
 
 

AGENDA
SPECIAL ADVISORY COMMITTEE ON ACCESSIBILITY AND INCLUSIVENESS

 
June 7, 2023, 4:00 P.M. - 6:00 P.M.

Boardroom, Service and Resource Centre,
411 Dunsmuir Street, Nanaimo, BC

Pages

1. CALL THE MEETING TO ORDER:

2. INTRODUCTION OF LATE ITEMS:

3. ADOPTION OF AGENDA:

4. ADOPTION OF MINUTES:

5. CHAIR'S REPORT:

a. Introductions - Councillor Armstrong

6. REPORTS:

a. Terms of Reference 3 - 4

To be introduced by Richard Harding, General Manager, Parks, Recreation and
Culture.

7. PRESENTATIONS:

a. Committee Orientation/Meeting Procedures 5 - 81

To be introduced by Karen Robertson, Deputy City Clerk.

Committee Orientation Supporting Documents:

2023 ACAI Key Date Calendar•

Committee Operating Guidelines•

Council Procedure Bylaw 2018 No. 7272•

Code of Conduct Bylaw 2022 No. 7348•

Conflict of Interest Guidelines Policy•



b. Accessibility and Inclusion Plan - City Plan (Nanaimo ReImagined) 82 - 90

To be introduced by Lisa Bhopalsingh, Director, Community Development.

Presentation:

Lisa Brinkman, Manager, Community Planning. 1.

8. OTHER BUSINESS:

a. Correspondence re:  Speech to Text 91

To be introduced by Councillor Armstrong.

b. Correspondence re:  Local Community Accessibility Grant Program Information
Session

92 - 93

To be introduced by Councillor Armstrong. 

c. Future Meeting Items

To be introduced by Richard Harding, General Manager, Parks, Recreation &
Culture.

Purpose:  To schedule future agenda topics.

9. QUESTION PERIOD:

10. ADJOURNMENT:
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CITY OF NANAIMO

TERMS OF REFERENCE

ADVISORY COMMITTEE ON ACCESSIBILITY AND INCLUSIVENESS

PURPOSE: 

The purpose of the Advisory Committee on Accessibility and Inclusiveness is to promote social
and political equity within existing and proposed City plans, policies, bylaws and infrastructure
and make recommendations to ensure that they are inclusive and accommodating to citizens of
all ages, abilities and walks of life. 

The Advisory Committee on Accessibility and Inclusiveness will: 

Identify barriers to inclusion and accessibility and make recommendations as to how to
remove these barriers;

Identify best practices in other communities and make recommendations based on the
findings to promote social and political equity;

Participate in reviewing City of Nanaimo draft plans, policies and procedures to prevent
the creation of barriers in the future;

Assist in developing a strategy for engaging with the community on issues relating to
accessibility and inclusiveness;

Review City Plan's Empowered Nanaimo goals and identify opportunities to support the
related policies;

Review and provide feedback on the City's accessibility actions to implement City Plan;

Discuss other issues referred to the Committee by Council, the CAO, GM's or
Directors; and,

Work with Council to increase public awareness on issues related to accessibility and
inclusion for all citizens.

MEMBERSHIP: 

The Committee shall be comprised of thirteen (13) voting members: 

a) Two members of Council

b) Eleven members at large from the community, who will be chosen based on their
experience and involvement related to issues of accessibility and/or
inclusiveness. To the extent possible, the committee should:

a. Ensure at least half of the members are persons with disabilities or
persons representing a disability-serving organization

b. Include Indigenous representation

c. Include a youth representative ( age 15-24) 
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ELIGIBILITY: 

The members at large shall be appointed by resolution of Council and all residents are eligible

to apply. Members of the Committee shall: 

Reflect a broad cross- section of City of Nanaimo residents

Be appointed on the basis of their availability and commitment to increasing accessibility

and inclusiveness within the City of Nanaimo

Have no conflict of interest with Council or the Committee and should advise the

members when a potential conflict may exist on a specific issue and recuse themselves

MEETING FREQUENCY: 

Meetings will be held once every two months. In addition to regularly scheduled meetings, 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: 

Office of the Chief Administrative Officer

Legislative Services and Communications

Parks, Recreation & Culture

Development Services

Engineering and Public Works

Other Staff as required

OBSERVERS & COMMUNITY SUPPORTS: 

Non- voting representatives may be invited to attend the meeting specific to topics of shared

interest. All regular meetings are open to the public. 
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COMMITTEE ORIENTATION

&

MEETING PROCEDURES

Topics Covered
• Role of the Committee Member

• Council Procedure Bylaw

• Meeting Basics

- agendas

- at the meeting

- presentations and delegations

• Robert’s Rules of Order and Motions

• Rules of Decorum

• Minutes

• Reporting Out

• Code of Conduct

• Conflict of Interest

1

2

5



2023‐06‐02

2

Role of the Committee Member

• Role of the Committee Member

• Committee Operating Guidelines which outline the following:

- the committee’s function and administration 

- an overview of the Committee’s Code of Conduct

- how decisions are reported to Council

- the committee appointment process, communications and 
membership; and

- the role of Committee Members

Role of the Committee Member

Prepare for and 
attend committee 
meetings;

1

Complete any 
tasks assigned by 
the Committee; 

2

Be accountable 
for all actions 
taken in the name 
of the Committee; 

3

Contribute to the 
direction and work 
of the Committee 
to the best of their 
ability; and,

4

Adhere to the 
Committee 
Operating 
Guidelines

5
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Council Procedure Bylaw

• One of two key bylaws that the Committee should be familiar 
with

• The Council Procedure Bylaw outlines the procedures for all 
City of Nanaimo meetings (both Council and Committees)

• Procedures not outlined in the Procedure Bylaw, follow 
Roberts Rules of Order 

Council Procedure Bylaw
Sections 43 – 50.6

• Duties of  Committee

• Subcommittees

• Committee Authority

• Notice of Meetings
- Every committee has a Key Date Calendar
- Website
- Emails to Committee members
- Notice Requirements

• Set by the Corporate Officer in consultation with the 
Committee Chair and Staff liaison

• Outlook invites - sent to Committee members and Council
- Meeting changes/cancellations sent via email as required.

5
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Legislative Services Team

Karen Robertson, 
Deputy City Clerk

Sheila Gurrie,
Director of 

Legislative Services

Allyssa Chanakos, Steno
Jessica Vanderhoef, Steno Coordinator
Kallista Lundgren, Steno

• Legislative.Servicesoffice@Nanaimo.ca
or

Call: 250-755-4405

Meetings

• If you can’t attend email 
Legislative.Servicesoffice@Nanaimo.ca or

Call: 250-755-4405

• Option to join meetings electronically – advise 
Legislative Services ahead of time so we can 
ensure quorum

7
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Meeting Basics - Agendas 

• Distributed by 4:00 pm on the Friday before the meeting

• Agenda Preparation

• Late Items

• No debate via e-mail

Meeting Basics

All meetings are open to the public unless Section 90(1) or 90(2) of the 
Community Charter apply.

The Community Charter provides specific rules for moving to 
closed session

All documents (handouts, presentations, PowerPoints, charts, 
graphs) provided to members at a meeting are public documents

Posted to www.nanaimo.ca
Recorded in Legislative Services
All open meetings will be audio/video recorded

9
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Meeting Basics – At the Meeting

• H 

• The Chair will Call the Meeting to Order (quorum must be present)

• Quorum is half of the membership, plus 1 

• Example:  13 committee members, 7 members for quorum

• If no quorum – wait 15 minutes, record those present and absent, and 
adjourn until next scheduled meeting.

• If you are participating by zoom, please ensure your camera is on.

• The Chair will ask if there are any late items.

• Committee members add any additional late items or re-order items at their 
pleasure (agenda now belongs to the Committee)

• Late items should be kept to a minimum and reserved for emergent 
items

• Keep in mind meeting time limits

• Agenda is adopted (as amended if necessary) if late items are considered or 
the Committee wishes to re-order the agenda

Presentations and Delegations

•No specific time limit

Presentations are 
invited by the 

Committee or the 
Staff Liaison

•Have specific time limits

•Referred to Committee by Corporate Officer

•Submit request for specific committee
Delegations

•Should not enter into debate

Committee 
members can ask 

questions of 
delegations 

11
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Robert’s Rules of Order

• A combination of formal rules and customs that govern the 
conduct of meetings

• Purpose – to help facilitate efficient meetings while protecting 
the rights of its members

Robert’s Rules in Local Government Setting

MOTIONS:

• Main Motion

• Secondary Motions

• Sequence of Voting (LIFO)

• Committee Recommendations

13
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Commonly Used Motions

• Approve/Endorse/Support

• Refer

• Postpone

Motion 
Pitfalls

15

16
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Rules of Decorum

• Remarks must be confined to the motion

• Be courteous and avoid personal attacks

• Remarks addressed through the Chair

Minutes

• Minutes are action driven and do not include debate or items 
not pertinent to the decision

• Must be certified by the Committee Chair and Corporate 
Officer

• Draft minutes are circulated as soon as possible after the 
meeting and prepared for adoption at the next meeting

17

18

13



2023‐06‐02

10

Reporting Out

• Chair/Co-Chairs are the spokespeople

• Reporting out to the public is through the Chair

• Formal reporting to Council is through the staff liaisons (staff 
report)

• Other methods:
- Minutes
- Committee Meeting Summaries

Code of Conduct Bylaw

• Foundational Principles  for how Members fulfill their roles

• Conduct of Council and Committee Members

• Complaint and Resolution Process

19
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COMMITTEE MEMBER STATEMENT

As a City of Nanaimo Committee Member, I agree to uphold the Code of Ethics adopted by the City of 
Nanaimo and conduct myself by the following model of excellence.  I will:

 Recognize the diversity of backgrounds, interests and views in our community;
 Help create an atmosphere of open and responsive government;
 Conduct public affairs with integrity, in a fair, honest and open manner;
 Respect one another and the unique role and contribution each of us has in making the City of 

Nanaimo a better place to work, live, and play;
 Strive to keep the decision-making processes open, accessible, participatory, understandable, timely, 

just and fair;
 Avoid and discourage conduct which is not in the best interests of the City of Nanaimo;
 Avoid any real or perceived Conflict of Interest and declare at the earliest opportunity, any interest that 

is or may be in conflict with the business of the body of the City of Nanaimo in which I am participating;
 Respect and uphold confidentiality requirements; and
 Treat all people with whom I come in contact in the way I wish to be treated.

I affirm that I have read and understand the City of Nanaimo Code of Conduct Bylaw.
Signature: _____________________________ Date: ________________________

Name (please print): _____________________ Committee: ___________________

Conflict of Interest

• Always disclosure why you are absenting yourself from the 
vote

• The Community Charter prohibits Council and Committee 
members and former Council and Committee members from 
using insider information

• Refer to the Conflict of Interest Guidelines Policy for further 
information

21
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QUESTIONS

23

16



City of Nanaimo 
 

ADVISORY COMMITTEE ON ACCESSIBILITY AND INCLUSIVENESS 
KEY DATE CALENDAR – 2023 

 
 
Committee meetings are currently held electronically and in person. In person meetings are held in the 
boardroom on the first floor of the Service and Resource Centre Building at 411 Dunsmuir Street unless 
otherwise stated. 
 
