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Purpose

The purpose of this Policy is to aid Council in conducting meetings through a structured process and
arriving at decisions when items are presented before them at a Council Meeting. In the process of
preparing Council Agendas, it is important that all pertinent information is included so that Council may
make informed decisions. This Policy is established to set out the process for input from Town
Administration and citizens, and to ensure that documentation, research and background information is
available to Council.
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REGULAR COUNCIL MEETING PROCEDURE

Process and Timing

1. Any item to appear on a Council Agenda can be initiated by the Mayor or Council, citizens at
farge, interest groups or Administration, through a written submission to the office of the Town
Manager.

The issue may be referred to Town Administration and agencies for research, input and
recommendations, depending upon the nature of the issue. Discretion will be exercised by the
Town Manager in determining the amount of information needed and any referrals to be made.

Once all information, including recommendations, is collected and compiled into a ‘Report to
Council” and provided to the Executive Assistant, the item may proceed to the next available
Council Agenda.

All Reports to Council must be presented to the Executive Assistant a minimum of one (1) week
prior to the Council meeting date.

Time, Date and Location of Meetings
Council will hold regular meetings on the dates established at the annual Organizational Meeting. If a

regular Council meeting falls on a statutory holiday, the meeting will take place on the next business
day.

Regular Council Meetings will be held in Council Chambers at the Drayton Valley Civic Centre.
Council may change any meeting if notice is given as set out in the Municipal Government Act.

Regular Meetings

Regular Council meetings will begin at 9:00 am and adjourn by 2:30 pm in the case of daytime meetings.
In the case of Regular Council meetings, as approved by Council to occur in the evening, meetings will
begin at 6:00 pm and adjourn by 10:00 pm, unless Council passes a Motion by a two-thirds vote to
complete discussing an item. If necessary to continue the Council meeting, it will reconvene on the date
and time decided upon by Council by a two-thirds vote.

Public Hearings
Public Hearing meetings will be part of the regular Council meeting. A separate set of Minutes shall be
recorded for each individual Public Hearing.

Cancellation
Council may cancel any meeting if notice is given as set out in the Municipal Government Act.
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Quorum

Quorum is a majority of Council members.

If there is no quorum within half an hour after the time set for the meeting, the Town Manager will
record the names of the Councillors present and the meeting will be adjourned to the time of the next
regular Council meeting. The Agenda for the adjourned meeting will be dealt with at the beginning of
the next regular meeting, unless a Special meeting is called before or after the next regular Council
meeting to deal with the business of the adjourned Meeting.

Commencement of Proceedings
As soon as there is a quorum after the time for commencement of a Council meeting:

the presiding officer must take the chair and begin the meeting; or

if the Mayor, Deputy Mayor and the Acting Mayor are absent, the Town Manager must
begin the meeting by calling for a Motion for the appointment of a presiding officer.

Order of Business
The order of business at a meeting is the order of the items on the Agenda, except:

1. when a previous meeting has been adjourned for lack of quorum and no Special
meeting has been called to deal with the business of the adjourned meeting, the Agenda
items from the adjourned meeting must be dealt with before any items on the current
Agenda;

when Council alters the order of business for the convenience of the meeting by a two-
thirds vote; or

when the same subject matter appears in more than one (1) place on an Agenda and
Council decides, on Motion, to deal with all items related to the matter at the same

time.

Council need not deal with any item on the Agenda if no Motion is made about it.
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1. SPECIAL COUNCIL MEETING PROCEDURE

Special Meetings
The Mayor may call a Special Council meeting at any time and must do so if a majority of Councillors so
request in writing {(such written request must include a statement of the purpose of the meeting).

A Special meeting requested by Councillors must be held within fourteen (14) days after the request is
received.

Notice of Special Meetings

Notice in writing specifying the time, date, location and purpose of the meeting must be delivered or
emailed to each Councillor at least twenty-four (24) hours before the Special meeting. The Town
Manager will post, at feast twenty-four {24) hours before the Special meeting, a notice of the meeting in
the Council Chambers and on the Town’s website, and will give any other notice to the public as directed
by Council.

Special Council Meetings will be held on the date and at the time and location specified in the ‘Notice of
the Special Council Meeting’. If a matter is not specified in the Notice of the Special Council Meeting, it
may not be dealt with unless all Councillors are present and Council passes a Motion, by majority vote,
to deal with the matter.

