct guided the discussion.  

o Revisit it regularly: Council or board members should approach their Code of Conduct as a living 

document to be reviewed and amended from time to time, to ensure that it remains a relevant and 

effective tool. 
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MODEL CODE OF CONDUCT 2 

 

A. INTRODUCTION 

 

As local elected representatives (“members”), we recognize that responsible conduct is essential to 

providing good governance for the [city / municipality / regional district / district] of [name of local 

government]. 

 

We further recognize that responsible conduct is based on the foundational principles of integrity, 

accountability, respect, and leadership and collaboration.   

 

In order to fulfill our obligations and discharge our duties, we are required to conduct ourselves to the 

highest ethical standards by being an active participant in ensuring that these foundational principles, 

and the standards of conduct set out below, are followed in all of our dealings with every person, 

including those with other members, staff, and the public. 

 

 

B. HOW TO APPLY AND INTERPRET THIS CODE OF CONDUCT 

 

This Code of Conduct applies to the members of [city / municipality / regional district / district] of 

[name of local government]. It is each member’s individual responsibility to uphold both the letter and 

the spirit of this Code of Conduct in their dealings with other members, staff, and the public. 

 

Elected officials must conduct themselves in accordance with the law. This Code of Conduct is intended 

to be developed, interpreted and applied by members in a manner that is consistent with all applicable 

Federal and Provincial Laws, as well as the bylaws and policies of the local government, the common 

law and any other legal obligations which apply to members individually or as a collective council or 

board.   

 

                                                           
2
 Some sections of this Code of Conduct include additional information in a shaded box.  This information is for guidance and context 

only, and is not intended to be included in a local government’s Code of Conduct. 
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Information about the Foundational Principles: 

The foundational principles of integrity, respect, accountability and leadership and collaboration have 

been identified by the Working Group on Responsible Conduct as being important to promoting and 

furthering responsible conduct and should be incorporated into every Code of Conduct.   

A high-level definition of each foundational principle, along with a general description of the type of 

conduct that upholds each principle, is provided below. These principles are intended to provide 

members with a shared understanding of responsible conduct and guide them in fulfilling their roles and 

responsibilities both as individual elected officials and as a collective council or board.  Key standards of 

conduct are set out in subsequent sections of this model Code of Conduct to provide specific examples of 

the types of conduct that demonstrate the foundational principles. 

These four principles, in conjunction with the key standards of conduct, can be used as a guide for 

elected officials against which to assess their own conduct. 

 

C. FOUNDATIONAL PRINCIPLES OF RESPONSIBLE CONDUCT 

 

1. Integrity – means being honest and demonstrating strong ethical principles. Conduct under this 

principle upholds the public interest, is truthful and honourable.   

 

2. Respect – means having due regard for others’ perspectives, wishes and rights; it also means 

displaying deference to the offices of local government, and the role of local government in 

community decision making. Conduct under this principle is demonstrated when a member fosters 

an environment of trust by demonstrating due regard for the perspectives, wishes and rights of 

others and an understanding of the role of the local government.   

 

3. Accountability – means an obligation and willingness to accept responsibility or to account for 

ones actions. Conduct under this principle is demonstrated when council or board members, 

individually and collectively, accept responsibility for their actions and decisions.  

 

4. Leadership and Collaboration – means an ability to lead, listen to, and positively influence others; 

it also means coming together to create or meet a common goal through collective efforts.  

Conduct under this principle is demonstrated when a council or board member encourages 

individuals to work together in pursuit of collective objectives by leading, listening to, and 

positively influencing others.  
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Information about the Standards of Conduct:  

The following section provides general standards of conduct that reflect the foundational principles 

identified above. A council or board can customize their Code of Conduct by including additional 

standards of conduct, or by expanding on existing standards of conduct to more clearly demonstrate 

how a member can exemplify responsible conduct. 

A council or board may find the “Companion Guide” to this Code of Conduct useful as they consider how 

these general standards of conduct may be customized to best fit their needs.   

 

Information about including Value Statements: 

A council or board may wish to customize their Code of Conduct to include ‘value statements’.  These 

are high-level statements that identify the values that the council or board consider important and 

feels should be included for context in their Code of Conduct. 

 

A council or board may find the “Companion Guide” to this Code of Conduct useful as they consider 

how ‘value statements’ may be incorporated into their own Code of Conduct.  

D. OPTIONAL: VALUE STATEMENTS 

 

E. STANDARDS OF CONDUCT 

 

Integrity:  Integrity is demonstrated by the following conduct: 

 

 Members will be truthful, honest, and open in all dealings, including those with other 

members, staff and the public. 

 

 Members will ensure that their actions are consistent with the shared principles and values 

collectively agreed to by the council or board. 

 

 Members will follow through on their commitments, correct errors in a timely and transparent 

manner, and engage in positive communication with the community. 

 

 Members will direct their minds to the merits of the decisions before them, ensuring that they 

act on the basis of relevant information and principles and in consideration of the 

consequences of those decisions.   

 

 Members will behave in a manner that promotes public confidence in all of their dealings. 
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Respect:  Respect is demonstrated through the following conduct: 

 

 Members will treat every person with dignity, understanding, and respect. 

 

 Members will show consideration for every person’s values, beliefs, and contributions to 

discussions. 

 

 Members will demonstrate awareness of their own conduct, and consider how their words or 

actions may be perceived as offensive or demeaning. 

 

 Members will not engage in behaviour that is indecent, insulting or abusive. This behaviour 

includes unwanted physical contact, or other aggressive actions that may cause any person 

harm or makes them feel threatened.  

Accountability:   Accountability is demonstrated through the following conduct:  

 

 Members will be responsible for the decisions that they make and be accountable for their 

own actions and the actions of the collective council or board.  

 

 Members will listen to and consider the opinions and needs of the community in all decision- 

making, and allow for appropriate opportunities for discourse and feedback. 

 

 Members will carry out their duties in an open and transparent manner so that the public can  

understand  the  process  and  rationale  used  to  reach  decisions  and  the  reasons for taking 

certain actions. 

 

Leadership and Collaboration:  Leadership and collaboration is demonstrated through the following 

conduct: 

 Members will behave in a manner that builds public trust and confidence in the local 

government. 

 

 Members will consider the issues before them and make decisions as a collective body. As 

such, members will actively participate in debate about the merits of a decision, but once a 

decision has been made, all members will recognize the democratic majority, ideally 

acknowledging its rationale, when articulating their opinions on a decision.  

 

 Members will recognize that debate is an essential part of the democratic process and 

encourage constructive discourse while empowering other members and staff to provide their 

perspectives on relevant issues. 
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 As leaders of their communities, members will calmly face challenges, and provide considered 

direction on issues they face as part of their roles and responsibilities while empowering their 

colleagues and staff to do the same.   

 

 Members will recognize, respect and value the distinct roles and responsibilities others play in 

providing good governance and commit to fostering a positive working relationship with and 

among other members, staff, and the public. 

 

 Members will recognize the importance of the role of the chair of meetings, and treat that 

person with respect at all times. 
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Information about including Additional Policies: 

A council or board may choose to include additional policies as part of their Code of Conduct. These 

additional policies may be useful in addressing matters of importance that require deeper attention or 

that are connected to the four foundational principles. Some examples of the types of policies that a 

council or board could include are provided below.   

A council or board may want to consult the “Companion Guide” for tips and resources for including 

additional policies (e.g. examples of social media policies from particular local governments).  

F. OPTIONAL: ADDITIONAL POLICIES  

 

Policies About Communications  

 Use of social media by members. 
 

 How members communicate as representatives of the local government. 
 

Policies About Personal Interaction 

 Interactions between members and others, such as the public, staff, bodies appointed by the 

local government, and other governments and agencies (e.g. respectful workplace policies). 

 

 Roles and responsibilities of staff and elected officials. 
 

Policies About How Information is Handled 

 Proper handling and use of information, including information which is confidential or 

otherwise protected and is made available to members in the conduct of their responsibilities. 

 

 Retention and destruction of records. 
 

 How and when information that was relevant to the decision making process is made publicly 
available. 
 

Policies About Other Matters 

 Creation, use, and retention of the local government’s intellectual property. 
 

 Personal use of local government resources. 
 

 Receipt of gifts and personal benefits by members.  
 

 Provision of remuneration, expenses or benefits to members in relation to their duties as 
members.   
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CITY OF NANAIMO 

 

Council Policy 
 

Policy:  Code of Conduct Number:   

Applies To:   Council Effective Date:   

 
 

INTRODUCTION  

 

As local elected representatives (“members”), we recognize that responsible conduct is essential 

to providing good governance for the City of Nanaimo. We further recognize that responsible 

conduct is based on the foundational principles of integrity, accountability, respect, and leadership 

and collaboration. In order to fulfill our obligations and discharge our duties, we are required to 

conduct ourselves to the highest ethical standards by being an active participant in ensuring that 

these foundational principles, and the standards of conduct set out below, are followed in all of 

our dealings with every person, including those with other members, staff, and the public. 

 

HOW TO APPLY AND INTERPRET THIS CODE OF CONDUCT  

 

This Code of Conduct applies to the members of the City of Nanaimo. It is each member’s 

individual responsibility to uphold both the letter and the spirit of this Code of Conduct in their 

dealings with other members, staff, and the public. Elected officials must conduct themselves in 

accordance with the law. This Code of Conduct is intended to be developed, interpreted and 

applied by members in a manner that is consistent with all applicable Federal and Provincial Laws, 

as well as the bylaws and policies of the local government, the common law and any other legal 

obligations which apply to members individually or as a collective council. 

 

FOUNDATIONAL PRINCIPLES OF RESPONSIBLE CONDUCT 

1. Integrity – means being honest and demonstrating strong ethical principles. Conduct under 
this principle upholds the public interest, is truthful and honourable.  
 
2. Respect – means having due regard for others’ perspectives, wishes and rights; it also means 
displaying deference to the offices of local government, and the role of local government in 
community decision making. Conduct under this principle is demonstrated when a member fosters 
an environment of trust by demonstrating due regard for the perspectives, wishes and rights of 
others and an understanding of the role of the local government.  
 
3. Accountability – means an obligation and willingness to accept responsibility or to account for 
ones actions. Conduct under this principle is demonstrated when council members, individually 
and collectively, accept responsibility for their actions and decisions.  
 
4. Leadership and Collaboration – means an ability to lead, listen to, and positively influence 
others; it also means coming together to create or meet a common goal through collective efforts. 
Conduct under this principle is demonstrated when a council member encourages individuals to 
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work together in pursuit of collective objectives by leading, listening to, and positively influencing 
others.  
 

STANDARDS OF CONDUCT 

Integrity: Integrity is demonstrated by the following conduct:  
 

1. Members will be truthful, honest, and open in all dealings, including those with other 
members, staff and the public.  

 
2. Members will ensure that their actions are consistent with the shared principles and values 

collectively agreed to by the council.  
 

3. Members will follow through on their commitments, correct errors in a timely and 
transparent manner, and engage in positive communication with the community.  

 
4. Members will direct their minds to the merits of the decisions before them, ensuring that 

they act on the basis of relevant information and principles and in consideration of the 
consequences of those decisions.  

 
5. Members will behave in a manner that promotes public confidence in all of their dealings.  

 
Respect: Respect is demonstrated through the following conduct:  
 

1. Members will treat every person with dignity, understanding, and respect.  
 

2. Members will show consideration for every person’s values, beliefs, and contributions to 
discussions.  

 
3. Members will demonstrate awareness of their own conduct, and consider how their words 

or actions may be perceived as offensive or demeaning.  
 

4. Members will not engage in behaviour that is indecent, insulting or abusive. This behaviour 
includes unwanted physical contact, or other aggressive actions that may cause any 
person harm or makes them feel threatened.  

 
Accountability: Accountability is demonstrated through the following conduct:  
 

1. Members will be responsible for the decisions that they make and be accountable for their 
own actions and the actions of the collective council.  

 
2. Members will listen to and consider the opinions and needs of the community in all 

decision- making, and allow for appropriate opportunities for discourse and feedback.  
 

3. Members will carry out their duties in an open and transparent manner so that the public 
can understand the process and rationale used to reach decisions and the reasons for 
taking certain actions.  
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Leadership and Collaboration: Leadership and collaboration is demonstrated through the 
following conduct:  
 

1. Members will behave in a manner that builds public trust and confidence in the local 
government.  

 
2. Members will consider the issues before them and make decisions as a collective body. 

As such, members will actively participate in debate about the merits of a decision, but 
once a decision has been made, all members will recognize the democratic majority, 
ideally acknowledging its rationale, when articulating their opinions on a decision.  

 
3. Members will recognize that debate is an essential part of the democratic process and 

encourage constructive discourse while empowering other members and staff to provide 
their perspectives on relevant issues.  

 
4. As leaders of their communities, members will calmly face challenges, and provide 

considered direction on issues they face as part of their roles and responsibilities while 
empowering their colleagues and staff to do the same.  

 
5. Members will recognize, respect and value the distinct roles and responsibilities others 

play in providing good governance and commit to fostering a positive working relationship 
with and among other members, staff, and the public.  

 
6. Members will recognize the importance of the role of the chair of meetings, and treat that 

person with respect at all times.  
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  Information Report  
File Number: 0360-01 

IRV1 

 
DATE OF MEETING JANUARY 7, 2019 

AUTHORED BY SKY SNELGROVE, STENO COORDINATOR 

SUBJECT COMMITTEE STRUCTURE 

 

OVERVIEW 
 
Purpose of Report 
To provide Council with the historic and current structure of City of Nanaimo Committees. 
 
Recommendation 
That the Committee Structure report dated 2019-JAN-07 be received for information. 

 
 
DISCUSSION 
 
At the 2018-DEC-17 Special Committee of the Whole Meeting, Council identified a review of the 
current committee structure as a Council priority.   
 
Currently, the only active committees are the Committee of the Whole, Finance and Audit 
Committee and the Community Engagement Task Force.  Committees, excluding those noted, 
are on hold pending a review of the committee structure by Council.  This session will be the 
first Council discussion regarding committee structure and further discussions may occur 
following the development of the Strategic Plan and input from the Community Engagement 
Task Force.  Mr. George Cuff, local government expert, is expected to participate in the meeting 
electronically to discuss the concept of a Governance and Priorities Committee. 
 
In the summer of 2016 the City hired a consultant to undertake a review of the committee 
structure, provide a comparison to other municipalities and provide general observations about 
the City’s committees and commissions.  The consultant’s findings and a proposed committee 
structure were presented to Council at the July 11, 2016 Council Meeting (Attachment A). 
Council directed staff to proceed with the new committee structure (Attachment B) and directed 
staff to finalize operating guidelines and terms of reference for each committee.  Terms of 
reference for each of the starred advisory committees below were brought to Council and 
approved at the November 28, 2016 Special Council Meeting (Attachment C).  Committee 
membership is comprised of a member of Council as chair, various members at large from the 
community and a non-voting staff liaison.  
 
Advisory Committees/Task Forces: 
 Cannabis Task Force (mandate completed) 
 Community Engagement Task Force (CETF), member at large chair 

Community Planning and Development Committee* (CPD) 
Community Vitality Committee* (CV) 
Design Advisory Panel* (DAP) 
Finance and Audit Committee* (F&A) 
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Nanaimo Youth Advisory Council* (NYAC) 
Parks, Recreation and Wellness Committee* (PRW) 
Public Safety Committee* (PS) 
Public Works and Engineering Committee* (PWE) 

 
Boards: 
 Board of Variance 
Panel: 
 Parcel Tax Review Panel 
 
The committee structure prior to July 2016 included the following committees, commissions and 
working groups, of which the terms of reference are attached for information (Attachment D).  
Various committees, such as the Nanaimo Economic Development Corporation Nominating 
Committee, were struck for a specific purpose and are no longer relevant. Each committee 
included a non-voting staff liaison, council representatives and members of the public. 
 