Committee Start Time End Time Day of the Month 
Advisory Committee on Accessibility 
and Inclusiveness (ACAI) 

4:00 p.m. 6:00 p.m. Select Wednesdays, 
every two months 

 
June 7 .............................................. ACAI Committee (In-Augural Meeting) 

 
August ............................................. No Meetings (as per Council Procedure Bylaw No. 7272) 
 
September 6 .................................... ACAI Committee 
 
November 8 ..................................... ACAI Committee 
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Committee 
Operating 
Guidelines 

As of May 31, 2023 
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Committee Operating Guidelines  

Part 1 – Specific Terms and Conditions Applicable to 
Individual Committees 

1 Terms of Reference 
1.1 The following subjects are addressed in each Committee’s Terms of Reference: 

a) purpose; 
b) membership composition and eligibility; 
c) term of the Committee; 
d) meeting frequency; and, 
e) staff support. 
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Part 2 – Terms and Conditions Applicable to All Committees 

A. General  

1 Definitions 
1.1 In this part: 

a) Corporate Officer means the statutory position of Corporate Officer appointed 
by Council; and, 

b) Staff Liaison means the staff member assigned by the CAO (Department Head) 
who is responsible for a Committee and provides subject matter expertise and 
support to a Committee. 

B. Committee Function and Administration  

2 Accountability 
2.1. Any motions made at a Committee meeting will be brought forward for Council’s 

consideration and endorsement at a Council meeting.  
 

2.2. Council may choose to assign a Committee with a specific task, if it fits within the 
Committee’s Terms of Reference, or refer a motion made at a Council meeting to a 
Committee for future research and discussion.  
 

2.3. When a matter has been assigned by Council to a Committee, the Committee will report 
its findings and opinions, with or without recommendations, to Council.  
 

2.4. Where a committee assigns a specific task to a member, that member will report back 
with an update at the next Committee meeting either: 

a) orally, if the member is in attendance; or, 
b) in writing, if the member is absent. 

3 Financial and Administrative Resources  
3.1. The Committee should not instruct City Staff assigned to the Committee on what tasks 

are to be completed or how tasks should be completed.  
 

3.2. In accordance with the Financial Plan, the City may: 
a) allocate specific funding to a committee to assist the Committee in carrying out 

its mandate; and, 
b) delegate its authority to the Committee to authorize the expenditures of that 

specific funding.  
 
3.3. In order to spend any specific funding allocated to a committee, the following must 

occur: 
a) the Committee must pass a resolution to authorize that particular expenditure; 

and, 
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b) the staff member must have the authority to approve the expenditure pursuant to 
the City’s Purchasing Policy.   

4 Code of Conduct  
4.1. A member will do the following: 

a) use their knowledge, skills and abilities to the best of their ability;  
b) act in the best interests of the organization; 
c) consider the needs of the community;  
d) engage in professional behavior at all times;  
e) not use or disclose for personal gain information on decisions, findings, plans, 

bids, or other matters concerning the Committee in a closed meeting; 
f) maintain confidentiality of any issue or matter before the Committee; 
g) attend committee meetings on a regular basis;  
h) be informed and prepare appropriately before the meeting in order to effectively 

participate in meetings; and,  
i) complete any tasks assigned by the Committee to the member. 

 
4.2. A member who is in a situation that has the potential to undermine their impartiality 

because of a possible clash between the public interest and their self, professional or 
business interest is in a conflict of interest. 

 
4.3. A member who is in a conflict of interest, including a potential conflict of interest, must do 

the following: 
a) declare the conflict of interest; 
b) not remain or attend at any part of a meeting during which the matter involving 

the conflict of interest is under consideration; 
c) not participate in any discussion of the matter involving the conflict of interest at 

such a meeting; 
d) refrain from voting on a question in respect of the matter involving the conflict of 

interest; 
e) not attempt in any way, whether before, during or after such a meeting, to 

influence the voting on any question in respect of the matter involving the conflict 
of interest; and, 

f) not attempt in any way to influence a decision, recommendation or other action to 
be made or taken involving the conflict of interest: 

i. at a meeting during which the matter involving the conflict of interest or 
potential conflict of interest; 

ii. by an officer or employee of the City; 
iii. by a delegate who has received delegated council authority. 

 
4.4. If a member fails to disclose a conflict of interest or a potential conflict of interest, 

Council may remove that member from the Committee at any time. 
 

Note: On May 30, 2022, Council adopted a new Code of Conduct Bylaw.  This bylaw is 
applicable to both Council and Committee members.  Part 2 of the Bylaw outlines the 
guiding principles for how Committee Members fulfill their roles and responsibilities; Part 
3 outlines the conduct provisions.  Section 4 outlines the complaint and resolution 
procedures for bylaw violations; however, only section 4.2 applies to Committee 
members.  See link to the full bylaw in Schedule A attached to the guidelines. Each 
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Committee Member will be required to sign a statement stating that they have read the 
Code of Conduct Bylaw and agree to uphold the Code of Ethics as outlined in the Bylaw.    

5 Remuneration  
5.1. The City will not pay a committee member any remuneration for serving on a committee. 
5.2. The City will reimburse a member for any expenses incurred while doing business on 

behalf of the City as a member, provided that: 
a) the expenses have been approved by the Staff Liaison responsible for that 

committee; 
b) the Staff Liaison has approved the expenses before the expenses are incurred; 

and, 
c) the member has completed the appropriate form and submitted the form with the 

original receipts within 30 days after incurring the expenses.  

6 Reporting to Council 
6.1. The Staff Liaison, on behalf of the Committee, will submit an annual report to Council at 

a Council meeting held in January of every year. 
 

6.2. The annual report will contain the following information: 
a) the name of the Committee; 
b) a list of the various subjects examined by the Committee in the previous year; 
c) highlights of the Committee’s accomplishments; 
d) the Committee’s work plan, which includes: 

i. the goals and objectives for the Committee to achieve during the 
upcoming year; 

ii. the subject matters which the Committee intends to address during the 
upcoming year; 

e) any trends or issues of concern which the Committee thinks that Council should 
be aware of; and, 

f) any other additional information that Council has requested be included. 
 
6.3. Council may do the following with the Committee’s work plan: 

a) approve as presented; 
b) amend and then approve as amended; or, 
c) not approve and provide direction or instructions to the Committee. 

7 Scope  
7.1. A committee must adhere to the following guiding principles as well as processes 

outlined in Council’s Procedure Bylaw: 
a) serve Council to the best of its ability; 
b) keep the welfare of the community foremost; 
c) treat all individuals with dignity and respect;  
d) operate in a transparent and collaborative manner; 
e) provide meaningful input into matters to be considered by Council; 
f) operate in a manner which makes the most efficient and effective use of the 

Committee’s and staff’s time; 
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g) work with other committees in a positive manner on matters which impact the 
Committees; 

h) engage in clear communications in order to assist in efficient, informed decision 
making and effective distribution of information; 

i) respect diversity of opinion; 
j) appreciate inquiry and curiosity; and,  
k) accept uncertainty, ambiguity and lack of absolutes where necessary. 

 
7.2. The Committee may do the following: 

a) review and provide input on matters within the Committee’s Terms of Reference; 
b) make recommendations for Council’s consideration on matters within the 

Committee’s Terms of Reference; 
c) bring forward new initiatives to Council on matters that support the Committee’s 

mandate; 
d) exercise authority delegated by Council to the Committee; and, 
e) work in collaboration with other committees on matters within the mandates of 

the Committees.  
 
7.3. Council will determine if a matter falls within the mandate of a committee, if there is any 

uncertainty. 
 
7.4. Committees will work in a collaborative manner to make joint recommendations to 

Council for matters which overlap in the Terms of Reference of those committees.  

C. Committee Structure and Operations  

8 Appointment Process 
8.1. The Corporate Officer will recruit persons to serve on a committee. 
 
8.2. The Corporate Officer may use whatever means the Corporate Officer determines 

necessary to obtain quality applications for each committee based on its Terms of 
Reference. 

 
8.3. Any person wanting to serve as a committee member must submit an application to the 

Corporate Officer using the applicable form. 
 
8.4. The Corporate Officer will: 

a) review all applications received by the deadline; and, 
b) bring to Council for discussion and appointment. 

 
8.5. In making appointments, Council should consider the following criteria: 

a) the person’s knowledge, skills and abilities in relation to the Terms of Reference 
of the Committee; 

b) the person’s past behavior while previously serving on a committee; 
c) the potential for conflict of interest between the person and the subject matters 

considered by the Committee in accordance with the Committee’s Terms of 
Reference; 

d) the composition of the Committee in terms of knowledge, skills and abilities;  
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e) diverse representation to ensure the Committee reflects a broad cross-section of 
individuals; 

f) any information provided by the department responsible for the Committee; and,  
g) any other information that the Corporate Officer deems relevant to the 

application.   
 
8.6. Unless specified in the Terms of Reference, all applicants will be residents of the City of 

Nanaimo. 
 
8.7. Council may, at its pleasure, appoint persons to fill committee vacancies or appoint 

additional members to a committee by motion in a Council meeting. 
 

8.8. Council may remove a person from a committee at any time and for any reason. 

9 Chair and Co-Chair 
9.1. Council will appoint the Chair and Co-Chair of a committee. 
 
9.2. The Chair and Co-Chair will be members of Council.  
 
9.3. The Recording Secretary and/or Corporate Officer and any staff member assigned to a 

committee will assist in the training of a Chair and Co-Chair to fulfill their duties and 
responsibilities. 

 
9.4. Only the Chair and Co-Chair may speak for the Committee outside of a committee 

meeting.  
 

9.5. The Chair and Co-Chair may determine at their own discretion who will chair a meeting 
and whether to have a rotation schedule in place. 

10 Communications 
10.1. Email will be the preferred method to communicate with all members. 
 
10.2. A committee member will provide the Recording Secretary with an email address to be 

used for all communications relating to committee or City business. 
 
10.3. The Recording Secretary and Staff will use the email address provided when 

communicating with committee members. 
 

10.4. Committee business must not be conducted via email.  
 
10.5. A member will: 

a) assist the Freedom of Information Head with any requests for information; and, 
b) provide all records in the member’s possession pertaining to an information 

request. 
 
10.6. Any communications between one committee and another committee will include the 

Chairs and Co-Chairs of both committees.  
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11 Membership 
11.1. A member may only serve on one committee at a time. 
 
11.2. The term for a committee will be outlined in each committee’s Terms of Reference. 
 
11.3. A person who is not a Council member may not serve more than two consecutive terms 

on the same committee. (note: this excludes industry representatives, such as an 
architect sitting on the Design Advisory Panel)  

 
11.4. If a member no longer wishes to serve as a member, the member will: 

a) give written notice to the Corporate Officer indicating the resignation date; and, 
b) return any City property provided to the member during their term of office. 

 
11.5. A member may not use any City property or resources for their personal benefit or for 

the benefit of a person associated with the member.  

12 Roles of the Committee Members 
12.1. Each committee member has the following duties and responsibilities: 

a) prepare for and attend committee meetings; 
b) complete any tasks assigned by the Committee; 
c) be accountable for all actions taken in the name of the Committee;  
d) contribute to the direction and work of the Committee to the best of their ability; 

and, 
e) adhere to the Code of Conduct set-out in Section B (4). 

 
12.2. In addition to those of an individual committee member, a Council Member who is 

assigned to a committee has the following duties and responsibilities: 
a) act as a liaison between the Committee and Council; 
b) provide the Committee with Council’s perspective on matters coming before the 

Committee, where a perspective has been expressed by Council; and, 
c) assist the Committee in developing feasible options which align with the City’s 

strategic direction, master plans, financial plans, goals and objectives.  
 
12.3. The Chair has the following duties and responsibilities, in addition to those of being a 

member: 
a) be the liaison between the Committee, Staff, and other committees; 
b) provide leadership to the Committee;  
c) preside at all meetings of the Committee, if present; 
d) supervise the other members in the execution of their duties; 
e) build consensus and foster teamwork;  
f) work with the Staff liaison and Corporate Officer to develop agendas for 

meetings; and, 
g) act as the official representative of the Committee, as needed. 