Shorter Notice of Special Meetings
Despite the foregoing, the Mayor may call a Special Council meeting on shorter notice, and without

providing notice to the public, provided all Councillors are notified of the Meeting and two-thirds of
Councillors give written consent to holding the meeting, prior to the commencement of the meeting.

Electronic Meetings
Council and Committees may conduct meetings by means of electronic or other communication facilities
under any Policies adopted by Council.
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Agenda Distribution
The Town Manager will deliver copies of the Agenda and reports to the Mayor and Councillors by way of

electronic mail not less than four (4) clear days before each regular Council Meeting. Reports and
supplementary materials that are received too late to be included on the Agenda, or that are intended
for Special Council meetings, will be made available as soon as reasonably possible.

The Town Manager will make the Agenda and all reports and supplementary materials (unless they must
or may be withheld under the Municipal Government Act, or any Bylaw dealing with access to
information) available to all Town Officials, Administration, media representatives and the general
public.

Adoption of Agenda
At the commencement of the meeting, the presiding officer shall ask for any additions or deletions to

the Agenda as presented. A Motion followed by a two-thirds vote for approval of the Agenda {with or
without additions or deletions) shall be required in order to proceed with the meeting.
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Iv. MINUTES AND RECORDINGS OF MEETINGS

Taking of Minutes
The Town Manager must ensure the preparation of all Council Minutes, which shall include:

1. all decisions and other proceedings;
the names of the Councillors present at and absent from the meeting;

the names of the Councillors voting for an against all Motions and of those who are
ahsent for the vote;

any abstentions made under the Municipal Government Act by a Councillor and the
reasons for the abstention; and

5. the signatures of the presiding officer and the Town Manager .
Adoption of Minutes

The Minutes of each meeting must be circulated prior to the meeting at which they are to be adopted.
If there are errors or omissions, Council must:

1. pass a Motion to amend the Minutes; and
2. adopt the Minutes as amended.
If there are no errors or omissions, Council must adopt the Minutes as presented.
Recording of Meetings
Except for portions of regular Council meetings held ‘in camera’ and some Special Council meetings, the

Town Manager will make a re-playable audio/video recording of all Council meetings. No one shall be
entitled to make any changes to the recordings.

Recordings may only be transcribed by Resolution of Council unless they are required by Council as a
whole. Any transcript of the recordings authorized by Council must be prepared under the direction of
the Town Manager. Anyone other than a Councillor requesting a transcript will be required to pay a fee
established by the Town Manager.

The Town Manager must retain all audio/video recordings of regular Council Meetings for three (3)
years from the date of the meeting.
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RULES GOVERNING DEBATE

Order of Speakers
The Chair will determine the speaking order when two (2} or more Councillors wish to speak, subject to
Challenge.

Address Presiding Officer
Councillors must address the Chair when speaking.

Interruptions
Councillors who have been assigned their turn to speak may only be interrupted by other Councillors,
including the Chair,:

1. when a Councillor is discussing a subject and no Motion is on the floor;
when a Councillor has exceeded the time limit to speak;
by a call for Orders of the Day;
by a Point of Privilege;
by a Point of Order;
by an objection to the consideration of a Motion; or

7. by a Challenge.

Councillor Called to Order

A Councillor who is called to order must immediately stop talking, but must be given an opportunity to
Challenge before debate is closed. Council will decide the Challenge without debate.

Prohibited Acts
Councillors must not:

speak disrespectfully of the Sovereign or any of the Royal Family, or of the Governor
General or of the Lieutenant Governor, or of any member of any other governing body

of Canada or Council;

use offensive words in Council Chambers;
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discuss a vote of Council, unless to move to reconsider, renew or rescind;
break the rules of Council or disturb the proceedings; or

disobey the decision of the Chair or of the Council on any question of order, practice or
interpretation.

Request to have Motion Considered
A Councillor may require that the Motion being considered be read at any time during debate, but must
not interrupt the speaker.

Number of Speakers
Councillors may speak only twice on any Motion, once in debate and once to ask questions. However,

Council may give permission to speak again.