Advisory Committees: 
 Advisory Committee on Environmental Sustainability 

City Manager Selection Committee 
Core Services Review Steering Committee 
Design Advisory Panel 
Grants Advisory Committee 
Nanaimo Economic Development Corporation Nominating Committee 
Nanaimo Youth Advisory Council 
Planning and Transportation Advisory Committee 
Red/Green Tape Committee 
Safer Nanaimo Advisory Committee 
Social Planning Advisory Committee 
South Downtown Waterfront Committee 
Terminal/Nicol Corridor Streetscape Project Technical Steering Committee 
Water Supply Advisory Committee 

Commissions: 
Nanaimo Culture & Heritage Commission 
Parks and Recreation Commission 
 Parks and Recreation Commission – Parks Sub Committee 
 Parks and Recreation Commission – Recreation Sub Committee 

Boards: 
Board of Variance 

Review Panel: 
Parcel Tax Review Panel 

Liaison Committees: 
Nanaimo First Nations (Snuneymuxw) Liaison Committee/Protocol Working Group 
Tripartite (Port of Nanaimo, City, Snuneymuxw First Nation) Working Group 

 
Sections 141 and 142 of Division 4 of the Community Charter provide for the categories of 
committees a municipality may create and utilize.  There are two types of committees, standing 
committees and select committees.  Standing committees are established by the Mayor for 
matters the Mayor considers would be better dealt with by committee.  At least half the 
members of standing committees must be Council members.  Select committees are 
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established by Council to consider or inquire into any matter and to report its finding and opinion 
to Council. At least one member of a select committee must be a council member. 
 
Included in Attachment C are the approved Committee Operating Guidelines which provide 
guidance for staff and committee members related to roles and responsibilities.  Section 42 of 
“Council Procedure Bylaw 2018 No. 7272” (Procedure Bylaw) provides regulations for the 
general duties of standing and select committees, excluding the Committee of the Whole: 
 

“Duties of Standing Committees 
42.1  This part applies, where applicable, to all Committees of the City, except 

for COW. 
42.2  A Standing Committee will consider, inquire into, report and make 

recommendations to Council about all of the following matters: 
(a) matters that are related to the general subject indicated by the name of 

the committee; 
(b) matters that are assigned by Council; or, 
(c) matters that are assigned by the Mayor. 

 
42.3 A Standing Committee will report and make recommendations to Council 

at all of the following times; 
(a) in accordance with the schedule of the Standing Committee’s meetings; 

and, 
(b) on matters that are assigned by Council or the Mayor, 

(i) as required by Council or the Mayor; or, 
(ii)  as soon as possible if the Council or Mayor does not specify a 

time. 
 

Duties of Select Committees 
43.1 A Select Committee will consider, inquire into, report and make 

recommendations to Council about all matters referred to the Select Committee 
by the Council. 

43.2 The Select Committee will report and make recommendations to Council.” 
 

Part VIII of the Procedure Bylaw provides for the procedures for Committee of the Whole 
Meetings.  The intent of the Committee of the Whole is to provide Council with a less formal 
meeting where items brought to the table can be fully discussed prior to proceeding to a Council 
meeting to be voted on.  Prior to the adoption of the Procedure Bylaw, the Committee of the 
Whole was delegated the authority of Council, through “Delegation of Council Powers Bylaw 
2012 No. 7148” and made decisions on Council matters, excluding those exceptions listed in 
the Community Charter. 
 

SUMMARY POINTS 
 

 Committee Terms of Reference prior to July 2016 are provided for information. 

 Current Committee Terms of Reference are attached for Council’s review. 

 The only active committees at this time are the Committee of the Whole, Finance and 
Audit Committee and Community Engagement Task Force. 
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ATTACHMENTS 
 
Attachment A:  Report to Council and consultant’s report 2016-JUL-11 
Attachment B:  Resolution Passed 2016-JUL-11 re:  Committee Structure 
Attachment C:  Report to Council 2016-NOV-28, current Committee Terms of Reference and 

Operating Guidelines. 
Attachment D:  Historical Committee Terms of Reference 
Attachment E:  George Cuff Documents 
 

 

  

Submitted by: 
 
Sky Snelgrove 
Steno Coordinator, Legislative Services              

Concurrence by: 
 
Sheila Gurrie 
City Clerk and Corporate Officer                

 

48



49



50



51



City of Nanaimo 

Review of Committees and Commissions 

Lisa M. Zwarn 

July 4, 2016 

52



CITY OF NANAIMO 

REVIEW OF COMMITTEES AND COMMISIONS 

 
 
 

Prepared by Lisa M. Zwarn  ii  

TABLE OF CONTENTS 

 

1.0 Introduction ..................................................................................................... 3 

2.0 Review of the Proposed Committees and Commissions ........................... 4 

2.1 Background .......................................................................................... 4 

2.2 Review of Proposed New Committees ................................................ 6 

3.0 Comparison to Other BC Local Governments ........................................... 15 

3.1 Equivalent Committees in the Other Communities ............................ 15 

3.2 Committees Which Are Specific to the Other Communities .............. 18 

4.0 General Observations .................................................................................. 21 

4.1 Descriptive Terms .............................................................................. 21 

4.2 Limits on the Committee’s Authority .................................................. 22 

4.3 Costs of Administrative Support ........................................................ 23 

Appendix 1 – Responsibilities for Administrative Support Staff Person............. 25 

 

 

53



CITY OF NANAIMO 

REVIEW OF COMMITTEES AND COMMISIONS 

 
 
 

Prepared by Lisa M. Zwarn  3 
 

1.0 Introduction 

 

The City of Nanaimo (the “City”) would like a review of its proposed 

Committee and Commissions structure and terms of reference in order 

to identify any gaps in what is being proposed, to compare its 

committee structure to the structures used by other BC local 

governments and to offer some general observations about committees 

and commissions.  

 

This review is not intended to be a comprehensive assessment of the 

proposed structure but is intended to provide some additional 

perspective on what is being proposed. 

 

This review does not examine how the City currently employs 

Committee of the Whole as part of its governance structure.  The 

function and operation of Committee of the Whole should be considered 

as part of the update of the City’s Council Procedure Bylaw.   
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2.0 Review of the Proposed Committees and 

Commissions 

2.1 Background 

Currently the City has 11 advisory committees and commissions which 

are as follows:1 

1. Advisory Committee on Environmental Sustainability

2. Design Advisory Panel

3. Grants Advisory Committee

4. Nanaimo Culture & Heritage Commission

5. Nanaimo Economic Development Corporation Nominating

Committee

6. Parks and Recreation Commission

7. Planning and Transportation Advisory Committee

8. Safer Nanaimo Advisory Committee

9. Social Planning Advisory Committee

10. Water Supply Advisory Committee

11. Nanaimo Youth Advisory Council.

These particular committees and commissions are under the authority 

of Council which has the ability to alter their composition and mandate.  

There are other groups2 for which the City is mandated by the 

legislation to have (such as the Board of Variance and the Parcel Tax 

Review Panel3) or has a Council representative for an external 

organization’s governing bodies (such as Library Board, Airport 

Commission, Port Authority, Municipal Insurance Association).  

Because of the nature of these types of groups, the City does not have 

1
 Five committees are or will no longer necessary as specific events have occurred or will occur which render 

those committees no longer necessary.  These committees are (1) City Manager Selection Committee (hiring of 
new City Manager); (2) Core Services Review Steering Committee (project completed); (3) Red/Green Tape 
Committee (N/A); (4) South Downtown Waterfront Committee (completion of the project); and (5) 
Terminal/Nicol Corridor Streetscape Project Technical Steering Committee (completion of the project or July, 
2016, whichever occurs first). 
2
 There are 12 of these such groups. 

3
 The mandate for these groups is set out in legislation. 
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authority to alter the composition or direct the operations of these 

groups unilaterally. 

 

Concerns have arisen about the committees, their structures and their 

operations.  Some of these concerns include: 

 Inability to support these committees administratively with 

existing resources; 

 Additional impacts on the organization in terms of overtime 

costs and impacts on staff workloads;  

 Lack of clarity of the mandate as well as the roles and 

responsibilities of the committees and commissions; 

 Confusion over the degree of authority delegated by Council 

to the committees and commissions; 

 Degree to which organizational interests are secondary to 

other interests;  

 Administrative challenges such as lengthy meetings, agenda 

and minute taking inconsistencies, disparity in reporting back 

to Council.  

 

Staff has reviewed the nature of the enumerated committees and 

commissions in order to create a more cohesive and higher functioning 

committee system that addresses some of the concerns identified.   

 

Staff has considered several options which are: 

(a) Maintain the current committee structure with the existing committee 

with the following modifications: 

i. The addition of a FTE to serve as the committee coordinator 

in the legislative services department; and  

ii. The allocation of budget to cover the operating costs of these 

committees which is recommended at $2,000 per year per 

committee; 

(b) Implement Integrated Commission Option A which is to retain all 

mandatory committees and commissions and amalgamate the 
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remaining existing committees into 6 committees based on key 

policy areas; or 

(c) Implement Integrated Commission Option B which is similar to 

Option A except that there would be 7 committees instead, with 

separation of community vitality into arts, culture, multiculturalism 

and heritage and social equity (planning).  

 

Staff recommended Integrated Commission Option A with the following 

6 committees: 

1. Community Planning and Development  

2. Culture, Heritage and Social Planning; 

3. Finance and Audit; 

4. Parks, Recreation and Wellness;  

5. Public Safety  

6. Public Works and Engineering. 

 

The review is based the descriptions of those 6 committees.  

 

2.2 Review of Proposed New Committees 

 

2.2.1 GENERAL COMMENTS 

 

Overall, the terms of reference for the proposed new committees should 

work well to meet the City’s needs, as is.  The following are only 

suggestions to enhance what is being proposed. 

 

Mandate 

 

A concern that generally arises with committees is the breadth of the 

committee’s mandate.  If the mandate is too specific, then the 

organization often enacts new committees to cover new related or 

similar issues or policy areas.  If the mandate is too general, then the 

potential exists for different committees consider the same issue from 

slightly different perspectives but arrive at different yet limited 

recommendations to address that same issue.  It would be better to 
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have as many perspectives as possible discuss the same issue in the 

same forum in order to arrive at a thorough understanding of that issue 

and to develop comprehensive recommendations to address the 

concerns arising from that issue. 

 

The proposed committee structure based on the identified general 

policy areas should work well to strike that balance between specific 

and general examination of issues within those areas.  The policy areas 

are broad enough to cover a wide range of issues within the mandates 

of the various committees.  

 

Number of Members 

 

The number of members per committee should work given the mandate 

of the committees and the scope of the policy areas assigned to each of 

the committees.  The number of members is not so large as to create 

difficulties for the group to work as a whole.   

 

The main concern with the number of committee members is whether 

there will be enough people available within the community to serve as 

members on these committees.  Using the Community Planning and 

Development committee as an example, what happens if the City is 

only able to get a representative from the business community, a 

representative from the transportation user groups and two members 

from the community at large, thereby leaving five positions unfilled 

(neighbourhood association, development community, environmental 

sustainability and two members from the community at large).  The City 

may wish to consider stating in general terms that there will be at least 

X number of members and indicate that preference will be given to 

persons who represent certain interests4 when making 

                                                      
4
   The City should address in its operating guidelines the method that will be used to pick representatives of a 

particular group to serve as members of the committee.  For example, the member of the business community 
in the Community Planning and Development Committee may be selected from the Chamber of Commerce for 
one term and then from the Business Improvement Area in the following term. 
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recommendations to Council on appointments to the committees.  

Those certain interests can be included in the eligibility for membership.  

 

In order to ensure that the committee can still function even if it does 

not have all of its member positions filled, the terms of reference should 

state that a quorum consists of the majority of members who currently 

hold a position on the committee.  So if a committee only has 8 actual 

members but 11 potential members, the committee’s quorum would be 

5 members (a majority of 8) in order to still be able to hold a meeting. 

 

Voting Rights of Members  

 

Unless otherwise indicated, the assumption is that everyone who is 

listed as a member of the committee has full membership rights5.  For 

clarity, the terms of reference should indicate who are voting members 

and who are only advisors to the committee and therefore do not have 

voting rights.  The easiest way to do this is use the heading “Voting 

Members” and then list the people who are eligible and then use the 

heading “Non-voting Advisors” and then list those people.  

 

Term of Office 

 

The terms of reference should include a statement that a term may be 

one year or two years in duration.  This will give Council some flexibility 

in terms of membership composition and may make it easier for people 

to commit to serving on a committee.  The length of time may be tied to 

whether the person is a representative of a particular interest.  For 

example, the Community Planning and Development Committee could 

have the specific representatives serve one year terms while the 

members from the community at large serve two year terms or vice 

versa.    

 

                                                      
5
   Membership rights include the right to receive notice, to have access to information and minutes, to serve as 

Chair or Vice-Chair, if selected, to participate by making motions, seconding motions, and debating, and to 
vote. 

59



CITY OF NANAIMO 

REVIEW OF COMMITTEES AND COMMISIONS 

 
 
 

Prepared by Lisa M. Zwarn  9 
 

While a person may serve as a member of a committee for a maximum 

of two consecutive terms, what happens if: 

 a person serves one term, takes a break, serves a second term, 

takes a break and then wants to serve a third non-consecutive 

term; or  

 a person serves two consecutive terms, takes a break and then 

wants to serve another two consecutive terms? 

Does the City want to address a maximum number of cumulative terms 

in its terms of reference?  If recruitment is an issue, then there is 

probably no need to worry about the impact of cumulative terms.  One 

way in which to address concerns about one person serving on one 

committee for a protracted period of time is to state that a person can 

only serve two consecutive terms on one committee but then that 

person can serve two consecutive terms on another committee. 

 

Role of the Elected Officials 

 

It would be useful to specify what are the expectations of the Council 

Members on these committees.  If the expectation is that one of the 

Council Members will serve as the Chair and another will serve as Vice-

Chair, then that expectation should be stated in the terms of reference.  

Otherwise, any voting member of the committee can serve as Chair of 

the committee, which may not be what Council envisions.  Having a 

Council Member serve as Chair or as Vice-Chair, at the very least, will 

ensure that Council is kept apprised of what is occurring at the 

committee level.  

 

In some communities, the Mayor is an ex-officio member of all 

committees.  However, the terms of reference should state whether ex-

officio membership is tied to that particular position.  In light of the 

amount of work associated with being Mayor, having the Mayor serve 

on yet more committees may be too much work with little benefit for the 

organization. So, inclusion of the Mayor on the committees as an ex-

officio member is not recommended. 
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The terms of reference may also include statements that Council 

Members who are not assigned to the committee may still attend the 

committee meeting but are not entitled to participate as a voting 

member of the committee.  

 

Accountability 

 

If a committee is required to submit a quarterly summary report, then 

the terms of reference should indicate that the Chair of the committee is 

responsible for submitting the report on behalf of the committee.  A 

standardized template for committee reporting can be used to simplify 

the effort required to produce the report. 

 

Usually the submission of committee minutes to Council will suffice for 

reporting to Council purposes, rather than having the committee submit 

a report with its minutes.  If the concern is that Council is not receiving 

sufficient detail about the operations of the committee, then it is better 

to have the Chair of the committee attend the Council meeting to 

answer questions6.   

 

Meeting Frequency  

 

It is not a usual practice to state that a Committee will make best efforts 

to meet a specific number of times.   If a committee is not meeting on a 

regular schedule (i.e. monthly or quarterly), it is better to state that the 

Committee will meet at the call of the Chair or on request two 

committee members.   

 

Staff Support 

 

The terms of reference should indicate what is the role of the staff 

member in terms of providing support.  For example, is it the 

expectation that the staff member assigned to the Culture, Heritage and 

                                                      
6
  That is one of the reasons why is it helpful to have a Council Member serve as Chair or Vice-Chair. 
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Social Planning committee will provide advice on the topic and provide 

administrative support (e.g. agenda preparation, minute taking, 

correspondence preparation, etc.)?  If the intention is to have different 

staff members provide different types of support to the committee, 

those types of support should be listed in the terms of reference. 