 
12.4. The Co-Chair has the following duties and responsibilities, in addition to those of being a 

member:  
a) perform of the duties of the Chair, if the Chair is unavailable; and, 
b) assist the Chair and the Recording Secretary as needed. 
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12.5. The Corporate Officer has the following duties and responsibilities: 
a) issue notices of meetings for the Committee; 
b) prepare meeting agendas; 
c) ensure that the minutes for all meetings are kept; 
d) supervise the custody and maintenance of all committee records; and,  
e) maintain the register of members. 

 
12.6. Any staff member assigned to a committee has the following duties and responsibilities: 

a) assist the Committee in any appropriate manner to carry out the Committee’s 
mandate; 

b) communicate to the Committee any information or restrictions coming from 
Council or senior management which may have an impact on the Committee;  

c) ensure that any financial resources allocated to the Committee are spent in 
accordance with the City’s policies; and, 

d) where a committee member becomes a staff member, they are to resign from the 
Committee immediately upon employment. 

D. Meeting Administration  

13 General 
13.1. The committees are subject to the same rules and conditions as Council, set out in the 

Council Procedure Bylaw. 
 

13.2. A committee must meet at least once per year, if the frequency of the meetings is not set 
out in the Committee’s terms of reference. 
 

13.3. The Corporate Officer will determine: 
a) the regular schedule of days and times for the Committee meetings; and, 
b) the location of the meetings of a committee. 

 
13.4. Unless otherwise stipulated, each member of a Committee has equal voting rights. 

 
13.5. The mayor is an ex-officio member and as such is able to attend and vote on matters at 

any committee meeting.   

14 Minutes and Agendas 
14.1. Minutes and Agendas will be administered in accordance with the Council Procedure 

Bylaw. 

15 Quorum 
15.1. Unless specified otherwise, quorum for a committee will be the majority of voting 

members of the Committee currently holding office.  
 

15.2. Both the Chair and Co-Chair count towards quorum. 
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CITY OF NANAIMO 

 
BYLAW NO. 7272 

 
A BYLAW TO ESTABLISH THE RULES OF PROCEDURE FOR COUNCIL, COMMITTEE OF 

THE WHOLE AND COMMITTEE MEETINGS. 
 

 
A Bylaw to establish the rules of procedure for Council, Committee of the Whole and Committee 
meetings. 
 

The Council for the City of Nanaimo in open meeting assembled ENACTS AS FOLLOWS: 
 

Title 
 
1.1 This Bylaw may be cited as the “Council Procedure Bylaw 2018 NO. 7272”. 
 

PART I – GENERAL 
 
Definitions 

 
2.1 In this Bylaw: 
 

“CITY” means the City of Nanaimo. 
 

“CITY HALL” means Nanaimo City Hall located at 455 Wallace Street, 
Nanaimo, British Columbia. 
 

“CHIEF ADMINISTRATIVE 
OFFICER” 

means the person appointed by Council as the Chief 
Administrative Officer for the City and his or her 
designate. 
 

“COMMISSION” (7272.01) 
 

“COMMITTEE” means a Select Committee, a Standing Committee or 
other committee of Council. (7272.01) 

“ACTING MAYOR” means the Council member who, in accordance with 
Part IV of this Bylaw, is responsible for acting in the place 
of the Mayor when the Mayor is absent or otherwise 
unable to act or when the office of the Mayor is vacant. 
 

"AVICC" means the Association of Vancouver Island Coastal 
Communities. 
 

“BOARD OF VARIANCE” Means an independent Board, comprised of 5 members, 
appointed by Council for the purpose of hearing appeals 
outlined in Section 542 of the Local Government Act. 
 

“CHAIR” means the person presiding at a meeting. 
 

32



Bylaw No. 7272 – Consolidated Version 
Page 5 

 

 
“COMMITTEE OF THE 
WHOLE” 

(7272.01) 
 

“COMMUNITY CHARTER” means the Community Charter, S.B.C. 2003, c. 26 and its 
amendments. 
 

“CORPORATE OFFICER” means the person responsible for corporate 
administration as set out under Section 148 of the 
Community Charter. 
 

“COW” (7272.01) 
 

“COUNCIL” means the Council of the City. 
 

“DELEGATION” means a person, group, or organization which makes a 
request to speak at a meeting of Council or Committee. 
(7272.01) 
 

"FCM" means the Federation of Canadian Municipalities. 
 

“IN CAMERA MEETING” means a meeting that is closed to the public in 
accordance with Sections 90 and 92 of the Community 
Charter. 
 

“LOCAL GOVERNMENT 
ACT” 

means the Local Government Act, R.S.B.C. 2015, c.1 and 
its amendments. 
 

“MAYOR” means the Mayor of the City. 
 

“MEMBER” means a member of the Council or Council Committee. 
 

“PARCEL TAX ROLL 
REVIEW PANEL” 

Means a panel consisting of at least 3 members 
appointed by Council under Section 204 of the 
Community Charter to consider complaints respecting the 
parcel tax roll and to authenticate the roll. 
 

“PUBLIC HEARING” 
 

means a formal open meeting of officials and citizens 
where citizens are permitted to offer comments as a 
means of gathering public opinions and concern on 
political issues before a decision is made, or action is 
taken. 
 

“PUBLIC NOTICE POSTING 
PLACE” 

means the Notice Board at the front entry of Nanaimo City 
Hall, 455 Wallace Street. 
 

“QUORUM” means the majority of Council. 
 

“RECORDING 
SECRETARY” 

means the person who is responsible for taking the 
minutes at a Council or Committee meeting. 
 

33



Bylaw No. 7272 – Consolidated Version 
Page 6 

 

“STANDING COMMITTEE” means a committee appointed by the Mayor under 
Section 141 of the Community Charter for matters the 
Mayor considers would be better dealt with by a 
Committee and at least half of the members must be 
Council members. 
 

“SELECT COMMITTEE” means a committee appointed by Council under Section 
142 of the Community Charter for a select purpose and to 
report its finding and opinion to the Council.  At least one 
member of a select committee must be a Council 
member.  
 

“TASK FORCE” means a type of Select Committee that is created for a 
specific purpose identified by Council. (7272.01) 
 

"UBCM" means the Union of British Columbia Municipalities. 
 

 
Applications of Rules of Procedure 

  
3.1 The provisions of this Bylaw will govern the proceedings of Council and 

Committees for the City. (7272.01) 
 
3.2 In cases not provided for under this Bylaw the 11th Edition of Robert’s Rules of 

Order, as updated from time to time will apply to the proceedings of Council and 
Committees to the extent that those rules are: 
(a) applicable in the circumstances; and, 
(b) not inconsistent with the provisions of this Bylaw, the Community Charter 

or the Local Government Act.  
(7272.01) 

 
 

PART II – COUNCIL MEETING ADMINISTRATION 
 

Inaugural Meeting 
 

4.1 Council will hold the first meeting of Council within the first 10 days of November 
pursuant to section 124 of the Community Charter.  

 
4.2 If a quorum of Council Members elected at the general local election has not taken 

office by the date of the meeting referred in section 4.1, the first Council meeting 
will be called by the Corporate Officer and held as soon as reasonably possible 
after a quorum of Council Members has taken office. 
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Time and Location of Meetings 
 

5.1 Regular Council meetings will take place at the Shaw Auditorium, Vancouver 
Island Conference Centre, 80 Commercial Street, Nanaimo, BC except when 
Council resolves to hold the meetings elsewhere. (7272.01) 

 
5.2 Regular Council meetings will: 

(a) be held in accordance with the schedule adopted by Council on or before 
December 31 of the preceding year; 

(b) begin: 
(i) at 4:30 p.m. to proceed “In Camera”, if necessary, pursuant to 

section 90 of the Community Charter; and, (7272.01) 
(ii) commence the open session of the meeting at 7:00 p.m. 

(c) be adjourned at 11:00 p.m. on the day scheduled for the meeting unless 
Council resolves to proceed beyond that time in accordance with 
section 25.2. 

 
5.3 Regular Council meetings may: 

(a) be cancelled by motion passed by Council, provided that two consecutive 
meetings are not cancelled;  

(b) be postponed to a different date, time, or location by the Mayor, provided 
that the Council Members are given written notice at least 24 hours in 
advance; or, 

(c) be postponed by a motion of Council to the date, time and location set out 
in the motion. 

 
5.4 Special Council meetings may be held at the date, time and location specified in 

the notice for the Special Council meeting. 
 

Notice of Regular Council Meetings  
 

6.1 The Corporate Officer will: 
(a) have prepared annually on or before December 31 a schedule of dates, 

times and locations of Regular Council meetings for the following year to 
be approved by Council; 

(b) have the schedule available to the public by posting it at the Public Notice 
Posting Place; and, 

(c) have notice given annually when and where the schedule of Regular 
Council meetings will be available in accordance with the section 94 of the 
Community Charter. 

 
6.2 If revisions are necessary to the schedule of the Regular Council meetings, the 

Corporate Officer, will, as soon as possible, post a notice on the Public Notice 
Posting Place which indicates any revisions to the schedule. 

 
6.3 Regular Council meetings will: 

(a) be held on the first and third Monday of each month, with the exception of 
January in which no meeting will be held the first Monday, in which only 
one meeting will be held; and,  
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(b) where a Council meeting falls on a statutory holiday or occurs during a 
week in which the FCM, UBCM or AVICC annual conferences are held, the 
meeting will be held on the following Monday; and (7272.01) 

(c) not be held in August. (7272.01) 
 

Notice of Special Meetings 
 

7.1 Except where notice of a Special Council meeting is waived by a motion passed 
by a unanimous vote of all Council Members, the Corporate Officer will give a 
notice of the date, time and location of a Special Council meeting at least 24 hours 
before the time of the meeting: 
(a) posting a copy of the notice at the Shaw Auditorium located in the 

Vancouver Island Conference Centre, or other;  
(b) posting a copy of the notice at the Public Notice Posting Places, and  
(c) leaving one copy of the notice for each Council member in the place to 

which the member has directed notices to be sent. (7272.02) 
(7272.01) 

 
7.2 The notice under section 7.1 will describe in general terms the purpose of the 

meeting and be signed by the Mayor or the Corporate Officer. 
 

Agenda  
 

8.1 Prior to a regular meeting, the Corporate Officer will have prepared an agenda 
setting out all the items for consideration at that meeting and deliver a copy of the 
agenda to each Council Member by Wednesday prior to the Monday meeting, 
where possible. (7272.01) 

 
8.2 The deadline for submissions to the Corporate Officer of items for inclusion on the 

agenda for the meeting by staff will be by 8:30 a.m., the Tuesday two weeks prior 
to the meeting date. (7272.02) 

 
8.3 Items received after the deadline set out in section 8.2 will not be placed on agenda 

for the upcoming meeting but will be placed on the agenda for the subsequent 
meeting unless the item is introduced as a late item pursuant to section 10.1.  

 
8.4 The Corporate Officer will make the agenda for a meeting available to the public 

by posting the agenda table of contents on the Public Notice Posting Place: 
 

(a) on the Wednesday afternoon prior to the Regular Council meeting. 
(7272.01) 
 

8.5 Council will not consider any matters not listed on the agenda unless a new matter 
for consideration is properly introduced as a late item pursuant to section 10.1. 