Time Limits
Each Councillor may speak for only five {5) minutes:

1. by asking questions on a Motion;
in debate on a Motion;
by asking questions on an amendment;
in debate on an amendment; and
in reply, when'the Councillor is the mover of the Motion;
unless Council gives permission, by a two-thirds vote, to speak for an additional five (5) minutes.
Opportunity to be Heard

Each Councillor will be given an opportunity to speak to a Motion before it is put to a vote, unless a
Motion is passed to limit or end debate.
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VI. MOTION PROCESS

Notice of Motion
A Councillor may make a Motion introducing a new matter only if:

1. notice is given at a Council meeting held at least seven (7) clear days before the meeting
and a legible copy of the content of the notice is made available to the Town Manager;
or

Council passes a Special Resolution dispensing with notice.

Detailed Notice of Motion

A notice of Motion must give sufficient detail so that the subject of the Motion and any proposed action
can be determined, and it must state the date of the Meeting at which the Motion will be made. A
notice must be given without discussion of the matter, but any written copies distributed may inciude
explanatory paragraphs.

Delay in Presenting Motion
If a Motion is not made at the meeting indicated in the notice, it will appear on the Agenda for, and may

be made at any of the next two (2) regular meetings. After the third regular meeting, it will be removed
from the Agenda and may only be made by a new notice of Motion.

Style and Presentation of Motions

All Motions must be concise and unambiguous and must either be given in writing or dictated to the
Town Manager. No Motion bringing a new matter before Council may be made while any other Motion
is pending.

Recommendations are Not Motions
A Motion must be made on any Agenda item before it is discussed. A recommendation in a report does
not constitute a Motion until a Councillor has expressly moved it.

Withdrawal of a Motion
Once a Motion has been moved and stated by the Chair it is in the possession of Council and may not be
withdrawn without unanimous consent of all Councillors present at the meeting.

Repeating Motions
A Motion which has been superseded or withdrawn has not been in the possession of Council and may

be repeated unless it has been ruled out of order because it is improper.
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Put by the Chair
All Motions must be put by the Chair before a vote is taken.

Postpone a Motion Indefinitely
A Motion to postpone indefinitely is debatable and debate may deal with the merits of the Motion being
postponed.

A Motion postponed indefinitely may only be brought back after:
1. more than one (1) year from the date of the postponement has passed;
a General Municipal Election; or
a Special Resolution is passed allowing it to be brought back.

Postpone a Motion to a Definite Time

A Motion to postpone to a definite time may be made at any time during debate. The Motion to
postpone to a definite time is only debatable as to advisability of the postponement and is amendable
only as to the time specified.

If a Motion is postponed to a definite time it will take priority over all other unfinished business at that
time, but it may not be brought back before that time without a Special Resolution.

Amendments
An amendment proposed to a Motion must be relevant to its subject matter and must not propose a
direct negative of the Motion.

Amendment to Amendments

Only one (1) amendment to a Motion may be before a meeting at any time, but an amendment to the
amendment may be before the Meeting at the same time. The amendment to the amendment must be
voted on before the amendment.

An amendment to an amendment must be relevant to the amendment.

Debatability of Amendments
Councillors may debate the merits only of the amendment, not the merits of the Motion it is applied to.
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Referral Motions
A Councillor may move to refer any Motion to the appropriate Council Committee or to Administration
for investigation and report, and the Motion to refer:

1. will preclude all further amendments to the Motion;
2. is debatable; and

may be amended only as to the body or membership of the body to which the Motion is
referred and the instructions on the referral.

Response to Referral
When a response to a referral is before Council, the Motion under consideration will be the Motion

which is referred, including any amendments made prior to the referral.

Status Report on Referrals
If a Council Committee or Administration is unable to present a report within the time required, the
Chair of the Council Committee or the Town Manager must provide Council with a verbal status report.

Referrals Refused by the Chair
The Chair may refuse to accept a Motion to refer, which would have the effect of defeating the Motion
to which it applies (for example, due to time constraints).

Limiting or Ending Debate
Any Motion to limit or end debate, including a Motion for the previous questions,:

1. cannot be debated;
must be passed by a two-thirds vote; and
may only be amended as to the limit to be placed on the debate.
Motion for the Previous Question

If the previous question is moved, the Chair must state that the previous question has been moved and
immediately take the vote on the Motion for the previous question.

Unless a Motion to table is made, when a Motion for the previous guestion is carried, the Motion to
which it applies must be put without further debate or amendment.