 

Subcommittees 

 

On occasion, it may be useful to have a subcommittee do some 

research on a particular topic and report the results of the research to 

the committee so that the committee can formulate its 

recommendations.  Care should be taken to limit the number of times a 

subcommittee is used to conduct additional research.  A heavy reliance 

on subcommittees may create a situation in which the subcommittee 

“owns” the topic to the exclusion of the rest of the committee.  An 

extensive use of subcommittees within a committee can drain the 

limited resources assigned to the committee. As a way of ensuring a 

subcommittee does not exist for longer than is necessary, a provision 

could be put in the terms of reference to state that Council has to pass 

a motion to approve a subcommittee that will exist for more than 8 

months. 

 

2.2.2 COMMUNITY PLANNING AND DEVELOPMENT COMMISSION  

 

One of the purposes for this committee include “regional transportation 

initiatives as they relate to City transportation infrastructures (second to 

last bullet).  Should not that particular purpose be a part of the mandate 

of the Public Works and Engineering committee?  

 

Since the topics to be addressed by the Community Planning and 

Development committee and by Public Works and Engineering 

committee may overlap, there may be occasions when both of these 

committees should hold a joint meeting to ensure all aspects of the 

topic are considered at the same time.  Depending upon the magnitude 

of the issue, staff should ensure that both committees have had an 
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opportunity to comment on overlapping matters before bring those 

matters before Council.   

 

There are good points regarding the conditions attached to the two non-

voting members from Neighbourhood Associations when dealing with 

neighbourhood plans.  The terms of reference may wish to extend 

some of those conditions to the representatives listed immediately 

under the list of members.  For example, the conditions for those 

representatives could include: 

 Attend the meeting when invited; 

 Comment on all aspects of the discussion; 

 Not participate in the voting on the matter; 

 Not have a personal conflict of interest in the matter. 

 

Given the similarities between the composition and the staff support of 

the Community Planning and Development committee and Public 

Works and Engineering committee, is it still worthwhile having two 

separate committees? 

 

2.2.3 CULTURE, HERITAGE AND SOCIAL PLANNING COMMISSION  

 

The operating guidelines should state how it will be determined whether 

a person is representing culture/heritage or social planning. 

 

It is preferable to state that the meetings will be at the call of the Chair, 

rather than stating that the committee will meet monthly or at the call of 

the Chair.  The meeting can still be set up on a monthly frequency on a 

set day (such as the second Monday of the month) in order to provide 

certainty for the members in terms of time management.  However, the 

Chair can still cancel the monthly meeting, if there are no items on the 

agenda for the upcoming meeting.  The actual meeting frequency can 

be set out in the operating guidelines. 

 

2.2.4 FINANCE AND AUDIT COMMISSION  
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In the purposes section, it would be appropriate to include a statement 

under Financial Matters, that the committee will make 

recommendations to Council about the approval of grant requests from 

the community. 

 

The term of office is confusing and probably unnecessary, given that all 

Council Members are part of this committee and would serve on the 

committee for the length of time that they hold their positions as Council 

Members. 

 

The City may wish to consider not having a Finance and Audit 

Committee, at all, and have Council consider all of these enumerated 

issues at Committee of the Whole, instead, given the composition of the 

committee.  

 

2.2.5 PARKS, RECREATION AND WELLNESS COMMISSION  

 

The purpose section includes, in the third bullet, a statement about 

environmental stewardship about parks and sustainable operations.  

How will this integrate with the environmental responsibilities of the 

Community Planning and Development committee and the Public 

Works and Engineering committee? 

 

As for meeting frequency, the statement should be that the committee 

meets at the call of the Chair.  Staff can then set up quarterly meetings 

for this committee or more as needed. 

 

 

2.2.6 PUBLIC SAFETY COMMISSION  

 

It is important to indicate whether the staff members listed in the third 

bullet are voting or non-voting members of this committee.  Generally, 

staff members are not included as voting members on committees 

which impact on their area of responsibilities.  It may be better to have 
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only eight members on the committee and include the staff members as 

non-voting members or staff support.  

 

2.2.7 PUBLIC WORKS AND ENGINEERING COMMISSION  

 

Since environmental stewardship and sustainability is a purpose for the 

Public Works and Engineering committee, perhaps there should be a 

member to represent environmental sustainability on this committee as 

there is for the Community Planning and Development Committee. 

 

As for meeting frequency, it is better to state that the committee will 

meet quarterly at a minimum. 
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3.0 Comparison to Other BC Local Governments  

 

In order to gauge how similar-sized communities determine their 

committee systems, the following communities were examined: 

1. Burnaby;  

2. Delta; 

3. Kamloops; 

4. Kelowna; 

5. North Vancouver District; and 

6. Saanich. 

 

The examination was based on the current committee structure used by 

the City.  No research was done to determine the amount of staffing 

resources required to support these committees.  

 

3.1 Equivalent Committees in the Other Communities 

 

The current City committees are listed below with the equivalent 

committee for the particular community listed underneath.  Committees 

which are mandated by legislation or over which the City does not have 

unilateral control have not been included in this list. 

 

Nanaimo – Core Services Review  

 None for any of the communities.  

 

Nanaimo – Culture and Heritage Commission  

 Burnaby – Community Heritage Commission 

 Delta – Heritage Advisory Commission 

 Kamloops – Heritage Commission   

 Kelowna – Heritage Advisory Committee 

 North Vancouver District – Community Heritage Advisory 

Commission 

 Saanich – Arts, Culture and Heritage Committee 
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Nanaimo – Design Advisory Panel 

 Burnaby – None  

 Delta – Community Planning and Advisory Committee and 

Advisory Design Panel 

 Kamloops – None  

 Kelowna – None  

 North Vancouver District – Advisory Design Panel 

 Saanich – Advisory Design Panel  

 

Nanaimo – Advisory Committee on Environmental Sustainability  

 Burnaby – Environmental Sustainability Strategy Steering 

Committee 

 Delta – Environmental Advisory Committee 

 Kamloops – Sustainable Kamloops 

 Kelowna – None  

 North Vancouver District – Parks and Natural Environment 

Committee 

 Saanich – Environment and Natural Areas Committee  

 

Nanaimo – Grant Advisory Committee 

 Burnaby – Executive Committee of Council 

 Delta – Financial Assistance Review Committee 

 Kamloops – None  

 Kelowna – None  

 North Vancouver District – None  

 Saanich – None  

 

Nanaimo – Parks and Recreation Commission 

 Burnaby – Parks, Recreation and Culture Commission  

 Delta – Parks, Recreation and Culture Commission  

 Kamloops – Parks and Recreation Committee 

 Kelowna – None  
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 North Vancouver District – North Vancouver Recreation and 

Culture Commission (joint commission with North Vancouver 

City) 

 Saanich – Parks, Trails and Recreation Committee 

 

Nanaimo – Planning and Transportation Advisory Committee 

 Burnaby – Transportation Committee 

 Delta – Mayor’s Standing Committee on Regional Transportation  

 Kamloops – None  

 Kelowna – None  

 North Vancouver District – Transportation Consultation 

Committee 

 Saanich – Planning, Transportation and Economic Development 

Committee 

 

Nanaimo – Safer Nanaimo Advisory Committee 

 Burnaby – Public Safety Committee (formerly the Community 

Policing Committee) 

 Delta – None (has a Police Board instead) 

 Kamloops – Police Committee 

 Kelowna – None 

 North Vancouver District – None  

 Saanich – None  

 

Nanaimo – Social Planning Advisory Committee 

 Burnaby – Social Planning Committee (formerly Social Issues 

Committee) 

 Delta – None 

 Kamloops – Social Planning Council 

 Kelowna – None  

 North Vancouver District – Community Services Advisory 

Committee 

 Saanich – None  
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Nanaimo – South Downtown Waterfront Committee 

 Burnaby – None  

 Delta – None   

 Kamloops – None  

 Kelowna – None  

 North Vancouver District – North Shore Waterfront Liaison 

Committee 

 Saanich – None 

 

Nanaimo – Water Advisory Committee 

 None for any of these communities   

 

3.2 Committees Which Are Specific to the Other Communities 

 

There are some committees which are specific to these other 

communities but do not have a comparable, current committee for the 

City.  They are listed below. 

 

Burnaby 

 Advisory Planning Commission  

 Audit Committee 

 Financial Management Committee  

 International Relations and Friendship Cities Committee 

 Planning Develop Committee 

 Simon Fraser Liaison Committee 

 Traffic Safety Committee  

 

Delta 

 Agricultural Advisory Committee 

 Boundary Bay Airport Advisory Committee 

 Boundary Bay Airshow Advisory Committee 

 Delta Council/Delta Board of Education Liaison Committee  

 Dikes and Drainage Advisory Committee 

 Financial Assistance Review Committee 
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 Hunting Regulation Advisory Committee 

 Invest in Delta Mayor’s Standing Committee 

 Standing Committee on Finance 

 Seniors Advisory Sub-committee 

 Tour de Delta  

 

Kamloops 

 Arts Commission 

 City-School District Joint Use Committee 

 Coordinated Enforcement Task Force  

 Mayor’s Advisory Committee for Persons with Disabilities 

 Race Relations 

 Sister City Advisory Committee  

 

Kelowna 

 Agricultural Advisory Committee 

 Audit Committee 

 Airport Advisory Committee 

 Civic and Community Awards Steering Committee 

 

North Vancouver District 

 Arts and Recreation Category  

o Golf Facilities Strategic Working Group 

o North Vancouver Museum and Archives Commission  

o Public Art Committee 

 Building and Development Category 

o Community Monitoring Advisory Committee 

o Highway 1 Interchange Design Work Group 

o OCP Implementation Committee 

 Environmental Category 

o Natural Habitat Working Group 

 Finance and Tax Category 

o Finance and Audit Standing Committee 

 Local Government and Administrative Category 
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o Advisory Oversight Committee 

o Joint Police Committee 

o Municipal Library Board 

o North Shore Reunification Review Committee  

 Social Planning Category 

o Child Care Grants Committee 

o North Shore Advisory Committee on Disability Issues  

o North Shore Family Court and Youth Justice Committee 

o North Shore Substance Abuse Working Group  

 

Saanich  

 Bicycle and Pedestrian Mobility 

 Finance, Audit and Personnel Standing Committee 

 Peninsula Area and Agricultural Commission  

 Healthy Saanich  

 Saanich Heritage Foundation  
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4.0 General Observations  

 

4.1 Descriptive Terms  

 

While the terms “committee” and “commission” have been used 

interchangeably in the terms of reference, it is important to note that 

these terms mean different things in terms of governance.  

 

Committees are advisory bodies to provide input and perspective to 

Council in various subject areas.  Committees are to discuss a 

particular issue and report back, often with recommendations for 

Council’s consideration when Council is deliberating as to a particular 

course of action or the implementation of a particular terms of 

reference.  Committees generally do not have delegated authority to act 

within their mandate nor make decisions which will bind the local 

government to a particular course of action.  Since a committee is 

providing advice to Council through recommendations, it does not make 

decisions which can be reviewed by Council, if a person does not like 

the results of the decision. While there may be resources allocated to 

the Committee, in terms of budget and staff, how those resources are 

used to support the Committee, is determined by Council, not the 

Committee itself. The Committee does not have the authority to direct 

staff to carry out certain work. 

 

On the other hand, commissions, pursuant to section 143 of the 

Community Charter, have delegated authority to (a) operate services; 

(b) undertake operation and enforcement in relation to the Council’s 

exercise of its authority to regulate, prohibit and impose requirements; 

and (c) manage property and licences held by the local government.  

Commissions carry out specific tasks as assigned to them by Council.  

Commissions do not have to provide recommendations to Council prior 

to make changes to operations.  Commissions, which are a form of 

delegated authority, do have the freedom to act within their mandates 

without having to consult with Council first. Decisions made by a 
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Commission can be subject to a review by Council but that review must 

follow a particular process as set by bylaw.  In essence, commissions 

deal with the daily operations of the services for which they are 

responsible.  While Council may allocate resources to the commission 

in terms of budget and staff, the commission may determine how those 

resources are used to carry out the mandate as long as it does not 

exceed its budgetary limitations.  Commissions do have the authority 

direct staff to carry out certain work. 

 

Based upon the descriptions of the mandates provided within the terms 

of reference for the proposed new committees, the assumed intention is 

that the new groups will function as committees, rather than as 

commissions, to provide recommendations to Council to consider when 

Council is exercising its decision making authority.  To name these 

groups as commissions implies that these groups can act 

independently from Council in a manner that these groups, not Council, 

deem appropriate.    

 

4.2 Limits on the Committee’s Authority 

 

Usually, the terms of reference will include a state that the members will 

serve without remuneration but that the City will pay for approved 

expenses incurred in the course of the members’ duties. 

 

As well, terms of reference can also include a statement that the 

committee is not authorized to direct staff in terms of work to be 

completed.  If certain work of the committee needs to be done by the 

supporting staff member, it is better for the staff member to get 

authorization to do the work from the City Manager, who can determine 

whether the committee work fits with strategic plans and can be 

completed with minimal financial impact on the organization. 
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The terms of reference can also include a statement that the committee 

has no authority to spend money or make budgetary decisions without 

first obtaining Council approval.  

 

4.3 Costs of Administrative Support  

 

While committees serve an important purpose in providing a different 

perspective on certain policy decisions on the community, committees 

require adequate administrative support to carry out their work properly.  

Committees cannot function without administrative support.  Members 

of the committees who are citizens volunteering their time to serve on 

the committee usually do not have the resources to serve the 

committee in an administrative capacity in addition to their member 

capacity. 

 

It would be useful to have a general idea about impact of a committee 

in terms of staff time.  The person providing administrative support to a 

committee has a number of tasks to be completed before, during and 

after a committee meeting in order to allow the committee to function 

properly.  In order to gain an appreciation of these tasks, a list of some 

of the more basic tasks required for committee are found in Appendix 1. 

 

To understand the amount of time required to complete these tasks, a 

rough estimate of the number of hours spent by an administrative 

support staff person will help to gauge the impact of a meeting in terms 

of staff resources.  For example, for every one hour that a committee 

meets, the administrative support staff person will typically spend 

between two to three hours before the meeting in preparation and two 

to three after the meeting in follow up.  So if a typical committee 

meeting lasts two hours, the administrative support staff person will 

spend at least 10 hours of time7 to support the committee for that one 

meeting.  If the committee meets on a monthly basis, administrative 

                                                      
7
   Four hours of preparation for the meeting, two hours of meeting time and four hours follow up work after 

the meeting. 

74



CITY OF NANAIMO 

REVIEW OF COMMITTEES AND COMMISIONS 

 
 
 

Prepared by Lisa M. Zwarn  24 
 

staff support person may spend 120 hours at a minimum to support that 

committee.  This does not include any time spent by other staff 

members to prepare reports and advise the committee.   

 

Using this same formula, an organization with 11 committees that 

meets monthly will incur roughly 1,320 hours of administrative staff 

support time to support all of those committees.  A full time employee is 

assigned roughly 1820 hours of work8.   

 

The hours alone do not compose a complete picture of the costs of 

committees to an organization.  Unionized staff must be paid overtime 

to attend meetings which occur outside of regular working hours which 

is usually the case with committees which include members of the 

public as part of the committee.  Overhead and benefits are costs to be 

factored into the costs of dedicated administrative support.   

 

Since the costs to an organization in terms of administrative support for 

committees is not insignificant, an organization has to make deliberate 

choices as to the number and the types of committees that it requires in 

order to function. 