 
8.6 Prior to a special meeting, the Corporate Officer will have prepared an agenda 

setting out all the items for consideration at that meeting and deliver a copy of the 
agenda to each member at least 24 hours before the meeting, where possible. 
(7272.01) 
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Order of Proceedings and Business  
 

9.1 The agenda for all Regular Council meetings may contain the following matters in 
the order in which they are listed below: 
(a) Call to Order 
(b) Procedural Motion 
(c) Introduction of Late Items 
(d) Approval of the Agenda  
(e) Adoption of the Minutes 
(f) Mayor’s Report 
(g) Presentations 
(h) Consent Items  
(i) Delegations (unrelated to agenda items) 
(j) Reports 
(k) Bylaws (with no accompanying report) 
(l) Notice of Motion 
(m) Other Business 
(n) Question Period 
(o) Adjournment 
(7272.01) 

 
9.2 The order of proceedings and business for special meetings may contain the 

matters listed in Section 9.1. (7272.01) 
 
9.3 When preparing the agenda prior to the meeting, the Mayor and Corporate Officer 

may in their discretion: 
 
(a) vary the order set out in section 9.1; and 
(b) delete agenda headings if there is no business under those items. 
(7272.02) 

 
9.4 The order of business specified in section 9.1 and 9.3 hereof may be varied, as 

the Council deems necessary. (7272.02) 
 

Late Items 
 

10.1 Council will not consider an item of business not included on the agenda at a 
Council meeting unless a motion to introduce the item as a late item has been 
passed by a majority vote of all Council Members present. 

 
Notice of Motion 

 
11.1 A Council Member may give a notice of motion respecting an item which he or she 

intends to present at a future meeting by reading it aloud and providing a copy of 
the notice of motion to the Chair and the Corporate Officer either before or during 
the meeting. 

 
11.2 The Corporate Officer will include the notice of motion under the notice of motion 

section in the minutes and will place the notice of motion with any relevant 
background information under other business on the agenda for the next meeting 
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or another future meeting as requested by the Council Member who presented the 
notice of motion.   

 
11.3 If the Council Member who presented the notice of motion is not in attendance at 

the meeting when the subject of that notice of motion is brought forward, the notice 
of motion will be postponed to the next meeting at which the Council Member who 
submitted the notice of motion is in attendance.  

 
Petitions and Communications  

 
12.1 A petition or a communication intended to be presented to Council will: 

(a) be legibly written, typed or printed; 
(b) not be libelous, obscene, impertinent or improper;  
(c) be dated;  
(d) be signed by at least one person; and, 
(e) include the name and civic address for each person who has signed the 

petition or communication. 
 

12.2 The Corporate Officer may refer any communication addressed to Council which 
relates to a matter that falls within the scope of responsibility of a particular 
department directly to that department.  

 
12.3 If such a matter is referred pursuant to section 12.2 the Corporate Officer will give 

a copy of communication to each Council Member and the appropriate staff 
member and will send an acknowledgement to the writer of the communication 
advising to whom the matter has been referred.   

 
12.4 A person may appeal the referral of a communication pursuant to section 12.2 to 

the Chief Administrative Officer. 
 

12.5 The Chief Administrative Officer shall make the final determination of an appeal 
made pursuant to section 12.4. 

 
Annual Municipal Report 
 
13.1 In accordance with Section 99 of the Community Charter, the Council must 

annually consider the Annual Municipal Report.  The Corporate Officer must give 
notice, in accordance with Section 94 of the Community Charter, of the date, time 
and place when Council will consider: 
(a) the annual report prepared under Section 98 of the Community Charter;  
(b) submissions and questions from the public. 

 
 

PART III – CONSENT ITEMS 
 

Consent Items  
 

14.1 The Corporate Officer may prepare a list of consent items which will include 
various items, and recommendations on how to address those items.  

 
14.2 The following matters should not be included under consent items: 

38



Bylaw No. 7272 – Consolidated Version 
Page 11 

 

(a) adoption of the financial plan;  
(b) adoption of the annual municipal report; or,  
(c) adoption of any strategic plans. 
(7272.01) 

 
14.3 Council may vote on and adopt in one motion all recommendations appearing 

under the consent items. 
 

14.4 If a Council Member makes a request to remove an item from the consent items 
for the purposes of: 
(a) debate or discussion; 
(b) voting in opposition to a recommendation in the consent items; or,  
(c) declaring a conflict of interest, 
 
the Chair will remove applicable item and its recommendation from the consent 
items and have it considered separately by Council immediately after the 
consideration of the remaining consent item recommendations. 

 
14.5 The Corporate Officer will remove consent items from the consent items list where 

a delegation has been permitted to speak to an item. (7272.01) 
 

14.6 Where a consent item has been removed from the consent items list when a 
delegation has been permitted to speak to the item, the delegation and item will be 
considered immediately after the consideration of the remaining consent item 
recommendations. (7272.01) 

 
 

PART IV – DESIGNATION OF COUNCILLOR TO ACT IN PLACE OF MAYOR 
 

Acting Mayor 
 
15.1 On an annual basis, the Corporate Officer will prepare a schedule to designate the 

Council Members to serve as Acting Mayor on a rotating basis. 
 
15.2 The Acting Mayor will fulfill the responsibilities of the Mayor in his or her absence. 

 
15.3 If both the Mayor and Acting Mayor are absent from the Council meeting, the 

Council Member who is next in rotation as Acting Mayor and is in attendance at 
the meeting will act as the Chair at the meeting. 

 
 

PART V – COUNCIL PROCEEDINGS 
 

Attendance of Public at Meetings 
 

16.1 Except where the provisions of section 90 of the Community Charter apply, all 
Council Meetings will be open to the public. 

 
16.2 This section will apply to all meetings of the bodies referred to in section 93 of the 

Community Charter, including without limitation: 
(a) Committees; 
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(b) Parcel tax roll review panel; 
(c) Board of variance; and, 
(d) Task Forces 
(7272.01) 

 
16.3 Despite subsection 16.1, the Chair may expel or exclude a person from a Council 

meeting in accordance with section 133 of the Community Charter. 
 

Calling Meeting to Order 
 

17.1 As soon as possible after the time specified for a Council meeting, the Mayor will 
assume the position of Chair and call the Council meeting to order.  

 
17.2 If the Mayor is absent, then the Acting Mayor will assume the position of Chair and 

call the meeting to order. 
 
17.3 If a quorum of Council is present but the Mayor and the Acting Mayor do not attend 

within 15 minutes of the scheduled time for a Council meeting: 
(a) the Council Member who is next in the rotation for Acting Mayor and is in 

attendance at that meeting will call the meeting to order, and preside as 
Chair until the Mayor or Acting Mayor arrives at that meeting. 

 
17.4 If the Mayor or the Acting Mayor arrive at any time during a meeting that was called 

pursuant to section 17.3, the Mayor or the Acting Mayor will then assume the 
position of Chair. 

 
Adjourning Meeting where No Quorum 

 
18.1 If there is no quorum of Council present within 15 minutes of the scheduled time 

for a Council meeting, the Corporate Officer will: 
(a) record the names of the Council Members who are present and those who 

are absent; and, 
(b) adjourn the meeting until the next scheduled meeting. 

 
Delegations Pertaining to Council Agenda Items (7272.01) 

 
19.1 A Delegation requesting to appear before Council will submit a written request 

which includes an outline on the agenda matter of the request to the Corporate 
Officer by 11:00 a.m. the Friday prior to the Monday meeting. (7272.01) 

 
19.2 All presentations and handouts from Delegations must be received by the 

Legislative Services Department by 11:00 a.m. the Friday prior to the Monday 
meeting.  No late presentations will be displayed at the meeting.  Handouts must 
be no more than ten pages long. (7272.01) 

 
19.3 (deleted 7272.01) 

 
19.4 The Corporate Officer will screen Delegation requests and may do any of the 

following: 
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(a) schedule a Delegation to a later Council meeting, or Committee meeting 
as deemed appropriate according to the subject matter of the written 
request; (7272.01) 

(b) refuse to place a Delegation on the agenda if: 
(i) the issue is not considered to fall within the mandate or jurisdiction 

of Council; or, 
(ii) the Delegation has already spoken to Council on the same matter 

and no new significant information is provided; or,  
(c) refer the matter to the appropriate department if the matter has already 

been referred to staff by Council. 
 

19.5 If the Corporate Officer refuses to place the Delegation on the agenda pursuant to 
subsection 19.4(b), the Corporate Officer will distribute the information received 
from the Delegation under a separate cover to Council. 
 

19.6 If the Delegation wishes to appeal the Corporate Officer’s decision made pursuant 
to subsection 19.4(b), then: 
(i) the Corporate Officer will distribute the information received from the 

Delegation under a separate cover to the Council; and, 
(ii) the appeal will be considered when Council is adopting the agenda for the 

meeting at which the Delegation requested to appear. 
 
19.7 If a Delegation request is received, but not within the timelines pursuant to 

section 19.1 the Corporate Officer will not place a Delegation on the agenda. 
 
19.8 A Delegation which has made an appeal may address the Council at the meeting, 

if a motion is passed by a unanimous vote of all Council Members present at the 
start of the meeting. 

 
19.9 A Delegation will be: 

(a) restricted to the subject matter contained in the written request; and,  
(b) limited to 5 minutes for the presentation unless a longer time period is 

permitted by a motion passed by a unanimous vote of all of the Council 
Members present. 

 
19.10 Notwithstanding section 19.9, Delegations will be given 5 minutes total to make 

their presentation. (7272.01) 
 
19.11 There shall be no limit to the number of delegations included on the Council 

Meeting Agenda for items that have been included on the Agenda. 
 
Delegations Unrelated to Agenda Items (7272.01) 
 
19.12 Any Delegation requests that do not pertain to an item on the agenda shall be 

reviewed by the corporate officer and if appropriate placed on the next Council 
meeting agenda under the Delegations heading. (7272.01) 

 
19.13 A maximum of four Delegations will be permitted regarding items not listed on a 

Council agenda.  The order of Delegations will be the first four received, 
commencing 14 days prior to Delegation deadline. (7272.01) 

 

41



Bylaw No. 7272 – Consolidated Version 
Page 14 

 

19.14 Delegations regarding an item not on the Council agenda will be limited to 5 
minutes for their presentation unless a longer time period is permitted by a motion 
passed by a majority vote of all of the Council Members present. (7272.01) 

 
19.15 Council will not permit a Delegation to address Council regarding the following:  

(a) a bylaw in which a public or statutory hearing has already been held; 
(b) matters on which the City had commenced legal proceedings and on which 

judgment has not been rendered; 
(c) matters for which legal proceedings have commenced against the City on 

which judgement has not been rendered; 
(d) publicly tendered contracts or proposal calls for the provision of goods or 

services for the City between the time that such contract or proposal has 
been authorized and the time such contract or proposal call has been 
awarded either by Council or staff; 

(e) a hearing pertaining to an application, permit or license which has not yet 
been considered by Council; 

(f) other Delegation’s requests; 
(g) soliciting of services or goods; 
(h) matters that are or have been the subject of a claim for damages against 

the City of Nanaimo; 
(i) personal or personnel matters about an individual; and/or 
(j) matters that are outside the mandate or jurisdiction of Council. 
(7272.01) 

 
19.16 Multiple delegations from the same organization or group, regarding the same 

topic will be combined and have a five minute time limitation. (7272.01) 
 

19.17 A Council Member will: 
(a) limit their questions to a Delegation to seek clarification or additional 

details; and,  
(b) not engage the Delegation in a debate or comment on the merits of the 

issue.  
 
19.18 If a Delegation: 

(a) speaks disrespectfully to or of any person; 
(b) refuses to abide by the rules for delegations;  
(c) fails to adhere to the time limits; or,  
(d) disregards the authority of the Chair to run the meeting,  

 
the Chair may do any of the following: 
(a) ask the Delegation to withdraw the offensive remarks or cease the 

offensive behavior; 
(b) stop the presentation; or, 
(c) take steps to have the Delegation abide by the Chair’s instructions. 

 
19.19 If the Delegation fails to comply with the Chair pursuant to section 19.18 the Chair 

may terminate the presentation and direct the Delegation to vacate the speaker’s 
podium and return to the public seating area.  