Motion to Table
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A Motion may be tabled to enable Council to deal with other more pressing matters. A Motion that has
been tabled may be brought back at any time by a majority vote and when brought back, it will take
precedence over other new Motions.

All Connected Motions Tabled

A Motion to table is not debatable and takes precedence over all other Motions connected with the
Motion being tabled, which are tabled along with the Motion.

Take from the Table
Any Councillor may move to take a Motion from the table, provided no other Motion is on the floor.

A tabled Motion is brought back with all of the Motions connected with it, exactly as it was when laid on
the table,

The Motion to take from the table is not debatable or amendable and requires only a majority vote.

If a Motion to take a Motion from the table is defeated, it may only be made again after other business
has intervened.

A Motion may be taken from the table at any regular Meeting, but not at a Special Meeting unless prior
notice was given.

If a question is not taken from the table:

1. within one (1) year after the date that it was tabled; or

2. prior to the General Municipal Election held after it was tabled.
it may not be taken from the table but may be made only as a new Motion.
Motions Disallowed

If a Motion is contrary to the rules and privileges of Council, the Chair may refuse to accept it and must
cite the rule or authority applicable without other comment.

Privileged Motions
The following Motions are privileged Motions and may, if the Chair determines that they are of
overriding importance, interrupt the debate on another Mation:

1. a call for Orders of the Day;

a Point of Privilege;
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a Motion to excuse a Councillor from voting;
a Motion to recess;
a Motion to adjourn; and

6. a Maotion to fix the time to adjourn.

Point of Privilege
A Councillor may raise a Point of Privilege to remedy any pressing situation at any time. The Chair must

immediately decide whether to accept the Point of Privilege. If accepted, it must be dealt with
immediately.

Motion on Point of Privilege
f a Motion is made resulting from an accepted Point of Privilege, it is not debatable or amendable.

Any Councillor may move that Council recess for a specific period. After the recess, business will be
resumed at the point when it was interrupted. This Motion may not be used to interrupt a speaker.

A Motion to recess may be amended only as to length of time, but neither the Motion nor the
amendment are debatable.

Obijection to Consideration of a Motion
A Councillor may move to object to the consideration of a Motion prior to any debate on the Motion
and the Chair must state the question “Will the Motion be considered?”

A Motion to object to the consideration of the Motion is not debatable or amendable. The Motion
objected to will be heard unless there is a two-thirds vote against hearing it.

If Council passes a Motion to object to the consideration of a Motion, the Motion objected to may be
brought before Council only by renewal in accordance with this Policy.

Dividing Motions into Parts
A Councillor may request that a Motion be divided if it contains parts which stand as complete
propositions. Council must then vote separately on each proposition.

Motions Previously Considered
Once Council has dealt with any matter, a Motion that would have a similar result may not be made.

Reconsidering Motions
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A Councillor who voted with the prevailing side may move to reconsider a Motion only at the same
meeting or during any continuation of the meeting at which it was decided.

Reconsideration Not Allowed
A Maotion to reconsider may not be applied to:

1. any vote which has caused an irrevocable action; or
2. a Motion to reconsider.
A Motion to reconsider is only debatable when the Motion being reconsidered is debatable.
Rescinding and Renewing Maotions
A Motion to rescind a Motion which has been passed or to renew a defeated Motion may be offered

subsequent to the meeting at which the Motion was passed or defeated if the rescinding or renewal
Motion is:

made by a Councillor who voted with the prevailing side;
brought more than one (1) year after the date of the original Motion; or

brought after a General Municipal Election which has taken place since the date of the
original Motion.

Notice of Rescission or Renewal
Notice of a Motion to rescind or renew a Motion must be given or dispensed with pursuant to provisions
of this Policy.

Rescission Not Allowed
No Motion to rescind may be made when:

1. a vote has caused an irrevocable action; or
a decision has been made to rescind or reconsider a Motion.

Motions for Adjournment Process

Adjournment
A Motion to adjourn is not debatable or amendable. Council will take up a Motion pending at the time

of adjournment as the first item under unfinished business at the next Meeting.
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Notices of Motion Given Prior to Adiournment
Before putting the Motion for adjournment, the Chair must allow an opportunity for any notices of
Motion to be given.