 

 

                                                      
8   The number of hours actually worked by an administrative support staff person will be less when vacation, 
sick time and breaks are included in the calculations.  
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Appendix 1 – Responsibilities for Administrative Support 

Staff Person 

 
General Responsibilities 

a) Keeps an official list of members of the group and papers and 
instructions pertaining to it 

b) Notifies members of their appointments to the group  
c) Deals with all correspondence sent to committee and carry on all 

official correspondence for the group 
d) Maintains and stores minutes and all related materials  
e) Is familiar with parliamentary procedures used by the group and offer 

advice on such  
 

Before the Meeting 
a) Arranges logistics of the meetings  
b) Prepares agendas in consultation with Chair 
c) Informs chair of activities that have been referred to upcoming 

meetings 
d) Ensures agenda is prepared and circulated 
e) Ensures necessary material and staff resources are available  
f) Sends out notices and notifies delegations  
g) Brings a copy of all governing documents and legislation of the 

committee to every meeting 
 
During the Meeting  

a) Keeps track of attendance at meetings 
b) Offers information which members do not appear to have  
c) Finds previous mention of an issue in earlier minutes, if requested 
d) Cautions if members’ actions appear to be inappropriate  
e) Helps phrase motions and amendments 
f) Requests that chair temporarily halt the meeting if comments are 

flowing so fast that it is impossible to make an accurate summation 
 
After the Meeting 

a) Sorts out comments, suggested actions and decisions expressed at 
meeting and produces an accurate summation within a reasonable 
time period  

b) Records and corrects minutes  
c) Deals with all correspondences sent to the group and carries out all 

official correspondence for the group  
d) Authenticates all records and documents associated with the meeting 

by having the chair add his or her signature 
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City of Nanaimo 

PUBLIC SAFETY COMMITTEE 

(the “Committee”) 

PURPOSE: 

The Public Safety Committee is responsible for maintaining and enhancing a safe and healthy 

community that promotes and supports quality of life while encouraging resident involvement and 

input.    

The Committee’s purpose is to provide Council advice on the following: 

 integrated prevention based approach to fire services, policing, emergency planning, and bylaw

regulation and enforcement;

 provision of protective services to support public safety throughout the city;

 reducing the adverse effects to the community arising from public disorder or criminal activities;

 integrating enforcement and social responses to issues of community safety; and

 services and strategies that lead to the protection of vulnerable people in the community.

MEMBERSHIP: 

The membership of the Committee will be as follows: 

 a minimum of seven (7) members; and

 three (3) members of Council.

ELIGIBILITY: 

An individual with the following skills and expertise may be given preference for membership on this 

Committee: 

1. demonstrated background in social community services, emergency planning, policing, fire

services, protection services, enforcement or prevention services; and

2. citizens-at-large including:  Police Chief, Fire Chief, Emergency Program Manager, Manager of

Bylaws or designates.

TERM: 

Each member of the Committee may be appointed for a term of up to two years.  Membership may be 

staggered to support continuity and effective operations.  Members may serve a maximum of two 

cumulative terms on this Committee. 
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ACCOUNTABILITY: 

 

On a regular basis Council will provide direction on Council’s priorities to Committee.  The Committee 

will submit a quarterly a summary report on their activities to Council.  The Committee will submit a 

report with its minutes in a timely manner to Council.   The Committee will comply with the City of 

Nanaimo Committee Operating Guidelines [Note: to be drafted by Staff by August 31, 2016]. 

 

MEETING FREQUENCY: 

 

The Committee will meet upon call of the Chair or the request of two Committee Members. 

 

STAFF SUPPORT: 

  

The following City Departments may provide support to the Committee in accordance with the City of 

Nanaimo Committee Operating Guidelines:  

 

 Community Services 

 Nanaimo RCMP Support Services 

 Nanaimo Fire Rescue & Emergency Management 

 Bylaw and Parking Services 

 City Clerk    
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City of Nanaimo 

FINANCE & AUDIT COMMITTEE 

(the “Committee”) 

PURPOSE: 

 

The Committee’s purpose is to assist Council in fulfilling its oversight responsibilities over the finances of 

the City of Nanaimo in accordance with provisions of the Community Charter by providing advice on the 

following: 

 

Financial Matters: 

 Recommend to Council best practices that ensure integrity of financial statements, financial 

recording and reporting processes and systems of internal controls through best practices in 

policies and procedures; 

 Oversee and review the preparation of annual and long-term financial plans for 

recommendation to Council; 

 Receive and review periodic budget and other financial reports on behalf of Council; 

 Review strategic key performance indicators as they relate to financial performance; 

 Review and make recommendations with respect to relevant legislation or changes thereof 

affecting financial resources and environmental issues relating to the City of Nanaimo. 

 

Enterprise Risk Matters: 

 Oversee the process of selecting external financial auditors and recommend appointment of the 

same to Council; 

 Engage, serve as primary contact and report on reviews of external auditors; 

 Recommend to Council audit reviews of City of Nanaimo where warranted; 

 Receive, review and report on audit outcomes and initiatives, and recommend required action; 

 Oversee the City of Nanaimo’s enterprise risk management practices and processes relating to 

risk mitigation and business continuity. 

 

Community Investment Matters: 

 Recommend best practices and policies relating to community investment for Council’s 

consideration with regard to general financial grants to community organizations and non-

statutory tax exemption (Permissive Tax Exemptions under Section 224 and 227 of the 

Community Charter; 

 Receive, review funding applications from community organizations and recommend grant fund 

awards for Council consideration. 

 

Subsidiary Companies and Service Agreements: 

 Advise Council on matters of governance and service and other agreements relating to City of 

Nanaimo subsidiary companies and organizations providing services on behalf of the City of 

Nanaimo; 

79



DRAFT July 11, 2016 

2 
 

 Receive and review performance reports from the City of Nanaimo’s subsidiary companies and 

organizations providing services on behalf of the City of Nanaimo under agreement; 

 Recommend strategic investments for Council’s consideration. 

  

MEMBERSHIP: 

 

The membership of the Committee will be as follows: 

 

 all of the members of Council; and 

 non-voting advisory members, as required. 

 

ELIGIBILITY: 

 

An individual with the following skills and expertise may be given preference for membership on this 

Committee as non-voting members: 

  

1. broad business experience [eg. Member from Chamber of Commerce]; 

2. familiarity with risk identification, evaluation and management;  

3. understand internal control systems; and 

4. familiar with fundamental concepts and standards of accounting and auditing. 

 

TERM: 

 

A non-voting member of the Committee may be appointed for a term of up to two years.  Membership 

may be staggered to support continuity and effective operations.  Members may serve a maximum of 

two cumulative terms on this Committee. 

 

ACCOUNTABILITY: 

 

On a regular basis Council will provide direction on Council’s priorities to Committee.  The Committee 

will submit a quarterly a summary report on their activities to Council.  The Committee will submit a 

report with its minutes in a timely manner to Council.   The Committee will comply with the City of 

Nanaimo Committee Operating Guidelines [Note: to be drafted by Staff by August 31, 2016]. 

 

MEETING FREQUENCY: 

 

The Committee will meet upon call of the Chair or the request of two Committee Members. 
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STAFF SUPPORT: 

  

The following City Departments may provide support to the Committee in accordance with the City of 

Nanaimo Committee Operating Guidelines:  

 

 Office of Chief Financial Officer 

 Office of the Chief Administrative Officer 

 City Clerk  
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City of Nanaimo 

CULTURE, HERITAGE & SOCIAL PLANNING COMMITTEE 

(the “Committee”) 

PURPOSE: 

 

The purpose of the Committee is to bring together diverse community members to integrate community 

programming for the arts, culture, heritage and social planning in order to support an inclusive 

community for everyone regardless of age, economic-social status and ethnic heritage. 

 

The Committee’s purpose is to provide Council advice on the following: 

 

 planning, development and provision of culture and heritage conservation services and facilities; 

 planning and development of the arts, creativity and culture; 

 social planning including poverty reduction, affordable housing, homelessness, food security, 

poverty, public disorder, exploitation of the vulnerable, harm reduction, social isolation and 

social connectivity;  

 strategies to address environmental responsibility, social equity, cultural vitality, active lifestyle 

and economic health for all citizens; and 

 supporting integrated approach to community well-being. 

   

MEMBERSHIP: 

 

The membership of the Committee will be as follows: 

 

 a minimum of seven (7) members; and 

 three (3) members of Council. 

 

ELIGIBILITY: 

 

An individual with the following skills and expertise may be given preference for membership on this 

Commission: 

 

1. Broad-based social perspective on community issues, social equity, and/or multiculturalism, ; 

and 

2. Broad-based arts, culture and/or heritage perspective on community issues. 

 

TERM: 

 

Each member of the Committee may be appointed for a term of up to two years.  Membership may be 

staggered to support continuity and effective operations.  Members may serve a maximum of two 

cumulative terms on this Committee. 
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ACCOUNTABILITY: 

 

On a regular basis Council will provide direction on Council’s priorities to Committee.  The Committee 

will submit a quarterly a summary report on their activities to Council.  The Committee will submit a 

report with its minutes in a timely manner to Council.   The Committee will comply with the City of 

Nanaimo Committee Operating Guidelines [Note: to be drafted by Staff by August 31, 2016]. 

 

MEETING FREQUENCY: 

 

The Committee will meet upon call of the Chair or the request of two Committee Members. 

 

STAFF SUPPORT:   

 

The following City Departments may provide support to the Committee in accordance with the City of 

Nanaimo Committee Operating Guidelines:  

 

 Community Development 

 City Clerk 

 Parks & Recreation 
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City of Nanaimo 

PARKS, RECREATION, & WELLNESS COMMITTEE 

(the “Committee”) 

PURPOSE: 

 

The purpose of the Committee is to provide a forum for the community to provide Council and staff 

input on creating and operating park, recreation and wellness programming that meets the needs of all 

community in a sustainable and dynamic way.                                                                                     

 

The Committee’s purpose is to provide Council advice and recommendations on the following: 

 

 planning, development and provisions of parks, recreation and wellness services; 

 coordination of parks, recreation and wellness programming with partners; 

 environmental stewardship of parks and sustainable operations in the context of parks and 

recreation;  

 equitable access to parks, recreation and wellness services and facilities by all citizens; 

 recommendations on applications for funding and subsidies for recreation facilities; and 

 other issues referred to the Committee by Director, CAO or Council. 
 

MEMBERSHIP: 

 

The membership of the Committee will be as follows: 

  

 a minimum of seven (7) members; and 

 three (3) members of Council. 

 

Note: membership dictated by existing bylaw; any changes require amendment. 

 

ELIGIBILITY: 

 

An individual with the following skills and expertise may be given preference for membership on this 

Committee: 

 

1. parks and park stewardship; 

2. recreation; 

3. active lifestyle and wellness; and, 

4. environmental stewardship. 
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TERM: 

 

Each member of the Committee may be appointed for a term of up to two years.  Membership may be 

staggered to support continuity and effective operations.  Members may serve a maximum of two 

cumulative terms on this Committee. 

 

ACCOUNTABILITY: 

 

On a regular basis Council will provide direction on Council’s priorities to Committee.  The Committee 

will submit a quarterly a summary report on their activities to Council.  The Committee will submit a 

report with its minutes in a timely manner to Council.   The Committee will comply with the City of 

Nanaimo Committee Operating Guidelines [Note: to be drafted by Staff by August 31, 2016]. 

 

MEETING FREQUENCY: 

 

The Committee will meet upon call of the Chair or the request of two Committee Members. 

 

STAFF SUPPORT: 

 

The following City Departments may provide support to the Committee in accordance with the City of 

Nanaimo Committee Operating Guidelines:  

 

 Parks & Recreation 

 Engineering and Public Works 

 Community Development 

 City Clerk 
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City of Nanaimo 

PUBLIC WORKS & ENGINEERING COMMISSION 

(the “Committee”) 

PURPOSE: 

 

The purpose of the Committee is to provide a forum for Council and staff to seek input from the 

community and subject matter experts on Public Works & Engineering matters. 

 

The Committee’s purpose is to provide recommendations to Council on the following: 

 

 transportation master plan; 

 capital priorities and planning; 

 asset management and sustainability; 

 community accessibility issues; 

 relevant federal and provincial government policies and programs;  

 strategies to address environmental sustainability in the context of public works & 
engineering; and 

 other issues referred to the Commission by Director, CAO or Council. 
 

MEMBERSHIP: 

 

The membership of the Committee will be as follows: 

  

 a minimum of seven (7) members; and 

 three (3) members of Council. 

 

ELIGIBILITY: 

 

An individual with the following skills and expertise may be given preference for membership on this 

Committee: 

 

1. communities of engineering consulting community, development community, contracting 

community, transportation community; 

2. broad-based perspective on community services and delivery of those services; and 

3. environmental sustainability. 

 

TERM: 

 

Each member of the Committee may be appointed for a term of up to two years.  Membership may be 

staggered to support continuity and effective operations.  Members may serve a maximum of two 

cumulative terms on this Committee. 
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ACCOUNTABILITY: 

 

On a regular basis Council will provide direction on Council’s priorities to Committee.  The Committee 

will submit a quarterly a summary report on their activities to Council.  The Committee will submit a 

report with its minutes in a timely manner to Council.   The Committee will comply with the City of 

Nanaimo Committee Operating Guidelines [Note: to be drafted by Staff by August 31, 2016]. 

 

MEETING FREQUENCY: 

 

The Committee will meet upon call of the Chair or the request of two Committee Members. 

 

STAFF SUPPORT: 

 

The following City Departments may provide support to the Committee in accordance with the City of 

Nanaimo Committee Operating Guidelines:  

 

 Engineering and Public Works 

 Community Development 

 City Clerk 
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City of Nanaimo 

COMMUNITY PLANNING & DEVELOPMENT COMMITTEE 

(the “Committee”) 

PURPOSE: 

 

The objective of the Committee is to bring a broad community-based perspective to the 
monitoring, implementation, and amendment of the City’s Official Community Plan (OCP), 
Transportation Plan, Zoning Bylaw and associated plans. 
 
The purpose of the Committee is to provide Council recommendations on the following: 
 
 development proposals which require amendments to the OCP and/or Zoning Bylaw; 

 proposed changes to the OCP and related plans; 

 rezoning applications to ensure proposed developments comply with relevant policies; 

 community perspective to the planning a n d  a p p r o v a l  p r o c e s s ; 

 strategies to integrate principles economic health, social equity, land use, sustainability, and 
environmental into all aspects of planning and development; 

 implementation of Transportation Master Plan; 
 regional transportation initiatives as they relate to p l a n n i n g  a n d  d e v e l o p m e n t . 

 

MEMBERSHIP: 

 

The membership of the Committee will be as follows: 

 

 a minimum of seven (7) members; and 

 three (3) members of Council. 

 
Additional members may be appointed as required for neighbourhood plan amendments. 
 
ELIGIBILITY: 

 

An individual with the following skills and expertise may be given preference for membership on this 

Committee: 

 

1. member of the following communities:  

o business community;  

o neighbourhood associations;  

o  development community;  

o transportation user groups;  

o broad-based perspective of planning and devleopment; and 

o environmental sustainability. 
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TERM: 

 

Each member of the Committee may be appointed for a term of up to two years.  Membership may be 

staggered to support continuity and effective operations.  Members may serve a maximum of two 

cumulative terms on this Committee. 

 

ACCOUNTABILITY: 

 

On a regular basis Council will provide direction on Council’s priorities to Committee.  The Committee 

will submit a quarterly a summary report on their activities to Council.  The Committee will submit a 

report with its minutes in a timely manner to Council.   The Committee will comply with the City of 

Nanaimo Committee Operating Guidelines [Note: to be drafted by Staff by August 31, 2016]. 

 

MEETING FREQUENCY: 

 

The Committee will meet upon call of the Chair or the request of two Committee Members. 