 
19.20 If the Delegation still fails to comply with the Chair’s direction pursuant to 

section 19.19, then section 16.3 applies. 
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Point of Order 

 
20.1 Without limiting the Chair’s duty under the section 132(1) of the Community 

Charter, the Chair will apply the correct procedure to a motion: 
(a) if the motion is contrary to the rules of procedure in this Bylaw; and,  
(b) whether or not a Council Member has raised a point of order in connection 

with the motion. 
 

20.2 If the Chair is required to decide a point of order: 
(a) the Chair will cite the applicable rule or authority, if requested by a Council 

Member; 
(b) a Council Member will not question or comment on the rule or authority 

cited by the Chair under subsection 20.2(a); and,  
(c) the Chair may reserve the decision until the next Council meeting. 

 
Recess  

 
21.1 At any time while the meeting is in progress, the Chair: 

(a) may call for a recess for a short period of time; and, 
(b) will state the approximate duration for which the meeting will be recessed. 

 
Voting at Meetings  

 
22.1 The following procedures apply to voting at meetings: 

(a) when debate on a motion is closed, the Chair will put the motion to a vote 
of the Council Members; 

(b) when the Chair is putting the motion to a vote, a Council Member will not:  
(i) cross or leave the room; 
(ii) make a noise or other disturbance; or, 
(iii) interrupt the voting procedure unless the interrupting Council 

Member is raising a point of order; 
(c) after the Chair finally puts the motion to a vote, a Council Member will not 

speak to the motion or make another motion concerning it; 
(d) if a vote on a motion is taken, each Council Member present will signify his 

or her vote by: 
(i) raising his or her hand; 
(ii) pushing the appropriate button on any automated voting system 

being used at the meeting; 
(iii) indicating whether he or she votes in favour or against the motion 

when his or her name is called; or, 
(iv) by any other means specified by the Chair, except as prohibited by 

the Community Charter or this section; 
(e) the Chair will not take a vote by ballot or any other method of secret voting; 
(f) the Chair will declare the result of the vote; and,  
(g) the Chair’s decision about whether a motion has been finally put is 

conclusive. 
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Question Period 
 

23.1 Questions will be addressed through the Mayor and Council members will respond 
with a 5 minute time limit. 

 
23.2 The public will limit its questions strictly to matters considered by Council at that 

particular Council meeting;  
 

23.3 (1) If a member of the public: 
(a) speaks disrespectfully to or of any person; 
(b) refuses to abide by the rules;  
(c) fails to adhere to the time limits;  
(d) does not ask a question; or,  
(e) disregards the authority of the Chair to run meeting,  
 
the Chair may ask the person to abide by the Chair’s instructions. 

 
(2) If the person fails to comply with the Chair pursuant to section 23.3(1), the 

Chair may direct the person to vacate the speaker’s podium and return to 
the public seating area. 

 
(3) If the person still fails to comply with the Chair’s direction pursuant to 

section 23.3(1) or 23.3(2), then section 16.3 applies.  
 

23.4 The Chair will determine, if necessary, if sufficient discussion has taken place and 
may close the question period based on that determination. 

 
Reconsideration 

 
24.1 A motion/resolution which was adopted or defeated may be reconsidered by 

Council provided that the resolution has not had the assent of the electors, has not 
been reconsidered under this Section or Section 131 of the Community Charter, 
and has not been acted upon by an officer, servant or agent of the Municipality. 

 
A reconsideration motion: 
 
(a) must be brought forward by a member who voted on the prevailing side of 

the motion, or by any member who was absent during the original vote; 
 
(b) may be seconded by any member; 
 
(c) must be brought forward at the next meeting of Council after the original 

vote; or, in the case of when a member was absent at the time of the 
original vote, at the next meeting to which this member is able to attend; 

 
(d) must receive a majority vote of Council for it to be adopted; 
 
(e) if defeated, and the outcome being that the resolution is preserved 

unchanged, the same resolution may not be brought back before Council 
for six (6) months from the date of the latest vote, except with two-thirds 
consent of all the members of Council. 
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24.2 Each resolution or reading of a bylaw may be reconsidered under the provisions 

of Section 24.1. 
 
24.3 Notwithstanding section 24.2, once a bylaw is finally adopted, it may not be 

reconsidered except in accordance with Section 131 of the Community Charter. 
 
24.4 Notwithstanding section 24.2, resolutions for third reading or final adoption of an 

Official Community Plan Bylaw or Zoning Bylaw shall not be reconsidered. 
 

Adjournment  
 
25.1 The Council shall observe an 11:00 p.m. curfew whereby the item on the Agenda 

under discussion at 11:00 p.m. will be the last item dealt with on that day unless, 
by majority vote, the Council members decide to extend the time of adjournment. 

 
25.2 A Council meeting may continue after 11:00 p.m. by a motion passed by a majority 

vote of all Council Members present. 
 

25.3 As an exception to section 25.2, Council may continue to deal with the item on the 
agenda under discussion before adjournment, if the 11:00 p.m. has arrived and 
Council has not passed a motion to extend the time of adjournment.  

 
25.4 A motion to adjourn either a Council meeting or a debate at a Council meeting is 

always in order. 
 

25.5 Section 25.4 does not apply to either of the following motions: 
(a) a motion to adjourn to a specific day; or, 
(b) a motion that adds a qualification to a preceding motion to adjourn. 

 
Electronic Meetings and Electronic Participation (7272.03) 

 
Electronic Meetings 

 
26.1 Subject to Sections 128 to 128.2 of the Community Charter, Regular Council 

meetings, Special  Council meetings, and Council Committee meetings may be 
conducted by means of electronic or other communication facilities if the Mayor, or 
in the absence of the Mayor, the Acting Mayor, determines it is advisable based 
on an emergency, or health, safety, environmental, or urgent City business, and 
the number of members able to attend the meeting in person is insufficient to 
achieve quorum. 

 
26.2 Advance notice will be provided advising that the meeting will be conducted by 

means of electronic or other communication facilities, as follows: 
(a) notice of the meeting will be provided, pursuant to the Community Charter; 
(b) the agenda cover sheet will include that the meeting is being held 

electronically;  
(c) details will be included on the agenda cover sheet and on the City’s website 

noting the location for the public to attend to watch and hear the meeting. 
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26.3 For Regular Council meetings and Special Council meetings, the public may 
attend to watch and hear any part of the meeting that is open to the public with 
the Corporate Officer in attendance. 

 
Electronic Participation by Members 

 
26.4 If a Council or Committee Member is unable to attend a Regular Council meeting, 

Special Council meeting, or Committee Meeting, as applicable, in person, the 
Council or Committee Member may participate in the meeting by means of 
electronic or other communication facilities if: 

(a) The facilities enable the other Council or Committee Members to hear and 
be heard by the Council or Committee Member; and 

(b) Except for any part of the Council or Committee Meeting that is closed to 
the public, the facilities enable the public to hear, or watch and hear, the 
Council or Committee Member. 

26.6 A Council or Committee Member who intends to participate in a Regular Council 
Meeting, Special Council Meeting, or Committee Meeting by electronic or other 
communication facilities shall give the Corporate Officer notice of this intention at 
least 24 hours prior to the Regular Council Meeting, Special Council Meeting, or 
Committee Meeting. The Corporate Officer shall, as soon as reasonably possible 
thereafter, provide the Council or Committee Member with instructions on how to 
connect to and participate in the Regular Council Meeting, Special Council Meeting 
or Committee Meeting by electronic or other communication facilities. 

26.7  A Member who participates in a Regular Council Meeting, Special Council 
Meeting, or Committee Meeting by electronic or other communication facilities 
shall: 

(a) Advise Council when they join the  Meeting and when they leave the  
Meeting; and, 

(b) if applicable, ensure no person other than themself or a person authorized 
under section 91 of the Community Charter is able to hear, or watch and 
hear, that part of a meeting that is closed to the public. 

 
 

PART VI – CONDUCT AND DEBATE DURING MEETINGS 
 
Decorum in Debate 
 
27.1 A Council Member may speak to a motion at a Council meeting only if: 
 

(a) that Council Member first addresses the Chair; and, 
(b) the Chair recognizes that Council Member as having the floor. 

 
27.2 If more than one Council Member speaks, the Chair will call on the Council Member 

who, in the Chair’s opinion, first spoke. 
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27.3 A Council Member will address: 
(a) the Chair by that person’s title of Mayor or Acting Mayor or “Your Worship”, 

“Mr./Madam Mayor”, “Mr./Madam Acting Mayor” or “Mr./Madam Chair”; 
(b) another Council Member by the title of Councillor and his last name; and,  
(c) a staff member by his/her official title or Mr./Ms. and his/her last name. 

 
27.4 A Council Member will not interrupt another Council Member who is speaking 

except to raise a point of order. 
 

27.5 A Council Member who is called to order by the Chair: 
(a) will immediately stop speaking; 
(b) may explain his or her position on the point of order, if requested by the 

Chair; and, 
(c) may appeal to Council for its decision on the point of order in accordance 

with section 132 of the Community Charter.  
 

27.6 A Council Member: 
(a) will use respectful language; 
(b) will not speak offensive words or use offensive gestures or signs; 
(c) will speak only in connection with the matter being debated; 
(d) will announce whether they are speaking in support or against the motion, 

when called upon by the Chair;  
(e) will speak through the Chair; 
(f) will not introduce irrelevant matters or indulge in tedious repetition; 
(g) may speak about a vote of Council only for the purpose of making a motion 

that the vote be rescinded or reconsidered; and,  
(h) will adhere to the rules of procedure established under this Bylaw and to 

the decision of Chair and Council in connection with the rules and points of 
order. 

 
27.7 If a Council Member does not adhere to section 27.6, the Chair may order the 

Council Member to leave the Council Member’s seat and: 
(a) if the Council Member refuses to leave, the Chair may cause the Council 

Member to be removed by a peace officer from the Council Member’s seat; 
or  

(b) if the Council Member apologizes to the Council, Council may allow the 
Council Member to retake the Council Member’s seat.  

 
27.8 A Council Member may require the motion being debated at a Council meeting to 

be read at any time during the debate, if that request does not interrupt another 
Council Member who is speaking. 

 
27.9 The following rules apply to limit speech on matters being considered at a Council 

meeting: 
(a) a Council Member may speak: 

(i) up to 5 minutes for the first time on a matter; 
(ii) up to 2 minutes for the second time on the matter; 
(ii) up to 2 minutes on any amendment on the motion,  

unless Council has permitted an extension of the time limit for that 
Council Member by a motion passed by two-thirds of all Council 
Members present; and,  
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(b) a Council Member may speak a second time in connection with the same 

motion but only after all other Council Members have had an opportunity to 
speak; and,  

(c) a Council Member may not speak any additional times unless Council has 
permitted an extension for the frequency for that Council Member by a 
motion passed by two-thirds of all Council Members present. 

 
27.10 The Chair may make a motion, second a motion or debate a motion while presiding 

during the meeting. 
 

27.11 The Chair may put the motion to a vote in the following circumstances: 
(a) if the first two speakers have all spoken in support or in opposition to a 

motion, Chair has called for a speaker for the contrary position and no such 
speaker is forthcoming; or,  

(b) if the Chair is of the opinion that there has been sufficient debate on the 
motion and the debate has been more than 20 minutes in duration. 

 
27.12 A Council Member may make motion to continue debate, if either situation in 

section 27.11(a) or (b) occurs. 
 
27.13 A Council Member will keep in confidence any information considered in any part 

of a closed meeting until the Council agrees to discuss the information at a meeting 
that is open to the public or releases the information to the public under the 
appropriate policy or procedure. 

 
27.14 Members of the public who constitute the audience at a meeting shall not disrupt 

the meeting and refrain from any activity or behaviour that would affect the 
Council or Committee deliberations. 