Adjournment of Regular Meeting
A Motion to adjourn a regular meeting requires a majority vote, unless Orders of the Day provide for a
later adjournment and business remains unfinished, in which case, a two-thirds vote is required.
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Vil.  VOTING PROCESS

Motion Carried
A Motion will be carried when a majority of Councilors present at a meeting vote in favour of the
Motion.

Tie Vote
A Motion is lost when the vote is tied.

Failure to Vote
Any Councillor who fails to vote will be recorded as having voted in the affirmative, unless a statute
expressly allows or requires an abstention.

Loss of Quorum

If a Motion cannot be voted on because there would be no quorum due to any abstention allowed or
required by statute, then the matter will be dealt with as unfinished business and proceeded with at the
next regular Meeting of Council. If Council is unable to achieve quorum at any meeting on an issue due
to allowable abstentions, then Council must ask the Minister of Municipal Affairs for an Order under the
Municipal Government Act.

Voting Procedures
Votes on all Motions must be taken as follows:

Councillors must be in their designated Council seat when the Motion is put;
the Chair must put the Motion;

Councillors must use the electronic or computerized voting system, if it is available;

if the electronic or computerized voting system is unavailable, votes must be taken by
show of hands, unless a Councillor is participating by using a communication facility, in
which case he or she may vote verbally; and

5. the Chair must declare the result of the vote.

No Change to Vote
After the Chair declares the result of a vote, Councillors may not change their vote for any reason.

Silence Once Question is Put

From the time the question is put by the Chair until the result of the vote is declared, Councillors must
be silent and must not leave their seats,
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Vill. DUTIES OF THE CHAIR

Chair to Maintain Order
The Chair must preserve order and decorum and decide all questions of procedure.

Citing Reasons for Decisions
When the Chair makes a decision on a question of procedure, except a Parliamentary Inquiry, he or she
must provide a reason for the decision.

Leaving Chair
If the Chair wishes to leave the chair for any reason, he or she must call on the Deputy Mayor, or in his
or her absence, the Acting Mayor, or in the absence of both, any other Councillor, to preside.

Granting Permission to Approach Council
Anyone who is not a Councillor is not allowed to approach the Council bench or to speak to any
Councillor without the Chair's permission

Rulings of the Chair

Point of Order
A Point of Order which requires immediate attention may interrupt a speaker and is not debatable or

amendable. The Chair must rule on a Point of Order and no vote will be taken unless there is a
Challenge.

Motion to Challenge
Any ruling of the Chair may be challenged.

A Motion to Challenge may be made only at the time of the ruling, whether or not another speaker has
the floor.

A Motion to Challenge is debatable unless it relates to decorum, the priority of business or an
undebatable pending Motion.

If a Motion is made to Challenge, the Chair must state the question “Is the ruling of the Chair upheld?”,
and may participate in debate on the Challenge without leaving the Chair,

If the Chair refuses to put the question on a Challenge, the person who would preside if the individual
occupying the Chair were absent must put the question to Council.

Unless there is a two-thirds vote against it, the ruling of the Chair will be upheld.
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IX. DISCIPLINARY PROCEDURES

Calling Councillor to Order
The Chair may cali to order any Councillor who is out of order.

Naming a Councillor for an Offence
When a Councillor has been warned about breaches of order but continues to engage in them, the Chair

may name the Councillor by stating his or her name and declaring the offence. The Town Manager must
note the offence in the Minutes.

Effect of Naming Councillor
If a Councillor who has been named:

apologizes and withdraws any objectionable statements then:
that Councillor may remain and continue participating in the Meeting; and

the Chair may direct that the notation of the offence be removed from the
Minutes; or

fails or refuses to apologize, then that Councillor must immediately leave Council
Chambers and Council must vote on a Motion to expel that Councillor.

A Motion to expel must be decided without debate.

Removal of Councillor
If a Councillor has been expelled from a meeting, that Councillor must then immediately leave Council

Chambers. The Chair may order the RCMP to remove an expelled Councillor if that Councillor does not
leave voluntarily.

Disturbance by Public
The Chair may order any member of the public who disturbs the proceedings of Council by word or

actions to be expelled. A person who refuses to leave is guilty of an offence and the Chair may order the
RCMP to remove the person.
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PUBLIC AND PRIVATE MEETINGS

Public Meetings
Council and Council Committee meetings will be held in public and no person may be excluded except
for improper conduct.