   
STAFF SUPPORT: 

 

The following City Departments may provide support to the Committee in accordance with the City of 

Nanaimo Committee Operating Guidelines:  

 

 Community Development 

 Engineering and Public Works 

 City Clerk 
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ATTACHMENT B 
Council Resolutions - 2016-JUL-11 Council Meeting 

31116 It was moved and seconded that Council replace the Staff recommendations to: 

1. amalgamate the remaining 11 committees into 6 committees;
2. direct Staff to reconvene the 6 amalgamated committees for review of terms of

reference; and,
3. direct Staff to draft operating guidelines for each committee and return to the

2016-SEP-19 Council Meeting.

With the following recommendations and approve as follows: 

1. That Council rescind the appointments of all members of the NEDC Nominating
Committee, the City Manager Selection Committee, the Core Services Committee,
the Red/Green Tape Committee, the South Downtown Waterfront Committee, the
Terminal/Nicol Corridor Streetscape Project Technical Advisory Committee, and
the Economic Development Commission.

2. That Council terminate the NEDC Nominating Committee, the City Manager
Selection Committee, the Core Services Committee, the Red/Green Tape
Committee, the South Downtown Waterfront Committee, and the Terminal/Nicol
Corridor Streetscape Project Technical Advisory Committee.

3. That Council direct Staff to prepare a bylaw to rescind Bylaw No. 7098 to terminate
the Economic Development Commission and that Council direct Staff to prepare
any bylaw amendments required to effect the committee restructure.

4. That Council establish the following select committees:

a. Public Safety Committee
b. Finance and Audit Committee
c. Culture, Heritage and Social Planning Committee
d. Parks, Recreation and Wellness Committee
e. Public Works and Engineering Committee
f. Community Planning and Development Committee

5. That Council appoint the current members of the Advisory Committee on
Environmental Sustainability as members of the Parks, Recreation and Wellness
Committee and as members of the Planning and Transportation Advisory
Committee.

6. That Council rescind the appointments of the members of the Advisory Committee
on Environmental Sustainability and terminate the Advisory Committee on
Environmental Sustainability.
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Council Resolution - 2016-JUL-16 Council Meeting 
Page 2 
 

7. That Council appoint the current members of the Nanaimo Culture and Heritage 
Commission and the current members of the Social Planning Advisory Committee 
as members of the Culture, Heritage and Social Planning Committee. 

 
8. That Council rescind the appointments of all members of the Nanaimo Culture and 

Heritage Commission and the Social Planning Advisory Committee and terminate. 
the Nanaimo Culture and Heritage Commission and the Social Planning Advisory 
Committee. 

 
9. That Council appoint all current members of the Safer Nanaimo Advisory 

Committee to the Public Safety Committee. 
 
10. That Council rescind the appointments of all members of the Safer Nanaimo. 

Advisory Committee and terminate the Safer Nanaimo Advisory Committee. 
 
11. That Council create a subcommittee of the Finance and Audit Committee to be 

known as the Grants Advisory Sub-Committee. 
 
12. That Council appoint the current members of the 90(&)5 Advisory Committee as 

members of the Grants Advisory Sub-Committee. 
 
13. That Council rescind the appointments of all members of the Grants Advisory 

Committee and terminate the Grants Advisory Committee. 
 
14. That Council approve the interim draft committee terms of reference as presented 

by Staff, subject to revisions. 
 
15. That Council request all committee members to review and comment on their 

respective draft committee terms of reference, and report to Council by 
2016-SEP-15 with any recommendations. 

 
16. That Council request that the members of the Parks, Recreation and Wellness 

Committee consult as may be required with Regional District of Nanaimo regarding 
the committee draft terms of reference. 

 
17. That Council direct Staff to prepare committee operating guidelines in consultation 

with new and continuing committees for report back to Council by 2016-SEP-15. 
 
18. That Council direct Staff to prepare a Report on Committees by 2016-SEP-30 to 

enable Council to consider final adoption of committee terms of reference and 
operating guidelines. 

 
The motion carried. 
Opposed:  Mayor McKay, Councillor Brennan 
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PREAMBLE 

CITY OF NANAIMO 

ADVISORY COMMITTEE ON THE ENVIRONMENT 

TERMS OF REFERENCE 

As the community grows and changes, it is most critical that decisions concerning 
environmental issues reflect the values, aspirations and priorities of the community and 
supports sustainability in the long term. 

MANDATE 

The Advisory Committee on the Environment (ACE) has been created as an advisory 
committee to Council to examine the impacts of existing policies and practices regarding land 
use and development on our natural environment, and to make recommendations to Council on 
how the City can improve its stewardship of the environment for the future. 

It is not the mandate of this Committee to review site-specific development proposals, except as 
specifically referred to it. 

OBJECTIVES 

The objectives of the Committee are: 

• to reflect and articulate the community's concerns, in all their diversity, on matters within the
Committee mandate or as referred by City Council;

• to bring to Council's attention the need for specific policies to deal with matters of importance
to the community's environmental well-being;

• to identify and prioritize key environmental policy issues for Council's attention;
• to make recommendations to Council in relation to the development of environmental

management goals and objectives to ensure they meet the changing environmental,
economic and social needs of the community;

• to make recommendations to Council in relation to the appropriateness of existing policies,
bylaws, procedures and practices to meet environmental objectives; and

• to provide advice to Council on actions which can be taken to improve the state of the City's
environmental well-being and livability.

• To address community-related sustainability issues

SCOPE OF WORK 

In order to achieve these objectives, the Committee would meet on an as-needed basis to: 

• Review and make recommendations to Council on all issues within the Committee mandate.
• In addition to the regularly scheduled meetings, members may be requested to participate

with Staff and Council on specific task forces or project committees.
• Typical examples of the scope of work are attached to these Terms of Reference.

ATTACHMENT D
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Membership 

The membership of the CSR Steering Committee will consist of all members of Council. 

The City Manager will be the Staff Liaison to the CSR Steering Committee, with the assistance 
of the Director of HR & Organizational Planning. Once a Core Services Review consultant has 
been retained, a Staff Technical Committee will be established to provide the technical support 
for the review. 

See also: 
• Advisory Committees Terms of Reference
• Council Procedure Bylaw
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TERMS OF REFERENCE 

DESIGN ADVISORY PANEL 

Plan Nanaimo (OCP) has devised a number of design guidelines to assist development to meet 
community objectives. Part 26 of the Local Government Act assumes an advisory body will 
advise Council in the evaluation of projects requiring development permits. The design 
community has a role to play in assisting new developments to respect the existing built form 
landscape of the community. 

In this context, these Terms of Reference identify a mandate for the Design Advisory Panel. 
The mandate is an invitation to the City's design community to become involved in moulding on­
going developments to meet the unique urban design environment of Nanaimo. 

The Design Advisory Panel's primary objective is to review Form and Character Development 
Permit applications and provide advice by way of recommendations to staff in its negotiations 
with applicants. 

Objectives of the Design Advisory Panel 

• To assist Council in establishing guidelines to ensure that the form and character of
future development is of a standard quality which meets the needs of the community.

• To evaluate the development proposals in relation to design guidelines and provide its
recommendations in relation to same.

To encourage a high standard of project design and construction through educational
programs and award programs recognizing projects which demonstrate innovative and
high standards of urban design and landscaping.

To provide advice to Council on actions which can be taken to improve the appearance
of the City.

Scope of Work 

In order to achieve these objectives, the Panel will meet on a regular basis: 

• To review development applications to identify and recommend design objectives
consistent with applicable design guidelines for staff to negotiate as part of the design
review

Provide recommendations and assistance to Council in relation to the development of
design guidelines and other regulations affecting development.

• Develop and initiate methods of public education on urban design issues.

• Participate with staff and Council on specific task force or project committees.
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Design Advisory Panel 
Terms of Reference 
Page3 

Individual applications submitted for review are evaluated in an open ses·sion. The review 
process will follow the following pattern: 

• City staff will present background information and a summary of major policy issues
applicable to the proposal.

The applicant or his/her agent will present the proposed development highlighting:

The proposed development's function. 
The project's adherence to the appropriate design guidelines and the 
neighbourhood context. 
The reasons for requested variances, if required. 

The Panel will have an opportunity to ask the applicant, his/her agent and staff questions 
about the design and zoning requirements. 

The Panel will consider the presentations and formulate a recommendation to assist 
staff in further design discussions with the applicant. 

The recommendation from the Panel will form part of the report presented to the 
Planning and Development Standing Committee. 
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Terms of Reference 
Grants Advisory Committee 
Page 2 

( e) to provide all applicants with observations, recommendations and/or reasons for
the recommendations of the Committee;

(f) to ensure that civic grant funding does not subsidize activities that are the
responsibility of senior governments, as this would represent a downloading of
senior government costs to local taxpayers;

(g) to ensure that priority of funding in all categories shall be given to small
organizations, rather than larger ones; and,

(h) to ensure that grants from the City will be awarded on the basis of demonstrated
need for the service within the community.
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Nanaimo Youth Advisory Council 
Terms of Reference 
Page 2 

Structure 

A Chair and Vice Chair are to be selected by the voting members each term. 

Meetings 

The NYAC will meet monthly, and a minimum of two times each year with Mayor and Council. 
Additional meetings will be scheduled so as to accommodate the academic calendar and the 
meeting schedule will be determined in advance for each calendar year in consultation with 
members and elected officials. 

Meetings will be held at City Hall, 411 Dunsmuir at a time appropriate to the scheduling needs 
of youth members. 

A quorum is 7 or more members, excluding staff and elected officials. 

In order to be relevant and topical to youth and City Council, members of the NYAC will develop 
an agenda for their meetings based on items drawn from past or upcoming Nanaimo City 
Council meetings. In addition, other topics not covered by City Council can be added to the 
NYAC agenda by youth, elected officials or City staff. 

Authority 

The NYAC may make recommendations to Council which are non-binding, and may include 
requests for financial support for specific actions. 

See also: 
• Terms of Reference for Advisory Committees
• Council Procedure Bylaw
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Planning and Transportation Advisory Committee 
Mandate & Objectives 
Page 2 

Membership 
The Committee must reflect a broad representation of community interests and a diversity of 
opinions in order to fulfill its mandate. While it is difficult to guarantee a complete cross-section 
of the community, Council recognizes that certain groups are identifiable. 

• Three (3) members of Council
• One (1) member from the Business Community
• One (1) member from Neighbourhood Associations
• One (1) member from the Development Community
• One (1) member from Transportation User Groups
• Four (4) members of Community At Large

In addition to the members noted above, representatives from Snuneymuxw First Nation, 
Nanaimo Port Authority, Vancouver Island University, Downtown Nanaimo Business 
Improvement Association and School District 68 may be invited to attend on behalf of their 
respective organization, where their input is relevant to a given topic being considered by the 
Committee. 

Two non-voting representatives may be appointed by the Committee from a Neighbourhood 
Association on a temporary basis, when a new or amendment to an existing associated 
neighbourhood plan is being considered, under the following conditions: 

• attend the meetings where proposed OCP amendments relating to the neighbourhood plan
are being discussed;

• comment on all aspects of the discussion about the proposed amendment;
• not participate in determining consensus or voting on the proposed amendment; and
• must not have a conflict of interest with any amendment proposed for the neighbourhood

plan.

Input from agencies and associations will be requested and received when it is pertinent to the 
policy discussion. 

Meetings 
Regular meetings will take place on a monthly basis. Meeting days and times will be 
established after consultation with the Committee members. Special meetings shall be at the 
call of the Chair. 

• In addition to regularly scheduled meetings, members may meet more frequently to: assess
proposed OCP and Zoning Bylaw amendments in an effort to ensure amendments are
considered in a timely manner; or to participate with Staff, Council and Council Committees
on specific task forces or project Committees.

See also: 
• Advisory Commissions Terms of Reference; and,
• "Council Procedure Bylaw 2007 No. 7060".
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Development Process Review Committee 
Mandate & Objectives 
Page2 

Meetings 

The Development Process Review Committee will meet monthly or at the call of the Chair. 

Membership 

The membership of the Development Process Review Committee will be comprised of: 

• Three (3) members of Council
• Six (6) members of the development community
• One ( 1) member of the financial community

See also: 
• Terms of Reference for Advisory Committees
• Council Procedures Bylaw
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SOUTH DOWNTOWN WATERFRONT COMMITTEE MANDATE AND OBJECTIVES 

The Committee serves as a collective of partners and stakeholders providing guidance and 
leadership over the South Downtown Waterfront Initiative. 

BACKGROUND 

The South Downtown Waterfront Initiative a long range, high level consultation and visioning 
process for the Study Area illustrated in Attachment 1 and described as: 

• The southern boundary aligns with the Snuneymuxw First Nation.

• The western boundary is along Esplanade and Front Street.

• The northern boundary includes the existing BC Ferries land and water lots (servicing
Gabriela Island).

• The eastern boundary extends into Nanaimo Harbour, within the Nanaimo Port Authority
jurisdiction.

This initiative will not result in a regulatory document or provide a level of detail for infrastructure 
and service planning. The intent is to provide Guiding Principles and an overall vision to serve as 
resources for guiding future planning processes, regardless of jurisdiction and ownership. 

The South Downtown Waterfront Committee is a core element of project, with the City of Nanaimo 
providing a support. 

OBJECTIVES 

By December of 2013, the Committee should aspire to complete: 

• shared Guiding Principles and a context for future collaboration and joint decision making
between jurisdictions; and

• an integrated, high level vision for the Study Area, endorsed by the:

o City of Nanaimo;

o Snuneymuxw First Nation;

o Nanaimo Port Authority; and

o Regional District of Nanaimo.

Committee members will represent their associations at meetings and actively share in the 
planning process by: 

• developing a Request for Proposal to retain a consultant(s) to assist with public, partner and
stakeholder engagement, prepare and conduct the design charrette, and develop visioning
options and Guiding Principles;

• liaising with land owners, tenants, business, neighbourhoods associations, public,
community and government representatives;

• identifying issues and opportunities, constraints and strategies;

• reviewing and considering land use vision documents; and

• deliberating and establishing a set of Guiding Principles that enable implementation of the
agreed Study Area.

Page 1 of 4  
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Mandate and Objectives-South Downtown Waterfront Committee, June 25, 2013 

TIMEJ:.IN�MIU:STONES 

The following is intended to assist with developing a process timeline. The Committee should 
establish milestones and agree upon an overall process. 

Activity 

City of Nanaimo begins South Downtown Waterfront Initiative 

City of Nanaimo considers Committee Mandate and Objectives 

Committee Formation 

Committee Meetings 

Process to Retain a Consultant(s) 

Committee meeting with Consultant 

Partner and Stakeholder Engagement and Participation, as determined by 
Committee, may include: online survey, open houses, public meetings 

Community Charrette 

Committee Review of Options and Guiding Principles 

Referrals to Committee Member Associations, the Public and other identified 
partners and stakeholders 

Committee Considers Final Recommendations 

MEETIN<;� 

When 

March 25 

April 8 

April-May 

Ongoing 

June-July 

July 

May-
September 

September 

October 

October-
November 

December 

A schedule of meetings will be established by the Committee, with additional meetings held at the 
call of the Chair. 

MEMBERSHIP. 

Council will appoint two community-at-large members, and ratify eight appointments of members 
recommended by their specific associations, as follows: 

• Snuneymuxw First Nation

• Nanaimo Port Authority

• Regional District of Nanaimo

• Chair of the Nanaimo Advisory Planning Committee

• Downtown Nanaimo Business Improvement Association

• Nanaimo Economic Development Corporation

• South End Community Association

• Vancouver Island University

APeQtNTMENTAND TERM  

Committee members will serve for the duration of the Initiative, or up to 2014-May-13, whichever 
comes first. 

Members of the Committee will serve without remuneration. 

CHAIR 

The Committee will elect a Chair and Vice-Chair from amongst its members. 

Page 2 of 4 
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Mandate and Objectives-South Downtown Waterfront Committee, June 25, 2013 

MEETING PROCEDURES 
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All points of procedure not specifically provided for in these Mandates and Objectives shall be 
decided and determined in accordance with the current City of Nanaimo Council Procedure Bylaw 
and the Community Charter. 