 
Appeal Ruling of the Chair 

 
28.1 Whenever the Chair is of the opinion that a motion is contrary to the rules and 

privileges of the Council, the Chair shall apprise the members without proposing 
the question and shall cite the rule or authority applicable to the case without 
argument or comment.  The ruling of the Chair may be appealed to the other 
members of Council then present. 

 
28.2 On an appeal by a Council member from the decision of the Chair, the question 

shall be immediately put by him, and decided without debate "Shall the Chair be 
sustained?" and the Chair shall be governed by the vote of the majority of the 
Council members then present, excluding himself.  In the event of the votes being 
equal, the question shall pass in the affirmative. 

 
28.3 If the Chair refuses to put the question "Shall the Chair be sustained?", the Council 

shall immediately appoint a Chair pro tem.  He shall proceed in accordance with 
Section 28.2.  A resolution or motion carried under this Section is binding. 
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PART VII - BYLAWS 
 

Form of Bylaws  
 

29.1 A bylaw introduced at a Council meeting will: 
(a) be legibly typewritten; 
(b) have a distinguishing name; 
(c) have a distinguishing number; and, 
(d) be divided into sections. 

 
Bylaws to be Considered Separately or Jointly 

 
30.1 Council will consider a proposed bylaw at a Council meeting and review each 

reading of the proposed bylaw separately. 
 

Reading and Adopting Bylaws 
 

31.1 The Chair may give the readings of a proposed bylaw by stating the bylaw’s title 
and the applicable reading number. 

 
31.2 Council may debate or amend a proposed bylaw at any time during the first three 

readings unless prohibited by the Community Charter. 
 
31.3 If Council resolves to consider a bylaw section by section, Council will consider the 

bylaw in this manner at the second reading of the proposed bylaw. 
 

31.4 The first three readings of a bylaw may be given on the same day, except in the 
case of an Official Community Plan designation bylaw or a Zoning bylaw. 

 
31.5 An Official Community Plan designation bylaw or a Zoning bylaw which is to be 

considered at Public Hearing may receive only first and second reading at the time 
of introduction. 

 
31.6 If Council wishes to amend a bylaw after third reading, the Council may do so as 

follows: 
(a) make a motion to rescind third reading; and if carried; 
(b) make a motion to amend the bylaw; and if carried;  
(c) make a motion to pass third reading of the bylaw as amended. 

 
Bylaws Will Be Signed 

 
32.1 After a bylaw is adopted, and signed by the Corporate Officer and the presiding 

member of the Council meeting at which it was adopted, the Corporate Officer 
must have it placed in the City's records for safekeeping with the following affixed 
to the bylaw: 

 
(a) the City's corporate seal, 
(b) the dates of its readings and adoption, 
(c) the date of the Public Hearing if applicable; and, 
(d) the date of Ministerial approval or approval of the electorate if applicable. 
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Consolidation of Bylaws 

 
33.1 The Corporate Officer may consolidate one or more of the City’s bylaws for official 

use.  
 

PART VIII – COMMITTEE OF THE WHOLE (deleted 7272.01) 
 

34.1 to 41.1 (deleted 7272.01) 
 

PART IX – STANDING AND SELECT COMMITTEES 
 

42.1 This part applies, where applicable, to all Committees of the City. (7272.01) 
 
Duties of Standing Committees  

 
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 at the 
date and time specified by Council or as soon as possible if the Council does not 
specify a time. (7272.01) 

 
Subcommittees  

 
44.1 Committees may not create sub-committees without prior approval of Council. 

 
Authority 

 
45.1 A Committee of Council will not bind the City to any course of action, except if 

Council has expressly delegated such power to act on the Committee or has 
approved such action by a motion passed by majority of all Council. 
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Notice of Meetings  
 

46.1 The Corporate Officer will establish a regular schedule of meetings of the 
Committee, including the dates, times and locations of the Committee meetings, 
and notice of the schedule will be given by: 
(a) posting a copy of the schedule at the Public Notice Posting Place; and, 
(b) providing a copy of the schedule to each member of the Committee. 

 
46.2 If revisions are necessary to the regular schedule of meetings for a Committee, the 

Corporate Officer will post a notice and a revised schedule as soon as possible at 
the Public Notice Posting Place which indicates any revisions to the date, time and 
location, or cancellation of a Committee meeting. 

 
46.3 The Corporate Officer will ensure a notice of the date, time and location of a 

meeting called under Section 46.2 to be given to all members of the Committee at 
least 24 hours before the time of the meeting. 

 
Agendas for Committee Meetings 

 
47.1 For items on the Committee agenda, staff will submit items for inclusion on the 

agenda to the Staff liaison by 11:00 a.m., 10 days prior to the Committee meeting. 
(7272.01) 

 
47.2 If there are no items submitted for discussion by the deadline set out in section 47.1 

the Corporate Officer may cancel the Committee meeting. 
 
47.3 Committee agendas will be published on a schedule determined by the Corporate 

Officer. (7272.01) 
 

Attendance at Meetings 
 

48.1 Section 16.1 applies to Committees. (7272.01) 
 
Quorum  

 
49.1 The quorum for a Committee is a majority of the members of the Committee. 

 
Conduct and debate  

 
50.1 The rules of the Council procedure will be observed during Committee meetings, 

so far as is possible and unless as otherwise provided in this bylaw. 
 

50.2 Council may adopt additional procedural rules for Committees by a motion. 
(7272.01) 

 
50.3 A Council Member: 

(a) may attend meeting of a Committee of which he or she is not a member;  
(b) may participate in the discussion; and  
(c) will not: 

(i) be counted as part of the quorum; 
(ii) make motions; or,  
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(iii) vote on any motion considered by the Committee. 
 

50.4 A Delegation requesting to appear before a Committee or Taskforce, will submit a 
written request which includes an outline on the agenda matter of the request to 
the Corporate Officer by 11:00 a.m. ten days prior to the meeting. (7272.01) 

 
50.5 All presentations from Committee Delegations must be received by the Legislative 

Services Department by 11:00 a.m. ten days prior to the meeting.  No late 
presentations will be displayed at the meeting. (7272.01) 

 
50.6 Delegations requesting to speak before a Committee will be reviewed by the 

Corporate Officer and assigned to the appropriate Committee. (7272.01) 
 

 
PART X – MINUTES OF MEETINGS 

 
Minutes of Meetings 
 
51.1 This part applies to the minutes of the meetings of any group listed in Section 3 – 

Applications of Rules of Procedure of this bylaw. 
 
51.2 The following persons may take the minutes of a meeting: 

(a) the Corporate Officer; or, 
(b) the Recording Secretary. 

 
51.3 Minutes of the meetings will be: 

(a) legibly recorded; 
(b) certified as correct by the Corporate Officer;  
(c) signed by the Chair; and, 
(d) distributed to the group in advance of the next meeting. (7272.01) 

 
51.4 Subject to section 51.8, minutes of the open meetings will be available for public 

inspection at City Hall during regular office hours. (7272.01) 
 

51.5 The Corporate Officer may make minor corrections to approved minutes including 
but not limited to: 
(a) typographical errors; 
(b) sequential numbering; 
(c) grammatical errors; or, 
(d) completing missing information.  

 
51.6 Prior to adoption of the minutes, the Corporate Officer will distribute a copy of all 

minutes to each Council Member and the Corporate Officer will distribute a copy 
of all minutes to each member of the Committee. 

 
51.7 In the absence of the Corporate Officer or Recording Secretary a motion passed 

by the majority of Council members present is required to permit members of staff 
or Council to take minutes. (7272.01) 

 
51.8 Section 51.4 does not apply to minutes of a Council meeting from which person 

were excluded under Section 90 of the Community Charter. (7272.01) 
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Recording of Motions in Minutes 
 

52.1 Every motion that has been seconded shall be recorded in the Minutes. 
 
52.2 Notwithstanding Section 52.1, motions that have been withdrawn by Council as 

per Section 54.1, shall not be recorded in the Minutes. 
 
52.3 The names of the members who moved and seconded a motion shall not be 

recorded in the Minutes. 
 

52.4 All votes on motions will be recorded as either: 
 

(a) carried unanimously; 
(b) defeated unanimously; or, 
(c) in cases where unanimity is not reached, the names of those who voted 

against the motion will be recorded in the Minutes. 
 

Consideration of Motions 
 

53.1 When any motion is under consideration, no other motion shall be received, except 
a motion to amend, refer, table or postpone. 

 
Withdrawal of Motions 

 
54.1 After a motion has been made and seconded, it shall be deemed to be in the 

possession of the Council, but the motion may be withdrawn by the mover of the 
motion at any time before a decision or amendment is made, provided that the 
mover has the consent of the seconder. 
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PART XI – PUBLIC HEARINGS 
 

Public Hearings 
 

55.1 Public Hearing meetings will be scheduled on the third Thursday of each month, 
excluding the month of August, and will take place at the Shaw Auditorium, 
Vancouver Island Conference Centre, 80 Commercial Street, Nanaimo, and will 
commence at 7:00 p.m. (7272.02) 

 
55.2 On an annual basis, the Corporate Officer will prepare a schedule that Council may 

adopt by resolution for Public Hearing meetings on or before December 31 of the 
preceding year. 

 
55.3 The Chair of the public hearing will ask if there is any person who wishes to speak 

at the public hearing, whether or not there is a speakers’ list. 
 

55.4 A Council Member will: 
(a) limit his or her questions to the speaker to seek clarification or additional 

details; 
(b) not engage the speaker in a debate; and, 
(c) not comment on the merits of the issue.  

 
55.5 The order of business at a Public Hearing shall be as follows: 

(a) Public Hearing is called to order; 
(b) Staff reports are identified; 
(c) Staff provide introductory presentations; 
(d) Applicant details their application; 
(e) Chair calls for any person to be heard or present a written submission; 
(f) Correspondence received at the Public Hearing is identified and read by 

Council. 
(7272.01) 

 
PART XII – ADMINISTRATION OF THE BYLAW 

 
Suspension of the Rules 

 
56.1 Any provision of this bylaw, except those required by the Community Charter or 

the Local Government Act, may be temporarily suspended for a single meeting by 
a motion passed by a two-thirds vote of all Council Members present. 

 
Irregularity  

 
57.1 The failure of Council to observe the provisions of this bylaw and any associated 

policies will not affect the validity of motions passed or bylaws enacted by Council. 
 

Supporting Policies 
 

58.1 Council may adopt policies which provide additional administrative or procedural 
rules to support this bylaw. 
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Repeal 
 

59.1 The following bylaw and amendments are repealed effective November 15, 2018: 
(a) “Council Procedure Bylaw, 2007, No. 7060”; and, 
(b) “Delegation of Council Powers Bylaw 2012 No. 7148”. 

 
 

Effective Date 
 

60.1 This Bylaw comes into force and effect on November 15, 2018. 
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COUNCIL POLICY MANUAL 
 
 

RCRS Secondary: GOV-02 Effective Date: 1988-JUN-27 

Policy Number: COU-053 Amendment Date/s:  

Title: Conflict of Interest Guidelines Repeal Date:  

Department:  Administration Approval Date: 1988-JUN-27 COUNCIL  

 
 
PURPOSE:  
 
To ensure that elected officials, Council appointees and Staff are aware of their responsibilities 
regarding Conflict of Interest. 
 
DEFINITIONS: 
 
Where the masculine is used in these Guidelines, it includes the feminine where the context requires. 
 
SCOPE: 
 
This policy is applicable to Council; Appointees to Boards, Committees, and Commissions; and Staff.  
 
 
POLICY:  
 
The proper operation of democratic local government requires that elected officials be independent, 
impartial and duly responsible to the people.  To this end it is imperative that the following three 
principles be followed: 
 

1. Government decisions and policy be made through the proper and lawful channels of 
government structure. 

 
2. Public office not be used for personal gain. 
 
3. The public have confidence in the integrity of its government. 
 

(1) THE LAW 
 
It is your personal responsibility to comply with the law and to avoid conflicts of interest. 
 