Private Meetings

Council or a Committee may, by Resolution, meet privately to discuss any matter within the following
categories:

1. commercial information that, if disclosed, would:
likely prejudice the commercial position of the person who supplied it;
prejudice the Town's activities or negotiations;
allow the information to be used for improper gain or advantage; or
d. reveal a trade secret;
confidential information that, if disclosed, would:
likely prejudice the future supply of similar information or advice;
prejudice the Town's activities or negotiations;
prejudice health and safety;
improperly pressure or harass Councillors or employees; or
e, breach legal professional privilege;
personal information about identifiable individuals, unless it is disclosed:
for the purpose obtained;
for a consistent purpose; or

it must be disclosed for the Town to carry out its duties and functions;
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deliberative information and draft reports that will likely be publicly released in final
form in due course;

information that, if disclosed, could prejudice security and maintenance of the law;
information about assessments and taxes;

information placed before a Council or a Council Committee Meeting that is closed to
the public, when the information will later be placed before a Meeting in public; and

8. information that cannot be released under any statute.
No Resolutions in Private

The only Resolution that can be passed in a private Council or Committee meeting is a Resolution to
revert to a public meeting.
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Xl COMMITTEE OF THE WHOLE PROCESS
(COMMONLY REFERRED TO AS ‘GOVERNANCE AND PIRIORTIES (“G&P”) COMMITTEE’)

Motion to Resolve into G&P Committee
Any Councillor may move that Council resolve into a G&P Committee to consider any matter.

Chair of the G&P Committee

If the Motion to resolve into a G&P Committee is carried, the presiding officer will leave the chair and
call upon the Deputy Mayor, or in his or her absence, the Acting Mayor, or in the absence of both, any
other member of Council, to preside over the G&P Committee.

Quorum

Quorum of G&P Committee is majority of Councillors.

Rules of Procedure in a G&P Committee Meeting
Procedures in a G&P Committee meeting only differ from Council’s in that:

1. Councillors may speak more than once, provided that all Councillors who wish to speak
to the matter have been permitted to speak;

The proceedings will not be recoded except the report to Council;

The only Motions permitted are:
to adopt reports or recommendations and to recommend amendments;
to amend its own reports or recommendations;
to rise without reporting; or

to rise and report.

Rise and Report
A Motion to rise and report may be made at any time and must be decided upon or will be considered

lost.

Rise without Reporting

A Motion to rise without reporting is always in order and takes precedence over any other Motion when
Council is in a G&P Committee. Debate is allowed and, if the Motion to rise without reporting is passed
by a two-thirds vate, the Motion that was on the floor is lost, the presiding officer will take the chair and
the Council meeting will resume.
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Adopting Recommendations
Any Councillor may move to adopt the recommendations of the G&P Committee and debate will only be
allowed on any amendment proposed by the G&P Committee.
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X1. COUNCIL COMMITTEES

Establishing Committees
Standing Committees of Council will be established and appointed each year at the October
Organizational Meeting.

Appointing Special Committees
Council may appoint Special Committees of one (1) or more Councillors to undertake specific tasks.

Appointing Council Committees
Council may appoint Council Committees comprised of Councillors, Town employees, or any other
individuals to investigate and report to Council or a Standing Committee about any matter.

Council Respeonsibilities on Appointing Committees or Task Forces
When a Special Committee or Council Committee is appointed, Council must:

1. name it;
establish Terms of Reference;

establish the term of appointment, or direct that the Special Committee or Task Force
exists at the pleasure of Council;

establish requirements for reporting to Council or a Standing Committee; and
allocate any necessary budget or other resources.

Membership of Standing Committees
Committees will be as per a Resolution or a Bylaw set by Council.

Membership will rotate among Councillors, except the Mayor, so that during a term of office, each
Councillor, except the Mayor, serves for a total of not less than one (1) year on a Committee.

If a Councillor vacates the office of Councillor during the term of office:
1. the person elected as Councillor in a by-election must take the place of the vacating

Councillor in the rotation schedule of Committee membership until the next General
Municipal Election; or

if no by-election is held, Council may appoint another Councillor to fill the vacancy.
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All Councillors may attend any meeting of a Standing or Special Committee and participate in debate,
but may not make Motions or vote.