All Committee meetings shall be open to the public. Where the Committee wishes to close a 
meeting to the public, it may do so by adopting a resolution in accordance with the Community 
Charter. 

The order of business is to be as set out in an agenda package to be provided to Committee 
members in advance of the meeting date. All decisions of the Committee will be reached by 
consensus or a majority vote of the members present. All those abstaining or opposed to a motion 
will be noted for the record. 

Minutes of the meeting will be adopted by the Committee at a subsequent meeting. Originals of the 
minutes will be signed by the Chair of the Committee and forwarded to the City of Nanaimo 
Legislative Services Department for safe keeping. 

Staff Support 
City of Nanaimo Staff support will be provided by the Community Planning Section as determined 
by the City Manager or his/her designate. Typical support functions include the following: 

• organizing and preparing agendas, in conjunction with the Committee Chair;

• distributing agenda packages to Committee members;

• taking and preparing meeting minutes;

• managing the files of the Committee;

• maintaining a list of outstanding issues for Committee action;

• providing professional advice on issues discussed by the Committee; and

• other duties as authorized by the City Manager or his/her designate.

Page 3 of 4 
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Mandate and Objectives-South Downtown Waterfront Committee, June 25, 2013 

Attachment 1 South Downtown Waterfront Study Area 
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For discussion purposes, the initial Study Area includes the area illustrated below described as: 

• The southern boundary aligns with the Snuneymuxw First Nation.

• The western boundary is along Esplanade-and Front Street.

• The northern boundary includes the existing BC Ferries land and water lots ( servicing Gabriola
Island).

• The eastern boundary is undefined but extends into Nanaimo Harbour within the Nanaimo Port
Authority jurisdiction.
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Safer Nanaimo Working Group 
Mandate & Objectives 
Page 2 

Membership 

The membership of the Safer Nanaimo Advisory Committee will be comprised of: 

• Three (3) members of Council
• Representation from VIHA, RCMP, DNBIA, City of Nanaimo, Nanaimo's Working Group

on Homelessness (NWGH).
• Social Planning Advisory Committee Chair
• Two (2) at-large members from the public

Input from other agencies and associations will be requested and received when it is pertinent 
to the policy discussion. 

Reporting to Council 

The Safer Nanaimo Advisory Committee may report to Council on any issue within its mandate 
or other issues as requested by Council. 

Staff Support 

Staff support functions include the following: 
• Providing administrative support to the Committee. Organising and preparing the

agenda, in conjunction with the SAFER Nanaimo Committee.
• Distributing the agenda packages to SAFER Nanaimo Committee members.
• Taking and preparing draft minutes.
• Managing the files of the Safer Nanaimo Committee as necessary
• Maintaining a list of outstanding issues for the Safer Nanaimo Committee action.
• Providing professional advice on issues discussed by the Safer Nanaimo Advisory

Committee
• In conjunction with the Chair drafting SAFER Nanaimo reports to Council

See also: 

• Terms of Reference for Advisory Committees
• Council Procedures Bylaw
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Revised Terms of Reference 
Social Planning Advisory Committee 

City of Nanaimo 
(amended 2011-DEC-19) 

INTRODUCTION 
The Social Planning Advisory Committee acts as a resource to Council and Staff in providing a broad-based 
social perspective on community issues and responding to specific matters of a social nature. In addition, 
the Committee assists Council in setting priorities amidst competing social objectives. In order to keep 
Council informed of issues in the community, the Committee acts as a liaison with community groups, 
agencies, the public and other government sectors. 

OBJECTIVES 
The Social Planning Advisory Committee is charged with meeting the following objectives: 
• To support the community working together to provide a safe, accessible. and people oriented

environment which ensures access to all community amenities by all citizens regardless of age, income
or other factors.

• To encourage citizen participation in all social planning decisions affecting Nanaimo.
• To respond to changing social needs and issues in a responsible, flexible, cooperative and innovative

manner.
• To provide public education and raise awareness on social issues.

SCOPE OF WORK 
To achieve these objectives, the Social Planning Advisory Committee will undertake the following activities: 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

Advise Council and Staff on social needs, issues and priorities: 
Community Development: 
0 Recommend strategic studies involving residents in social planning studies; 
0 Identify municipal action respecting matters of community development; 
O Submit consolidated program proposals to Council having identified community social needs; 
0 Initiate strategies to deal with areas of social need when identified; 
O Recommend methods of involving residents in social planning studies; 
O Recommend methods of educating the community about social planning issues; 
O Participate in long range planning projects and projects of a more specific nature;
O Participate with Staff and Council on specific task forces or project committees. 

Advise Council, when requested, on the implications of rezoning applications where applications 
have a potential social impact; 

Advise Council on the social implications of development through participation (single seat) o� the Plan
Nanaimo Advisory Committee; 

Annually make recommendations to Council on nominations to the Excellence in Social 
Development Awards Program; 

Annually make recommendations to Council on applications for funding to the Social 
Development Grant Program; 

Advise Council, through participation on the Grants Advisory Committee (single seat), on the granting of 
community service and other monies; 

Assist with the development of Municipal social policy by commenting on Municipal social planning 
goals, objectives, policy and priorities as set by Council; 

Receive submissions on relevant matters from individuals and groups in or serving the community; 

Monitor social conditions in Nanaimo as reported in the Social Status Report; 

Annually file a work plan for the upcoming year for endorsement by Council. 
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MEMBERSHIP 
In order to offer a broad-based social perspective on community issues, it is critical that the Committee's 
membership emphasize citizen rather than agency representation. Committee members will be appointed by 
Council and shall include the following representation: 

O two (2) Councillors; 

0 one (1) representative from Parks, Recreation and Culture Commission; 
0 one (1) representative from the School Board; 
O nine (9) community-at-large members. 

The goal of all appointments will be a balanced committee with consideration given to geography, areas of 
interest and expertise. Members-at-large should live in the City of Nanaimo. 

APPOINTMENT AND TERM 

Council will appoint members to a three (3) year term. Following advertisement in the local press of a 
Committee vacancy, Council shall fill vacancies for the unexpired terms of the former member(s). 

ADMINISTRATION AND MEETINGS 
Unless otherwise decided by the Committee, SPAC will meet once each month throughout the year. The 
Committee's Council representative will act as Chair. The Co-Chair will be elected by the Committee at 
its first meeting in each New Year. If both are absent from any meeting, an Acting Chair shall be chosen by 
those members present. 

A total of seven (7) members, including the Chair, Co-Chair or Acting Chair shall constitute a quorum. If any 
member misses three (3) regularly called consecutive monthly meetings without giving a reasonable cause 
to the Chair or Staff in advance, he or she will be deemed to have resigned. Staff will send a letter to the 
Committee member after the second missed meeting notifying them that their participation will cease after a 
third missed meeting. 

All members will be provided with an agenda package prior to each meeting. All decisions of the Committee 
will be reached by consensus or a majority vote of the members present. All points of procedure not 
specifically provided for in these Terms of Reference shall be decided and determined in accordance with 
Robert's Rules of Order. 

Upon joining the Committee, new members will receive a binder containing Committee Terms of Reference, 
past minutes and reports. All new members, either individually or as a group, shall participate in a formalized 
orientation process facilitated by the Social Planner. 

STAFF SUPPORT AND BUDGET 
The City's Social Planner shall provide professional advice and other staff assistance to the Committee at 
the discretion of the General Manager, Development Services Development. No staff person shall be a 
voting member of the Committee. 

Endorsed by City Council, October, 1990. Revised: November, 1995, April, 1996, March, 2006, December 
2011. 
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Terminal/Nicol Corridor Streetscape Project 
Technical Steering Committee 
Terms of Reference 
Page 2 

Mandate 

The committee serves as a collective of partners and stakeholders providing guidance and 

leadership over the Terminal Avenue / Nicol Street Corridor Streetscape Plan. 

Study Area 

The study area is outlined in Attachment A, but centers on the road right-of-way from Nicol and 

South Streets to Terminal Avenue and the George Pearson Bridge. 

Committee Structure 

A community-led technical steering committee will direct all aspects of the streetscape project. 
The committee will be managed by DNBIA, with support from City staff and Mo Tl. The structure 
for this committee would include one member from each of the following project partners: 

• 1 representative from Downtown Nanaimo Business Improvement Association (DNBIA);
• 2 Members of City of Nanaimo Council;
• 1 representative from Snuneymuxw First Nation;
• 1 representative from Chamber of Commerce;
• 1 representative from Nanaimo Economic Development Corporation (NEDC);
• 1 Member at large (representing South End); and,
• 3 Members at large (representing wider community).

Appointment and Term 

The term of the committee will coincide with the duration of the project, or up to July 2016, 

whichever comes first. 

Members of the committee shall serve without remuneration. 

Objectives 

The Technical Steering Committee will work with a consulting team to: 

• Facilitate an interactive City-wide public process to determine public priorities for this
corridor. These priorities may include increased sidewalks, trees, lighting, bicycles,
lane modifications, traffic calming, on-street parking and others;

• Based on the feedback received during the public process, develop a concept level
streetscape for the Terminal/Nicol Corridor that supports the goals of existing
planning documents;

• Facilitate discussions with the appropriate partners to develop a multi stage action
plan to implement the developed streetscape as development progresses along the
corridor; and

• Complete a report to Council outlining next steps.
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Terminal/Nicol Corridor Streetscape Project 
Technical Steering Committee 
Terms of Reference 
Page 3 

Schedule 

The goal is to complete the project by April 2016. The key milestones are laid out below: 

Event/Deliverable 

• Present update to Council and receive direction
• Council approval of Terms of Reference
• Prepare and issue RFP for consultant services
• Assemble Technical Steering Committee
• Award consultant contracts (Public Engagement and Traffic)
• First public feedback session to coincide with

Block Builder's Nanaimo event
• Second public feedback session
• Data reduction, design and public presentation of preliminary

graphical feedback on possible streetscapes
• Revisions and final public presentation to Council

Meeting Procedures 

All committee meetings shall be open to the public and advertised in advance. 

Completion Date 

22 June 2015 
20 July 2015 
21 July 2015 

4 August 2015 
15 Aug 2015 

20 Sept 2015 
October 2015 

January 2016 
April 2016 

The order of business is to be set out in an agenda package to be provided to committee 

members in advance of the meeting date. 

At the first meeting, the committee shall elect a chair. 

Minutes of the meeting will be adopted by the committee at a subsequent meeting. Originals of 

the minutes will be signed by the chair of the committee and forwarded to the City of Nanaimo, 

Legislative Services department for safe keeping. 

Quorum will require a minimum of five members present. 

Resources 

A project budget of $100,000 has been identified for this work. This includes $50,000 from the 

City of Nanaimo, $35,000 from the DNBIA and $15,000 from NEDC. DNBIA will oversee the 

project and manage the consultant contract. 

City of Nanaimo Staff will support the project. Typical support functions include the following: 

• Organizing and preparing agendas (in conjunction with the committee chair);
• Distributing agenda packages to committee members;
• Taking and preparing meeting minutes;

• Managing the files of the committee;
• Maintaining a list of outstanding issues for committee action;
• Providing professional advice on issues discussed by the committee; and

• Other functions necessary to deliver the project.

156



157



CITY OF NANAIMO 

TERMS OF REFERENCE 

WATER SUPPLY ADVISORY COMMITTEE 

MANDATE 

The Water Supply Advisory Committee serves as an advisory body, responsible for making 
recommendations to Nanaimo City Council on matters related to the supply of water to the City of 
Nanaimo and the South West area as defined in the Nanaimo and South West Water Supply Act. 

Specific responsibilities of the Committee are to provide advice to Council regarding: 

1. the preservation, protection and enhancement of water supply, quality and conservation;

2. long-range capital planning and financing related to water supply;

3. the establishment of regulations pertaining to water quality and water supply infrastructure
safety; and

4. issues and implications related to the provision of water to outside Nanaimo and the South
West area.

The Committee also serves as the City's liaison when there is a need to discuss matters related to 
water supply with groups, agencies, organizations, corporations or other government bodies. 

MEMBERSHIP 

The Water Supply Advisory Committee shall be appointed by Council resolution and shall include 
the following representation: 

• four members of Nanaimo City Council, one of whom shall be appointed by Council as the
Chair of the Committee;

• one member appointed from the South West area; and,
• two Community At-Large representatives.

APPOINTMENT AND TERM 

Members will be appointed by Council for a three-year term to run concurrent with the Council 
term. 

Council may, with the exception of the South West area representative, at any time, remove any 
member of the Committee and any member may resign at any time upon sending written notice to 
Nanaimo City Council. 

Committee members who are absent for three consecutive Committee meetings will forfeit their 
appointment, unless such absence is authorized by resolution of the Committee. 
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Water Supply Advisory Committee 
Terms of Reference 

Committee members may stand for re-appointment at the conclusion of their term. 

Members of the Committee shall serve without remuneration. 

Page 2 

In the event of a vacancy occurring during the regular term of office, the vacancy may be filled for 
the remainder of that term, upon resolution of Council. 

MEETING PROCEDURES 

Meetings of the Committee shall be held at the call of the Chair as required. 

Unless otherwise authorized pursuant to Section 89 of the Community Charter, all meetings will be 
held in open session and in a location accessible to the public. 

Unless otherwise authorized by the Committee, the public shall only address the Committee when 
they are a scheduled delegation on the Committee meeting agenda. 

A majority of the Committee shall represent a quorum and a quorum must be present in order to 
hold a meeting of the Committee. 

All decisions of the Committee will be reached by a single majority vote of the members present. 

The order of business of the Committee shall only be conducted at a duly constituted meeting and 
the business to be conducted at this meeting shall be set out in an agenda package to be provided 
to the Committee members in advance of the meeting date. Minutes of the meeting will be 
prepared by the clerical staff of the Corporate Administration Office and then adopted by the 
Committee and signed by the Chair at the next regular meeting. Originals of the minutes will be 
retained by the Corporate Administration Office. 

The rules/procedures followed at the meeting shall be those established by "COUNCIL 
PROCEDURE BYLAW 2004 NO. 5715". 

REPORTING TO COUNCIL 

The Committee shall provide all of its recommendations directly to Nanaimo City Council. 

The Committee Chair is the person designated to report to Council on behalf of the Committee. 

Council is the body responsible for making all final decisions based on the recommendations put 
forward by the Water Supply Advisory Committee. 

g:\committees\termsofreference\water.doc 
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CULTURAL COMMITTEE 
SUB-COMMITTEE OF PARKS, RECREATION & CULTURE COMMISSION 

TERMS OF REFERENCE 
(adopted 2010-0CT-18) 

Mandate 

As a sub-committee of the Parks, Recreation and Culture Commission (PRCC), the Cultural 
Committee is responsible for coordinating the City's Arts and Culture Initiatives. 

Objectives 

The objectives of the Committee are: 

• Advising the Commission and Council on cultural issues.
Reviewing all applications for funding and making recommendations to the PRCC,
based on criteria and guidelines established regarding the distribution of cultural
operating grants and arts and cultural event grants.
Promoting public awareness of cultural organizations and cultural activities in our
community, and maintaining an annual cultural awards program.
Coordinates the selection process for works of art for display in municipal public spaces
and buildings.
Sponsoring annual educational opportunities for arts and cultural organizations.

Meetings 

The Cultural Committee will: 

(a) Meet at the call of the Chair, usually monthly; and
(b) Establish meeting days and times after consultation with the Committee members.

Membership 

The membership of the Cultural Committee will be comprised of ten members as follows: 

Four members appointed from the PRCC (as per Commission Bylaw); and, 
Six members-at-large selected and recommended from applications submitted to the 
PRCC. 

The Cultural Committee term is for three (3) years and at-large members can re-apply for one 
additional three (3) year term. After serving two (2) terms, members must take three (3) years 
off before re-applying. Each term, three (3) members will step off the Committee and three (3) 
new members will be appointed. 

Applications for the at-large members will be reviewed by the PRCC with appointments made at 
the inaugural meeting of the PRCC (first meeting following April 1 51). 