Therefore, make sure that you have read and understood the provisions of the Local 
Government Act, the Financial Disclosure Act, the Criminal Code of Canada and the summary 
of the common law provided to you with this Guide. 
 
You should remember that if some or all of your financial or property interests are held otherwise 
than in your own name and the nature of them does not appear in your disclosure statement 
under the Financial Disclosure Act that in certain circumstances you may have to declare those 
interests in order to comply with these guidelines.  Similarly you may have to declare the interest 
of your family. 
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If you are in any doubt as to the meaning, requirements or application of any of these laws you 
should seek advice; possibly from your own solicitor, from experienced Councillors, or from 
senior Staff. 
 
You shall not assume that any unethical activities not covered by or specifically prohibited by 
these guidelines, or by legislation, are therefore condoned. 
 
Remember that the responsibility is always yours. 

 
(2) PUBLIC DUTY AND PRIVATE INTERESTS 

 
(i) Your overriding duty as a Councillor is to all of the residents of Nanaimo. 
 
(ii) Whenever you have, or any member of your family has, a private or personal interest in 

any question which Councillors must decide, you must not do anything to let that interest 
influence the decisions. 

 
You shall: 
 
- declare to Council at the first opportunity your interests, or known interests of any 

close relatives, in any enterprise which proposes to transact business with the 
municipality; 

- make no effort whatsoever to influence Council or Staff in any decisions on the 
matter; 

- leave the place of the meeting prior to discussions and vote on the subject, and 
; 

- of course - not vote on the matter. 
 
(iii) Do nothing as a Councillor which you could not justify to the public. 
 
(iv) It is not enough to avoid actual impropriety; you should at all times avoid any occasion 

for suspicion or the appearance of improper conduct. 
 
(v) As each matter comes before Council, each member should decide for himself whether 

he has a specific property, business or financial interest, direct or indirect, which could 
be affected to the benefit or detriment of the member, his family or associates.  If he has, 
he should then decide whether the effect would be a personal benefit to himself, family 
or associate as opposed to an effect on the community as a whole.  If it would not affect 
the whole community, but would have a similar effect on a majority of, or substantial 
number of persons in the community with similar interest, then his acting on the matter 
would probably not result in a conflict of interest. 

 
(3) DISCLOSURE OF PECUNIARY AND OTHER INTERESTS 
 

(i) The law makes specific provision requiring you to disclose pecuniary interest, direct and 
indirect.  But interests which are not pecuniary can be just as important.  Kinship, 
friendship, membership of an association, religion, partisanship, institutional or ethnic 
interests and so forth can sometimes influence your judgment and give the impression 
that you might be acting for personal motives.  A good test is to ask yourself whether 
others would think that the interest, in the circumstances of the matter at issue, is of a 
kind to make this possible.  If you think they would, or if you are in doubt, disclose the 
interest and withdraw from the meeting unless you are specifically invited to stay. 
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(ii) The principles about disclosure of interest should be borne in mind in your unofficial 

relations with other Councillors on informal or social occasions no less scrupulously than 
at formal meetings of Council, its Committees or Sub-Committees. 

 
 
(4) MEMBERSHIP AND CHAIRMANSHIP OF COUNCIL COMMITTEES AND SUB-COMMITTEES

  
 
(i) You, or a firm or body with which you are personally connected, may have professional 

business or personal interests within an area for which the Council is responsible; such 
interests may be substantial and closely related to the work of one or more of the 
Council's Committees or Sub-Committees, concerned with (say) planning or developing 
land, personnel matters or the letting of contracts for supplies, services or works.  Before 
seeking or accepting membership of any such Committee or Sub-Committee, you should 
seriously consider whether your membership would involve you: 
 
(a) in disclosing an interest so often that you could by of little value to the Committee 

or Sub-Committee, or; 
 
(b) in weakening public confidence in the impartiality of the Committee or 

Sub-Committee. 
 

(ii) You should not seek or accept the Chairmanship of a Committee or Sub-Committee 
whose business is closely related to a substantial interest or range of interests of yourself 
or of any body with which you are associated. 

 
(5) COUNCILLORS AND OFFICERS 

 
(i) Both Councillors and Officers are servants of the public, and they are indispensable to 

one another.  But their responsibilities are distinct.  Councillors are responsible to the 
electorate and serve only so long as their term of office lasts.  Officers are responsible 
to the Council and are permanently appointed.  An Officer's job is to give advice to 
Councillors and the Council, and to carry out the Council's work under the direction and 
control of the Council and its Committees. 

 
(ii) Mutual respect between Councillors and Officers is essential to good local government.  

Close personal familiarity between individual Councillors and Officers can damage this 
relationship and prove embarrassing to other Councillors and Officers. 

 
(6) USE OF CONFIDENTIAL AND PRIVATE INFORMATION 

 
(i) As a Councillor you necessarily acquire much information that has not yet been made 

public and is still confidential.  It is a grave betrayal of trust to use confidential information 
for personal advantage of yourself or of anyone  known to you. 

 
(ii) You must not communicate information designated confidential to anyone not entitled to 

receive it. 
 
If you disagree with the designation of such information as confidential, or the 
designation of those entitled to receive it, under no circumstances should you arbitrarily 
disclose it.  First you should advise Council in writing at an "In Camera" meeting of your 
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disagreement and the reasons for it.  If the disagreement is not resolved before you 
decide to disclose the information, you should carefully reflect your decision against the 
first and third principles which preface these guidelines. 

 
 
(7) GIFTS AND HOSPITALITY 

 
Treat with extreme caution any offer or gift, favour or hospitality that is made to you personally.  
The person or organization making the offer may be doing or seeking to do business with the 
Council, or may be applying to the Council for planning permission or some other kind of 
decision.  Working lunches and other social occasions arranged or authorized by Council or by 
one of its Committees or Sub-Committees may be a proper way of doing business, provided 
that no extravagance is involved.  Nor can there by any hard and fast rule about acceptance or 
refusal of tokens of goodwill on special occasions.  But you are personally responsible for all 
such decisions and for avoiding the risk of damage to public confidence in local government.  
The receipt or offer of gifts should be reported to the City Manager. 

 
(8) EXPENSES AND ALLOWANCES 
 

There are rules entitling you to claim expenses and allowances in connection with your duties 
as a Councillor.  These rules should be scrupulously observed. 

 
(9) USE OF COUNCIL FACILITIES 
 

Make sure that any facilities -- such as transport, stationery, or secretarial services -- provided 
by the Council for your use in your duties as a Councillor are used strictly for those duties and 
for no other purpose. 

 
(10) UNDUE INFLUENCE 
 

Do not use your position to secure special privileges, favours or exemptions for yourself or any 
other person. 

 
(11) CONDUCT AFTER LEAVING OFFICE 
 

For a period of twelve months after leaving office, abide by these guidelines except those related 
to confidential information which shall apply in perpetuity, or until public release of such 
information as authorized by Council. 
 
 

GUIDELINES FOR CITY COUNCIL APPOINTEES 
TO CIVIC BOARDS, COMMITTEES AND COMMISSIONS 

 
 
All such bodies are called "Committees" in the Guidelines. 
 
It is essential that Council, in its deliberations and in its conduct of municipal affairs, should have 
available to it the wisdom, expertise, experience and advice of competent members of the community.  
It is also essential that members of such Committees be seen to act with integrity to ensure a continued 
confidence in the process by the citizenry. 
 

77



Conflict of Interest Guidelines Policy 
Page 5 
 
 

Conflict of Interest Guidelines  Page 5 of 8 

In most cases, the advice and guidance of such persons is sought because they have practical 
experience and special knowledge in the areas of endeavour covered by the mandate of the particular 
Committee on which they are invited to serve and generally will have business and property interests 
in those fields of endeavour. 
 
But it is essential and is a matter of law that such members not allow themselves to become involved 
in conflict of interest situations. 
 
A summary of the law on conflicts of interest is available to you through the Corporate Administration 
Office. 
 
A member of a Committee stands as a trustee for the local community and he is not to vote or to deal 
so as to gain or appear to gain private advantage out of matters over which he is asked to comment 
and advise. 
 
1. Your overriding duty as a member of a Committee is to all residents of Nanaimo. 
 
2. Whenever you have, or any member of your family has, a private or personal interest in any 

question on which you must advise, you must not do anything to let that interest influence the 
advice. 

 
3. It is not enough to avoid actual impropriety; you should at all times avoid any occasion for 

suspicion or the appearance of improper conduct. 
 
4. As a Committee member you often acquire information that has not yet been made public.  It is 

a grave betrayal of trust to use confidential information for personal advantage of yourself or 
anyone known to you. 

 
5. You must not communicate information designated confidential to anyone not entitled to receive 

it. 
 
6. Do not use your position to secure special privileges, favours or exemptions for yourself or any 

other person. 
 
7. Avoid any situations that may cause any person to believe that you may have brought bias or 

partiality to a question before Council. 
 
8. As each matter comes before a Committee, each member should decide for himself whether he 

has a specific property, business or financial interest, direct or indirect, which could be affected 
to the benefit or detriment of the member, his family or associates.  If he has, he should then 
decide whether the effect would be a personal benefit to himself, family or associate as opposed 
to an effect on the community as a whole.  If it would not affect the whole community, but would 
have a similar effect on a majority of, or substantial number of persons in the community with 
similar interests, then his acting on the matter would probably not result in a conflict of interest. 

 
Such a financial business or property interest would include an interest as an advocate or lobbyist 
whether the member was being paid for his services or not.  It would be difficult to conceive of a situation 
where such advocacy would not result in a conflict of interest.  Therefore, a member should always 
withdraw and take no part whatsoever to influence the Committee on any question if he has been 
engaged to influence in any way the decision on that question.  He should always declare such an 
interest - preferably for his own protection – in writing. 
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If a member does have such an interest whether personal or community as above discussed, he should 
declare it to the Committee as soon as possible.  The Committee Chair shall then report the conflict in 
writing to Council as soon as possible. 
 
If it is personal, the member should: 
 
1. leave the place of a meeting; 
 
2. take no part in the discussion; 
 
3. do nothing to influence the other members of the Committee; 
 
4. not vote; and, 
 
5. take no part in drafting the report of the Committee insofar as it touches on that particular matter. 
 
If he deems his to be a community interest he should continue to act as a member of the Committee. 
 
It may be that a member has business or property interests which, for sound business or other reasons, 
it would be imprudent to declare at that time.  Therefore, because secrecy, no matter how prudent, can 
give rise to suspicion in others, the member should proceed as though for the time being at least his 
interest is personal -- even if when it becomes public knowledge it would be clearly a community interest. 
 
In summary, before seeking or accepting membership on any Council-appointed Board, Committee or 
Commission, an individual should seriously consider whether such membership would involve the 
individual; 

 
1. in disclosing an interest so often that he would be of little value to the Board, Committee or 

Commission, or 
 
2. in weakening public confidence in the impartiality of the Board, Committee or Commission. 
 
 

CONFLICT OF INTEREST CODE (MUNICIPAL EMPLOYEES) 
 
"City" means City of Nanaimo 
 
"Employee" means an Officer of the City or a Management/Excluded Employee of the City as 

designated by "MANAGEMENT TERMS AND CONDITIONS OF EMPLOYMENT 
AND MUNICIPAL PUBLIC OFFICERS INDEMNIFICATION BYLAW 1992 NO. 
4524". 

 
Impartiality and Equality of Service: 
 
1. An Employee shall carry out his/her duties with integrity, impartiality and equality of service to 

the general public. 
 