Y.' 
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Cultural Committee  
Mandate & Objectives 
Page2 

Consideration will be given to applicants who: 
a. Are residents of Nanaimo;
b. Have extensive experience as a creative professional, professional arts

administrator, volunteer or other related experience in an arts and/or cultural
field; and,

c. Have a broad interest, understanding and commitment to cultural planning
and development in Nanaimo.

Chair 

The Cultural Committee will elect their Chair annually at the first meeting following April 1•1 from
amongst its members. 

See also: 
• Parks, Recreation and Culture Commission Bylaw
• Council Procedures Bylaw
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CITY OF NANAIMO 

BYLAW NO. 3152 

A BYLAW TO ESTABLISH A BOARD OF VARIANCE 

WHEREAS pursuant to Section 961 of the Municipal Act, where a local 

government has adopted a zoning bylaw, the Council shall, by bylaw, establish 

a Board of Variance. 

THEREFORE BE IT RESOLVED that the Council of the City of Nanaimo, in 

open meeting assembled, HEREBY ENACTS AS FOLLOWS. 

1. This bylaw may be known and cited for all purposes as the "BOARD OF

VARIANCE BYLAW 1988 NO. 315211
• 

Interpretation 

2. In this bylaw unless the context otherwise requires:

"Act" means the Municipal Act, R.S.B.C. 1979, and amendments thereto. 

11Board 11 means the Board of Variance of the City. 

11City" means the City of Nanaimo. 
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Bylaw No. 3152 - 2 -

Establishment 

3. There is hereby es tab 1 i shed in the City a Board to be known as the

Board of Variance. 

Meetings 

4. C 1) A meeting of the Board sha 11 be he 1 d on the third Thursday of

each month, unless otherwise directed by the Chairman. 

(2) The Board shall maintain a permanent record of all its

decisions, and shall have in attendance at its meetings an

employee of the City who shall keep minutes of the proceedings.

Applications of Appeal 

5. (1) Any person desiring to appeal to the Board shall file a written

Notification 

notice of appeal with the Board not less than ten days prior to 

the date of the meeting. The notice shall state clearly the 

grounds upon which the appea 1 is based and the re 1 i ef sought, 

and sha 11 give an address to which a 11 notices respecting an 

appeal hearing may be mailed. 

6. Notices pursuant to Section 962 of the Act shall be mailed or 

. otherwise delivered not less than seven (7) days prior to the date when the 

appeal will be heard. 

Conduct of Appeal Hearing 

7. (1) A majority of the members of the Board shall constitute a quorum.

(2) The Chairman, if present, shall preside at all meetings of the

Board.
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Bylaw No. 3152 - 3 -

Decision 

(3) The Board may receive any evidence that it considers proper to

admit whether on oath or not. Any person who deems to have an

interest in any such appea 1 sha 11 have a right to be heard at

the hearing and to adduce evidence, and may be represented by a

solicitor or by an agent duly appointed in writing.

(4) Evidence at a hearing may be given orally or in writing.

(5) The appellant shall be afforded the first opportunity to present

his evidence and arguments, and thereafter, evidence and

arguments shall be presented in such sequence as the Chairman .

may direct until all parties to the appeal have been afforded an

opportunity to present their evidence and arguments.

(6) The Board may view the property affected by the appeal and

surrounding properties. The Board may adjourn the hearing from

time-to-time and may reconvene without further published notice

if the time, date and place of reconvening is announced at the

time of adjournment.

(7) If the appellant or other persons notified do not appear at the

hearing or any adjournment thereof, and have not advised the

Board in advance that they wish to be heard at another date, the

Board may proceed to decide the appeal in his absence.

(8) The deliberations of the Board shall not be open to the public,

unless otherwise directed by the Chairman.

8. (1) A decision of the Board shall be by a majority of those members

in attendance at a hearing. 
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Bylaw No. 3152 - 4 -

Repeal 

(2) In al 1 cases where votes of the members of the Board then

present. including the vote of the Chairman or other person

presiding. are equal for and against a question. the question

sha 11 be defeated and it sha 11 be the duty of the member

presiding to so declare. Any member of the Board then present

who abstains from voting shall be deemed to have voted in the

affirmative.

(3) Verbal notification of the Board's decision respecting an appeal

hearing may be made, upon request, the day following the hearing.

(4) The Board shall. within seven (7) days of a decision respecting

an appeal hearing. mail or otherwise deliver the written

decision of the Board to the appellant and to the City's

Building Inspector. and when requested. to all persons who made

representati<ln at the hearing.

9. "BOARD OF VARIANCE BYLAW 1986 NO. 2937 11 and amendments thereto

are hereby repealed.

PASSED FIRST, SECOND AND THIRD READINGS 1988-DEC-12. 

ADOPTED 1989-JAN-16. 
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The applicant agency/organization must: 

• Be a Nanaimo-based registered non-profit society, or recognized faith-based
group.

• Demonstrate sound financial and administrative management; and adhere to
generally accepted principles and practice of non-profit governance.

• Have services/programs accessible to people in the community;

• Demonstrate financial or in-kind partnerships;

• Complete the application form and provide requested documentation;

• Comply with City of Nanaimo bylaws and policies;

• Acknowledge the contribution from the City of Nanaimo in any brochures or
pamphlets.

Ineligible Services/Expenses: 

Any proposed service or program that falls within the legislated mandate of other levels 
of government will not be eligible for funding from the City of Nanaimo. 

Other ineligible expenses include: training or banquets; travel expenses; and reducing or 
eliminating existing accumulated deficits. 

Letter of Intent Deadline: 

The deadline for submission of Letters of Intent is 4:30 pm, Friday, January 31, 2014. 
Please retain a copy of the Letter of Intent for your files. 

Review Process: 

Letters of Intent will be reviewed by the Social Planning Advisory Committee and a 
short-list of proponents developed. All applicants will be advised of the Committee's 
decisions, and those on the short-list will be asked to submit detailed applications. 

Potential proponents should be aware that they may only receive funding for two 
consecutive years for a specific project. Projects currently receiving funding who submit 
a second request must complete an interim status report with a budget and a summary 
of outcomes achieved by their projects to date. This status report must be submitted with 
the completed full application. 
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Grant Limitations: 

All applications will be considered within the limitations of the overall program budget. 
Not all organizations meeting the criteria and the community priority will necessarily 
receive funding. All unused funds must be returned to the City of Nanaimo. 

Step 2: Full Application 

Should your Letter of Intent be successful, you will be invited to submit a Full 
Application. 

How to Apply: 

Application forms are available at the Social Planning Section, Service and Resource 
Centre, 411 Dunsmuir Street, Nanaimo, BC and on the City's website; www.nanaimo.ca. 

Submissions should be addressed to John Horn, Social Planner, Social and Protective 
Services, City of Nanaimo, and may be mailed to 455 Wallace Street, Nanaimo, BC, 
V9R 5J6 or dropped off at the Social Planning Section, Service and Resource Centre, 
411 Dunsmuir Street, Nanaimo, BC. 

Note: E-mail submissions will be accepted; john.horn@nanaimo.ca 

The following must be included: 

1. Completed application form ( available at the Social Planning Section, 411
Dunsmuir Street and on the City's website www.nanaimo.ca);

2. A copy of the society's philosophy or mission statement;

3. Job descriptions of any positions paid for by the civic grant;

4. A copy of the budget for the proposed program or service showing the current
and next fiscal years;

5. List of Board of Directors (including position held, address and phone number).

Review Process: 

Applications will be reviewed by the Social Planning Advisory Committee and 
recommendations made to City Council. Applicants will be notified of the Committee's 
recommendations to Council and subsequent Council decisions. 

Evaluation Criteria: 

1. Ability of the proposed project or program to address the criterion chosen for the
current year's grant program and/or the project/program's anticipated
outcome(s);

2. Demonstrated ability of the applicant to carry out the project or program;

3. Demonstrated in-kind or financial partnerships to ensure on-going sustainability;

4. Demonstrated benefit to the community;
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5. Degree of collaboration demonstrated;

6. Completeness of the application package (see above).

Full Application Deadline: 

The application deadline is 4:30 pm, Friday, February 28, 2014. Please retain a copy of 
the application for your files. 

Accountability: 

Organizations successful in obtaining a City grant will be asked to complete a final report 
on the funded activity or project. If a second grant is applied for, the report must be 
enclosed with the current application. The grant eligibility and evaluation guidelines 
should be used when completing the report and statistics should be included where 
applicable. The report must describe how the City grant assisted your organization in 
addressing the issue(s) highlighted by that year's criteria. Note: Applications for 
additional funding will not be considered until the report has been submitted. 

g:\commplan\spac\soc dev grant 14\guidelines 
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GOVERNANCE TEMPLATE 

A Governance Model (The Cuff Template) 

The following is a combination of governance issues and concepts which the author has 

written about and discussed over the past two decades and which have, from time to 

time, gained some traction. On the other hand, there are likely at least an equal 

number of Councils which have decided for their own reasons to stick with what they 

know as a preferable course. It is my argument that every Council at the start of a term 

should seriously consider how they can make their decision-making process better. 

1) The Impact of the Governance Model

Governance practices can and do impact the quality of decisions made and the sense 

of confidence by a Council in making them. It has been my experience that members 

of Councils that sense they are struggling with their governance model are often 

overheard to complain: 

• “The process has been unnecessarily hastened and as a result, the calibre of

decisions is called into question”.

• “The process has left minimal time for discussion with my fellow Councillors and the

staff”.

• “This is a public issue and they have not been consulted. Why the rush?”

• Why do we refer such an important issue to the few members of Council serving on

that Committee? All of us need to be at the table and consulted”.

• “Members of the public seem to have better access to our decisions than I do. I

overheard xxx talking about this issue in the café yesterday and they seemed to

know more about what our staff is up to than I do”.

The governance model (i.e. how we make decisions) can have a tremendous impact on 

any Council. Such impacts are felt in terms of: 

• The time Council spends making a decision

• The number of times a decision is re-visited

• The sense (or question) that all the relevant information has been placed on the

table

AATTACHMENT E
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GOVERNANCE TEMPLATE 

• The ease by which members of Council can make their point on any agenda issue 

• The sense that all Council members are afforded the courtesy of a responsive 

and good listening audience 

• The proximity of the decision-makers to the public 

• The proximity of the decision-makers to the administration 

• The ease by which the public can access the decision-making process at the 

critical stages 

• The sense that the Procedural Bylaw either inhibits or promotes good decision-

making 

• The degree of comfort and confidence expressed between the Mayor and the 

Chief Administrative Officer 

• The confidence of the Mayor in providing comment on key issues 

• The objectives of the current Council and whether these are best achieved using 

the present governance model or another model. 

2) Time to Consider 

The best opportunity to consider changes to any governance system is immediately 

following an election. Change is easier to make when everyone is relatively new and 

has not yet seized ownership of a bad or flawed system. (There is a question as to 

whether or not the pain or angst of change is exceeded by that of the status quo). 

However, new members of Council may not as of yet experienced the frustration of 

their predecessors and thus may not understand the need to change.  

A further opportunity typically presents itself part way into a term but sufficiently 

distanced from the final post of an election. Council members have experienced the 

flaws and may be convinced that a change in how they view governance will be required 

if any new system is likely to work. Often this follows the perception by the 

administration that this governance system does not fit this Council but until Council 

starts to ask for information on the alternatives, not much is likely to happen.  
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3) Confidence is the Key 

All of the above has an impact on the confidence of a Council in its decisions. Council 

can be assured that its model is working to its advantage when it can make decisions 

even in heated circumstances and on divisive issues and still emerge from the process 

feeling that regardless of the heat, the decisions are defensible. It has been my 

observation that while the governance model is extremely important, it is far more 

critical that Council has confidence in its own ability to make good decisions that stand 

the litmus test of time. 

4) An Agendas Committee  

While many municipalities overlook the importance of the agenda to good Council 

decision-making, I believe that an agenda is central to the process of local government 

and one of the key instruments by which Council controls the decisions which impact 

upon the City. Without a thoughtful approach to building an agenda, the decision-

making process will quickly appear mechanistic and stale. It will also be dominated by 

the administration that, while central to the process, should not be the only players 

involved in determining what is or is not on the agenda.  

The agenda should be seen as your instrument in making sound decisions and for 

ensuring that important issues are constantly kept in the forefront of Council. Although 

the physical preparation of the agenda should be the responsibility of the CAO and 

Municipal Clerk, the agenda itself should still be seen as Council's decision-making tool 

and that of its principal advisor, the CAO. Rather than solely being a list of issues 

derived by management based on its need for certain answers, or responses to 

correspondence from the public and others, the Council agenda should also contain any 

issues which arise which are of concern to members of Council.  

4.1) Mandate and Guidelines for the Agendas Committee  

The proposed mandate of the Agendas Committee is:  

• to ensure that the business of Council is being dealt with fairly and 

expeditiously  
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• to review potential agenda items and ensure that these are appropriate for 

inclusion on a Council and/or the Governance and Priorities Committee agenda  

• to ensure that the voice of individual Council members is heard and reflected 

in the agenda 

to advise Council as to why any particular matter should not be brought forward 

for Council review at the present time.  

The Agendas Committee should consist of two members of Council (Mayor, the Deputy 

Mayor)(If one of the foregoing is not available, a roster of alternates should be 

established which the Clerk utilizes to determine who to call to fill in). Advising the 

Agendas Committee should be the responsibility of the CAO (or designate) and the 

Municipal Clerk (or designate). This committee should meet about 3-4 days prior to a 

GPC meeting and review the agenda items as put forward by either the CAO, members 

of Council or by the Clerk. This committee should operate by consensus. Agenda items 

should include:  

• those submitted by the administration (and which require Council’s policy 

review and approval)  

• those which Council members agree by a resolution of Council to refer to either 

this Committee or to the GPC agenda for consideration  

• those issues which an individual Council member might submit which the 

Committee believes warrants a report by the administration (and thus which the 

Committee places before Council in the form of a “notice of motion”)  

• those which external boards/agencies believe require the guidance of Council 

before they can take a particular course of action.  

The Agendas Committee is not intended to act as a censor for agenda items. Rather, it 

is to serve as a sounding board for both Council and the senior administration to ensure 

that issues are dealt with effectively and in the proper course of time. The Committee 

is charged with ensuring that the time a Council spends considering Council’s business 

is used wisely and that business is conducted as openly as possible so as to be 

transparent before the public.  
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The Committee will ensure that the focus of Council is placed on “higher order” issues 

that potentially can impact current Council direction and policy. These “higher order” 

issues, for the most part, will likely be those of a strategic policy nature dealing with 

those issues which we outline as being within the purview of a Council.  

The Agendas Committee will not have authority to defer any proposed agenda matter 

for longer than one regularly scheduled meeting without the prior consent of Council 

(by resolution). The Municipal Clerk should be responsible for establishing a mechanism 

for tracking these issues and for advising the Council as to their eventual disposition.  

Any staff report intended for Council should be directed through the appropriate 

administrative channels to the CAO and thus becomes “his” report. That is based on 

the logic and protocol that it is through the CAO that all members of staff report. If the 

reports are authored by someone other than the CAO, then that name should also be 

shown on the "request for decision" covering page to which we have alluded earlier 

together with the name and signature of the appropriate department head. (As noted 

earlier, the CAO is expected to sign off all reports that are tabled at a committee or 

Council meeting). 

A further important role for the Agendas Committee is the determination of which items 

ought to be referred to the Governance and Priorities Committee (GPC) for its review. 

Such items should be those which are policy-oriented or are perceived to generate 

controversy in the community or which the administration believes will likely take more 

time for Council to fully digest and appreciate. The GPC is not intended to be a “dry 

run” for a Council meeting where the latter forum becomes simply an exercise in 

baptising. The items on a GPC should be viewed by the Agendas Committee as 

significant and a cause to ponder. 