Preferential Treatment: 
 
2. An Employee shall not go beyond his/her official duty to assist those dealing with the City where 

this would result in preferential treatment. 
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Public Interest: 
 
3. An Employee shall exercise care in the management of his/her private affairs so as not to 

benefit, or be perceived by the public to benefit from, any City transactions over which he/she 
can influence decisions (for example:  investments, borrowing, purchases, sales, contracts, 
grants, regulatory or discretionary approvals and appointments). 

 
Confidential Information: 
 
4. An Employee shall not use information which is not available to the general public for his/her 

own personal profit or advantage, and shall not provide such information to others unless it is in 
the course of the Employee's duties to do so. 

 
Outside Remuneration: 
 
5. An Employee may engage in outside employment, carry on business or receive public funds for 

personal activities provided that it does not place demands inconsistent with his/her job, or 
jeopardize his/her objectivity, and in particular that: 
 
(i) it does not interfere with the performance of his/her duties; 
 
(ii) it does not represent a conflict of interest as herein set out; 
 
(iii) he/she does not have an advantage derived from his/her employment; 
 
(iv) it is not performed in such a way as to appear to be an official act; and 
 
(v) it does not involve the use of City premises, services, equipment, information or supplies 

which he/she has access to by virtue of his/her employment with the City. 
 
6. An Employee shall forthwith file a written disclosure of any activity as set out in Section 5 with 

the City Manager. 
 
7. On receipt of a written disclosure by an Employee, the City Manager shall forward a copy of 

same to members of Council. 
 
Hospitality, Gifts and Other Benefits: 
 
8. An Employee shall not solicit or accept hospitality, gifts or other benefits which might influence 

his/her conduct at work, or which could compromise the objectivity of the Employee or result in 
a public perception that his/her objectivity is compromised. 

 
City Materials, Equipment and Facilities: 
 
9. An Employee shall not use, or allow the use of, City materials, equipment and facilities for 

unapproved activities. 
 
Property (Land): 
 
10. An Employee shall not deal in property directly or indirectly within the City other than his/her 

personal residence without first informing the City Manager in writing. 
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11. An Employee shall declare to the City Manager his/her interest, direct or indirect, in any property 
which is subject to a rezoning proposal or subdivision within the City. 

 
Private Interests: 
 
12. An Employee shall declare to the City Manager, in writing, any personal or corporate interest 

held directly or indirectly by the Employee or by an immediate relative of the Employee in a 
contract or a proposed contract with the City, or in any enterprise which proposes to transact 
business with the City. 
 
For the purpose of this Section: 
 
"immediate relative" means a spouse (including common-law spouse), parent, child, brother, 
sister, brother-in-law or sister-in-law. 
 
"indirectly" means through any other person, including a company, trustee or immediate relative. 

 
Plans for, or Offers of, Outside Employment: 
 
13. An Employee shall not allow himself/herself to be influenced in the pursuit of his/her official 

duties and responsibilities by plans for, or offers of, outside employment. 
 
Post-Employment Behavior: 
 
14. Former Officers of the City who have provided advice to the City on ongoing, specific matters 

may not switch sides by acting for another employer on the same matter. 
 
Reporting of Conflict of Interest: 
 
15. An Employee shall report to the City Manager any conflict of interest or potential conflict of 

interest of which he/she is aware involving himself/herself or his/her family, or any other 
Employee of the City.  The City Manager shall then report the conflict to City Council. 

 
16. The City Manager shall report to the City Council any conflict of interest or potential conflict of 

interest of which he/she is aware involving himself/herself or his/her family, or any other 
Employee of the City. 

 
 
RELATED DOCUMENTS:   
 
Community Charter – Division 6 – Conflict of Interest – for Elected Officials  
Code of Conduct Administrative Policy– for Employees 
 
REPEAL/AMENDS: 
 
N/A 
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City Plan: Nanaimo Re-Imagined

2023-JUN-07

Accessibility and 
Inclusion Plan

Accessible British Columbia Act

 Accessibility Committee

 Accessibility Plan – to identify, remove and 
prevent barriers to individuals that interact with 
the City of Nanaimo.

 The Plan must consider inclusion, 
adaptability, diversity, collaboration, self-
determination, and universal design.

 Establish a process for receiving comments 
from the public on the Plan.

 The Plan must be reviewed and updated 
every 3 years.
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Moves beyond standard OCP
Integrates 6+ Plans

• Official Community Plan (OCP)
• Parks, Recreation, Culture Wellness Plan
• Transportation Plan
• Active Mobility Plan
• Climate Action and Resiliency Plan
• Accessibility and Inclusion Plan

planNanaimo 2008

Nanaimo Framework
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City Plan Overview

City Plan: A Connected Nanaimo

C2.1 Connected Communities

C2.2 Integrated Walk, Roll, Cycle & 
Transit Network

C2.3 Recreational Trails

C2.4 Safe Mobility (Vision Zero)

C2.5 Complete Streets
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City Plan: A Healthy Nanaimo

C3.1 Community Safety & Security

C3.2 Affordable Housing

C3.3 Intergenerational Living

C3.4 Food Security

C3.5 Emergency Management

C3.6 Recreation, Culture & Wellness

C4.1 Truth & Reconciliation

C4.2 Equity & Inclusivity

C4.3 Access for All

C4.4 Political Voice & Engagement

C4.5 Culture

C4.6 Archaeology & Heritage

C4.7 Public Art Projects & Programs

C4.8 Community Events

C4.9 Parkland & Park Amenity Management

C4.10 Waterfront Use & Protection

City Plan: An Empowered Nanaimo
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INTEGRATION
What does an Empowered 
Nanaimo look like in an 
urban centre?

C4.2 Equity & Inclusivity
• An inclusive Nanaimo that provides opportunities for active 

involvement and prosperity for all members.

• Environments and spaces across all areas of the city that are 
diverse and vibrant for the enjoyment of all residents.

• Celebration of diverse cultures and a community that is 
welcoming, inclusive, and accepting of all cultures.

• Equitable access to services, programs, and facilities for all 
residents.

• Continued City leadership and applying an equity, gender, 
diversity, and inclusion lens in City initiatives and decision 
making.
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C4.3 Access for All
• The City is committed to improving accessibility for 

all, by identifying, removing and preventing barriers 
that limit access to services, amenities and public 
life.

• To ensure there are many ways for people of all ages 
and abilities to move freely throughout the city and 
without barriers.

• To ensure people of all ages, genders, abilities, and 
income levels have easy access to services and 
spaces without barriers.

C4.4 Political Voice & Engagement
• An informed and aware community that can meaningfully 

participate in city processes and shape city decisions.

• Opportunities for all people to express their voice on 
community matters important to them.

• City leadership is actively listening to the diverse voices in 
the community.

• Space for representation that reflects the diverse population 
of Nanaimo so that decision making, planning, policy 
development, and creation of procedures considers a broad 
range of perspectives that are representative of community 
diversity.
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Completed and Ongoing Projects

Completed and Ongoing Projects
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City Plan - Implementation

Hay cep q’a Siem
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Questions
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From: Eileen Williamson 
Date: March 23, 2023 at 4:40:10 PM PDT
To: Sheryl Armstrong <Sheryl.Armstrong@nanaimo.ca>
Subject: speech to text

CAUTION: This email originated from outside your organization. Exercise caution when opening attachments or clicking links, especially from 
unknown senders.

Hi Sheryl,

Here the info about the speech to text programs used at St. Paul's Hospital.

Hi Eileen,

 The automatic speech-to-text app we use is Google Live Transcribe:  https://play.google.com/store/apps/details?
id=com.google.audio.hearing.visualization.accessibility.scribe&hl=en&gl=US. This can only work on Android devices, and can be used in multiple
languages. For apple devices, there is now a feature that can work on devices that can operate on iOS 16 and above (iPhone 11 or later), called Live
Captions (Beta). It is currently English only, but here are the instructions for use on the iPhone as well as on the iPad: https://support.apple.com/en-
ca/guide/iphone/iphe0990f7bb/ios and https://support.apple.com/en-ca/guide/ipad/ipad0bbca12e/ipados.

Small handheld tablets we use in the clinic room: https://www.amazon.ca/gp/product/B07VDB92RK/ref=ppx_yo_dt_b_asin_title_o00_s01?
ie=UTF8&psc=1; larger one we used at the ENT front desk: https://www.amazon.ca/Samsung-Galaxy-Grey-Android-Tablet/dp/B09NMPCMK5/ref=sr_1_4?
crid=1DH82DIR3GLEK&keywords=samsung+galaxy+tablet+a8&qid=1678991777&s=electronics&sprefix=samsung+galaaxy+tablet+a8%2Celectronics%2C144&sr=1-
4

The app can work on Android devices running on Android 6.0 and above. A caveat is that it seems like some newer features (like having the app work
offline) are not available for our device though, so I believe you may not get access of certain features as the app updates if you buy a product that can run
on only older Android versions. I’ve updated the app and it doesn’t seem to allow us to do that on our small tablet devices. This may only be an issue if the
tablet is used in spaces where there is limited access/poor access to Wi-fi signals as it needs a consistent enough wifi signal to do the auto-transcription. I
just wanted to let you know of this as a caveat! 

Thanks 
Eileen Williamson
-- 
www.eileenwilliamson.artist.com
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From: Accessibility <accessibility@sparc.bc.ca>
Date: June 1, 2023 at 10:01:51 AM PDT
Subject: Information Session for the Local Community Accessibility Grant Program

CAUTION: This email originated from outside your organization. Exercise caution when opening 
attachments or clicking links, especially from unknown senders.

SPARC BC is excited to invite you to join our webinars to learn more about the Local Community 
Accessibility Grant Program!

On May 29th, the second day of National Accessibility Week, the Accessibility Directorate with the Ministry 
of Social Development and Poverty Reduction (MSDPR) announced that $5 million is allocated for local 
and regional governments to aid in implementing accessibility initiatives.

This initiative provides one-time funding for local governments, of up to$25,000, to remove barriers for 
persons with disabilities by implementing one of the initiatives identified in their Accessibility Plans, or by 
their Accessibility Committees or feedback mechanisms.

In our webinar we will discuss:
1. Eligible projects for the $25K grant,
2. The two Streams local or regional governments can apply for, Your responsibilities when receiving

the grant,
3. The application process and timing,

Followed by a question and answer.

Please note, our webinars will feature ASL interpretation as well as CART captioning.
Between June and July, 2023 we will be doing a series of information sessions over zoom every Tuesday 
from 10-11:30am. To sign up for one of the sessions please click this link:
https://us06web.zoom.us/webinar/register/WN_cqUuSnHnRg-sREN6mfAaTQ#/registration

You can also learn more by reading our Program Overview which you can find on our website through 
this link:
https://www.sparc.bc.ca/partnerships/local-community-accessibility-grant-program/

If you have any questions, please reach out to accessibility@sparc.bc.ca or you can call Lily, the 
Accessibility Initiatives Manager, directly on 604-718-7748.
We’re excited to work with you to make your community more accessible!
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Warm regards,

Lily Connor
Manager – Accessibility Initiatives
Social Planning and Research Council of British Columbia (SPARC BC) Charity registration number# 
12168 3916 RR0001
4445 Norfolk Street, Burnaby, B.C. V5G 0A7
T: 604-718-7748
E: lconnor@sparc.bc.ca
W: www.sparc.bc.ca

<image001.png>

SPARC BC works with communities in building a just and healthy society for all.
SPARC BC acknowledges that our office is located on the ancestral and unceded homelands of the hən̓q̓əmin̓əm̓ and Sḵwx̱wú7mesh 
speaking peoples. They have been custodians of this land for thousands of years and we would like to pay our respect to the Elders 
and knowledge keepers both past and present. We are grateful for the opportunity to be on this shared territory.
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