5) Governance and Priorities Committee (GPC)  

The GPC is expected to become a very important component of Council’s decision-

making as Council gains familiarity with its usage.  The GPC is NOT intended to be an 

extension of a Council meeting. It will have a distinctly different agenda which may 

feature only one or two priority business items which will also appear on the regular 
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Council meeting agenda. In addition, it may include a reporting process for any external 

committees to report on matters which they believe ought to be considered by Council 

for a decision.  

The GPC could be utilized as well for dealing with an initial review of issues which 

individual Councillors have asked to be placed on the Council agenda.  

The GPC should also be used by Council as an opportunity to hear from potentially a 

wide array of speakers on topics of some concern locally but on which the Council has 

yet to take a strong policy position. In such instances the GPC may decide to simply 

recommend the matter forward to Council “for information” or that it be referred back 

for further consideration by the GPC prior to a formal policy recommendation being 

presented to Council.  

 Advantages of a GPC 

A GPC model makes a lot of sense from a number of perspectives:  

• it brings all of Council together at the same time and venue to discuss “larger 

order” policy issues which will then be moved forward to a Council agenda. 

Council is afforded time to ponder. 

• The GPC is primarily a discussion, information-seeking forum; that is, it is not 

intended as a dry run for the next Council meeting. Its agenda ought to be very 

different in that it might normally only have a few items which have been 

identified by the Agendas Committee (see terms of reference) as most likely to 

generate the more significant discussions.   

• Council and its administration can determine how best to seek community input 

on significant issues but certainly the GPC is one useful mechanism. The GPC is 

open to the public although the GPC members could decide to move in camera 

on legitimate confidential matters. Council can use this committee in innovative 

ways through structuring of the agenda; through inviting specific individuals or 

groups to make presentations; etc. 

• The GPC should be seen as more of a working committee where there will be less 

formality but still procedures being followed. It could take place in a boardroom 

(if one exists which is large enough) and Council and management might be 
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seated at the same table (whereas they would be at separate tables in a more 

formal Council meeting).  

• The GPC is not a decision-making committee. All issues discussed at GPC go 

forward to a regular or special meeting of Council and will be accompanied by a 

management report which has been signed off by the CAO.  

• The GPC should eliminate the need for any standing committees and will assure 

all members of Council that regardless of what ABCs (agencies, boards and 

committees) they serve on as a liaison of Council, such agenda matters requiring 

Council’s attention would first be addressed at the GPC as necessary. 

5.1) Terms of Reference   

The following are proposed as the appropriate terms of reference for the Governance 

& Priorities Committee. The GPC may: 

• Hear from delegations and/or refer these on to Council 

• Review matters forwarded to it by the Agendas Committee or by Council  

• Require that all agenda matters on the agenda be supported by a draft report 

from the CAO or as delegated 

• Recommend that a new policy be approved by Council in order to deal with the 

matter under discussion 

• Review reports or minutes containing action items from external boards and 

committees so that there is some degree of consistency as to how each is treated 

by the Council  

• Invite guest speakers to attend and present on the topic(s) or stage a debate 

between two organizations or speakers known to hold varying views on the topic 

at hand 

• Meet publicly at least monthly at a time which is deemed by a majority of Council 

to enable any interested public to attend 

• May determine to meet in-camera on a vote of the committee at the conclusion 

of a meeting; in-camera matters are limited as per the legislation 
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• Meet principally as a forum for discussion rather than as a decision-making arena  

(enables all of Council to review and discuss key issues without the requirement 

to decide) 

• May refer an item to the CAO for more information or clarification but must move 

the issue forward to Council for its consideration and decision upon receipt of 

the clarifying information (in other words, the referral process if used is intended 

to be limited on a normal basis to two weeks). 

6) Administrative Review of Agenda Issues 

While the agenda and tone of a GPC meeting is not as formal as that of a regular 

meeting, the quality of any debate will depend on the quality of the input. This requires 

that the CAO and his department heads as appropriate establish their own timeline such 

that a meeting of the Corporate Leadership Team (CLT) occurs several days prior to the 

Mayor, CAO and CO who will review any agenda for the GPC and Council.  

The key for the CAO and his CLT is to keep the focus on the broader and more strategic 

issues. The key determinants of whether or not an issue goes forward to the GPC 

meeting should incorporate consideration of: 

• Is this a matter that we require Council’s endorsement of? 

• Is this a matter of a new or a revised policy? 

• Does the issue have broad community significance? 

• Is this an issue that it can be reasonably argued that Council would expect to see 

and provide direction to even though it may be within the parameters given to 

the CAO to act? 
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Governance Model Options 
There are a variety of “governance models” in use across Canada. Given that this choice 

is in many respects at least partially left up to each Council, various models have been 

chosen and have either been abandoned or are still in use today. The fact that there is 

a wide range of choices may be due to: history of use of committees; the degree of 

experience on Council; the style of the new Mayor or CAO; the activism of the 

community; and so on. We believe that many of these choices of governance model are 

up to each Council to make and as a result, are not set in stone.  

12.1 Description of Options 

The ones which we describe in this section are those which are more regularly seen 

than perhaps others but may not be the only ones in use across British Columbia today 

(as our research points out: see report in Appendix G): 

A. Council Executive Committee

B. Standing Committees

C. Committee of the Whole (Governance & Priorities Committee)

D. Council Initiatives

E. Combined Committee of Whole & Standing Committees

F. Strategic Priority Committees

G. Community Roundtables

We note that each of the foregoing offers both advantages and disadvantages to a 

Council relative to how it makes decisions. The only “right” one (or combination) is 

that which seems to best meet the needs and objectives of this Council. 

A. Council-Executive Committee

 Characteristics

• Generally found in only the larger cities

• Closest to a cabinet style of governance; considered to be the most powerful

committee of the Council

• Comprised of the Mayor and a portion of the Council, generally less than a

quorum; generally consists of the Mayor, Acting Mayor and chairpersons of

standing committees
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• The Committee may be delegated the authority to: 

o Review and recommend the budget to Council for its consideration and 

adoption 

o Enter into contracts on matters approved by the budget 

o Execute agreements; call for tenders 

o Approve for appointment or dismissal or recommend the appointment 

or dismissal of the CAO/commissioners/department heads 

o Perform other duties as assigned to it by the Council 

 Advantages 

• Increases the visibility of who is accountable for certain types of decisions 

• Focuses key decision-making processes at the political level and provides 

mechanism to initiate/encourage adoption of policies 

• Ensures the Mayor of some support for his/her initiatives (depending on 

whether or not the Committee is comprised of his/her nominees and whether 

or not the Mayor has any power to revoke their appointment) 

• Tends to take on some of the responsibilities and powers normally ascribed 

to a standing committee system and may provide a clearer focus to these 

areas 

• Increases the likelihood that the policy positions articulated by the Mayor 

during an election campaign will gain the support of Council 

 Disadvantages 

• The increase in power of members on the Executive Committee creates a 

sense of two classes of Councillors (those in the loop – and those not) 

• The Councillors not on the Executive Committee may feel marginalized to the 

point of disrupting the Executive Committee initiatives 

• The ultimate roles and powers of Council may be viewed as diminished due 

to certain of its powers having been delegated to the Executive Committee 

• The reporting relationships of senior management may be diffused and 

possibly confused (i.e. Does senior management report to the CAO, Council, 

the Executive Committee, a standing committee, etc). 
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B. Council – Standing Committees 

 Characteristics 

A limited number of standing policy committees (3-4) are created by Council 

• Should be governed by terms of reference 

• CAO designates which senior staff advise which committees 

• Agenda materials for standing committees are circulated to the CAO’s office 

by department heads prior to consideration by a standing committee  

• Administrative reports and policy issues are expected to be heard first by a 

standing committee prior to Council’s consideration 

 Advantages 

• Separation of Council from detailed involvement in administrative matters 

while affording Council the opportunity to review the key issues facing 

departments as well as the City as a whole 

• Politics are left largely in the hands of politicians; Council’s stature is 

enhanced 

• All members of Council are equally involved in committee activity and all are 

concurrently informed as to the issues 

 Disadvantages 

• Individual committees may control key aspects of Council’s “agenda” and 

may limit the flow of information to others or Council as a whole 

• Issues can be too narrow and thus invite Council into administrative issues 

• Councillors can become the champions for a particular department  

• Limited opportunity for Council to focus on the broader agenda 

• Potentially diffuses the reporting relationships and responsibilities of the CAO 

and department heads 

 

Standing Committees 

 The advantages of few standing committees are: 

• Less likelihood of Council members becoming directly involved in the 

management of civic departments 
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• Greater possibility that committees will focus on broader policy issues 

• Improved opportunities for corporate integration of issues 

• Fewer meetings to attend leaving Councillors more time to spend dealing with 

constituent issues. 

Standing Committees 

 The stated advantages of more standing committees are: 

• Improved awareness by Councillors as to the full range of issues 

• Increased time available to explore issues in depth 

• Increased opportunity to review departmental staff in action as they 

present reports 

• More opportunities for Councillors to act as chair of committees: thus 

greater sense of involvement in Council’s (and administration’s) work. 

C. Council – Committee of the Whole (Governance & Priorities Committee)(GPC) 

 Characteristics 

• This model of Council’s legislative involvement limits Council standing 

committees to one: a committee of the whole   

• All members of Council are the invited participants with the CAO (and at 

his/her request members of the management team) acting in an advisory 

capacity   

• Someone other than the Mayor generally chairs this decision-making step 

(or process); enables other Councillors to get a sense of the challenges of 

governing a meeting 

• Agenda items are largely those submitted by the administration and which 

require Council’s policy review and approval; based on the breadth of the 

organization, these issues will likely be “higher order” issues as time 

would not permit a review of lesser matters   

• Council members and external boards/agencies may also have items 

placed on the agenda by the concurrence of Council or through a formal 

or informal screening process (e.g. Mayor, CAO, and Corporate Officer). 
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• Committee of the whole meetings generally have both a public and private 

component; private issues may include: legal matters, confidential City 

land purchases and sales and personnel issues; and any other issues as 

permitted by legislation.   

 The advantages of a GPC model are as follows: 

•  Council’s focus is geared toward policy issues 

• The administrative analysis and advice can readily be orchestrated 

through the CAO’s office 

• All of Council can participate in the policy debates 

• All of Council is concurrently informed and involved; no one member or 

group of members has more access to power or information than another 

• Has considerable flexibility so that Council can use this committee in 

innovative ways through structuring of the agenda 

• Allows policy issues to be surfaced at this step and thus provides for a 

time of reflection prior to formal consideration at Council. 

 The perceived disadvantages of such a model are: 

•  These meetings can become a dress rehearsal for Council meetings if the 

CO‘s office sets up the agenda to be patterned after that of Council 

• Focus will be on the important and broad policy issues; those Councillors 

who would rather focus on detail may be disappointed. 

D. Council Initiatives 

 Characteristics 

• Council discusses and determines their sense of key City issues which Council 

wants to move forward in their term of office 

• These items/topics are derived from Council’s strategic plan and reflect 

Council priorities 

• The Mayor identifies a member of Council to “head up” each initiative on an 

annual basis (e.g. Aboriginal relations; sustainable farming) 
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• The Corporate Officer’s office assigns a staff member (under the direction of 

the CAO) to assist with any research and/or the calling together of community 

members to a forum or think tank on the issue 

• The same clear terms of reference are attached to each Initiative prior to the 

Councillor being identified as “Lead Councillor” on that Initiative (e.g. 

homelessness, citizen participation, City aesthetics, etc.) 

• The “Initiative” ceases as the report by the Councillor is tabled and received 

by Council 

• The report may result in a new City policy, a budgeted item or a reaffirmation 

of a current approach 

• The issue would likely be referred over to the CAO to incorporate into the 

next City budget (if applicable) 

• No Councillor will be appointed to the same Initiative for more than 2 years 

 The advantages of this approach are: 

• Council’s key issues will be highlighted and get the coverage they deserve 

• Each Councillor will be identified with an initiative and will be deemed the 

lead spokesperson on that issue/mandate 

• The citizens will know that Council is governing and guiding the City 

• Councillors’ involvement with the administration will be defined 

 The disadvantages of this approach are: 

• Councillors may try to “end run” Council and the administration and operate 

as a “one man band” 

• There may be more rather than less confusion as to who does what between 

Council and the administration 

• The Council members may begin to treat each staff member assigned as their 

own research assistant 

E. Combined Committee of Whole & Standing Committees 

 Characteristics 
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• Council adopts a committee of the whole (Governance and Priorities 

Committee—GPC) and forms 3 standing committees (e.g. Finance & Corporate 

Services, Community  & Planning Services, Operational and Safety Services) 

• Terms of reference are established for each 

• CAO and Corporate Officer’s office determine which issues go onto which 

agenda 

• All other advisory ABCs must be processed through one of these forums before 

their report is entertained by Council 

• The CAO determines which administrative member is attached as the primary 

advisor to which committee 

• Members of Council are rotated 

• The Corporate Officer (based on the applicable terms of reference)  will 

determine which issues will go to the standing committee and which to the 

GPC; the latter will deal with broad, major issues such as the annual budget  

 Advantages 

• Certain broad, city-wide or significant issues can be directed to the GPC (e.g. 

strategic plan, budget, Council-CAO relationship/performance reviews) 

• Other issues directed to standing committees depending on terms of 

reference 

• All issues recommended forward to Council for final approval; this retains all 

decision-making at Council table 

• Councillors can chair these committees; provide policy leadership 

• Committees chairmanship can be rotated to afford all members of Council so 

interested to have some experience chairing one or more committees 

 

 Disadvantages 

• May be some degree of confusion as to what issues go to which committees 

• GPC (Committee of the Whole) may garner most of the larger issues; other 

committees may feel over-looked 
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• Number of committees may not afford all members of Council an equal 

opportunity to act as chair 

• GPC may duplicate some of the work by the full Council; issues may appear 

to be repeated at Council meetings 

• Too many committees will place a burden on the administrative resources 

F. Strategic Priority Committee(s) 

 Characteristics 

• Approach reflects Council’s strategic priorities as determined by its annual 

planning process  

• Priorities are born out of Council’s “Vision, Mission and Core Values” 

• Preferably Council will establish a condensed number of priority 

themes/goals 

• Committee will focus on those goals as their primary objectives for the year 

• Any other external/public committee would be required to report through 

this committee 

 Advantages 

• Council’s efforts in identifying its priorities are recognized 

• The committee focuses its efforts on certain key themes 

• All issues recommended forward to Council for final approval; this retains all 

decision-making at Council table 

 Disadvantages 

• Issues which do not fall within these categories of major themes may not find 

a place to land 

• New issues which come to the attention of the Council may not make the 

agenda or may replace the priority issues too readily 

G. Community Roundtables 

 Characteristics 

• This informal structure utilizes assemblies of interested citizens on an “as 

needed” basis 
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• An issue(s) would be identified by Council (and/or administration) and the 

insights of those affected would be solicited 

• The assembly or gathering could be held over a series of weeks or a weekend 

but it is intended to not become a long-standing committee 

• Council members would be invited to attend but would not chair these 

gatherings; a citizen at large would be chosen by the Corporate Officer and 

recommended for appointment by Council 

• At the conclusion of each roundtable, Council would see developed a City 

over-arching policy statement which would then be used to guide Council’s 

thinking and perhaps decision-making on related matters.  

 Advantages 

• The advantage would be one of short term engagement for a useful 

product/policy 

• The lack of formality would be attractive to some people who tend to shy 

away from formal structures 

• A variety of voices would be heard and not just those of a particular 

committee member 

• Various roundtables/gatherings could be held throughout the year to address 

various topics of concern to Council and the community 

• This model could seamlessly incorporate the Safety and Security Web (SSW) 

initiative supported by Council 

 Disadvantages 

• Council may find this model to be very much “hit and miss” and not a 

continual source of good public input 

• There may be limited to negligible ongoing connections to the Council on 

related matters.  
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