Quorum

Quorum of Committee is a majority of members,

Mavor is Ex Officio Member

The Mayor is a member, by virtue of office, of all Committees unless Council has decided that the Mayor
is an actual member of that particular Committee. If the Mayor is a member by virtue of office and is
present at a Committee Meeting, the Mayor must be counted to determine quorum and has all of the
rights and privileges of the other Committee members, including the right to make Motions and to vote,

Alternate Members for Quorum

If quorum is not possible because of the absence of one (1) or more members of a Standing or Special
Committee, any Councillor present at the Standing or Special Committee meeting will become an
alternate member of the Committee and will be counted to determine quorum. If more than one (1)
Councillor is present, priority for selection as an alternate member will be determined in accordance
with the Deputy Mayor rotation schedule, beginning with the Deputy Mayor. Alternate membership will
cease when there is a quorum of members regularly appointed under this Policy.

Authority of Standing Committees
Standing Committees have full authority to exercise or perform any power or duty delegated by
Resolution or Bylaw.

Direct Reporting to Council
Any Standing Committee may submit its reports directly to Council. Reports will be included in regular
Council Agendas for acceptance as information.

Appropriate Funding
Standing Committees must not appropriate, expend or direct the expenditure of any money not
provided for in the budget approved by Council or by a special or supplementary budget adjustment
approved by Council.
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Xlll.  BYLAWS

Notice of Proposed Bylaw

The Bylaw number and the short title of a proposed Bylaw must be included on the Agenda, and the
Town Manager must provide all Councillors with a copy of the proposed Bylaw prior to any Motion for
first reading.

First Reading

A proposed Bylaw must be introduced at a Council meeting by a Motion that “Bylaw Number (specify
the number assigned by the Town Manager) be given first reading”. Council may hear an introduction of
the proposed Bylaw from Administration.

Second Reading
After first reading has been given, any Councillor may move that “Bylaw Number (specify the number
assigned by the Town Manager) be given second reading”.

Third Reading
After second reading has been given, any Councillor may move that “Bylaw Number (specify number
assigned hy the Town Manager) be given third and final reading”.

Number of Readings Allowed at a Meeting
Council may not give a Bylaw more than two (2) readings at a meeting unless all Councillors present at
the meeting vote in favour of allowing a third reading at the meeting.

Failure of a Reading
If any reading of a proposed Bylaw fails:

1. any previous readings are rescinded; and

first reading of the proposed Bylaw may not be dealt with again except in accordance
with the Municipal Government Act.

Effective Date
A Bylaw is effective from the beginning of the day it is given third reading and signed, unless the Bylaw
or any applicable statute provides for another effective date.

Signing and Sealing Bylaws
The Mayor or presiding officer must sign and the Town Manager, or person acting as Town Manager at
the meeting, must sign and seal the Bylaw as soon as reasonably possible after third reading is given,
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Amendment and Repeal
Once a Bylaw has been passed, it may only be amended or repealed by another Bylaw made in the same
way as the original Bylaw, unless another method is specifically authorized by statute.
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Xiv. STATUTORY AND NON-STATUTORY HEARINGS
Non-Statutory Hearings

Persons Wishing to Address Council

If a person or an organization wishes to speak to Council or a Committee on any matter for which a
Public Hearing is not required by statute, that person must notify the Town Manager in writing and must
state the reason for the request to speak.

Referral by Town Manager
After receiving the request to speak, the Town Manager must:

1. refer the request to Administration for a report; and

arrange for the request to be considered in conjunction with the appropriate Agenda
item.

Council Consideration of Request
Council may:

1. refer the matter to a Committee for a Hearing; or

determine whether to hear the person or an individual authorized to speak on behalf of
an organization.

Committee Consideration of Request
A Committee must hear any person referred to it by Council. A Committee may refuse to hear a person

making a direct request to be heard by that Committee.

Procedural Rules for Non-Statutory Hearings
After a Motion on a matter has been made and stated by the Chair, the following procedures will apply
to non-statutory Hearings before Council or any Committee:

1. Administration will introduce the matter;
any Councillor may move that “(name of person) be heard”;

if the Motion to hear the person is passed, that person will be allowed five (5} minutes
to speak to the matter;
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if more than one (1) person is to be heard, those in favour will speak first, followed by
those opposed;

after a person has spoken, any Councillor may ask the speaker relevant questions; and

any Councillor may ask Administration relevant questions after all persons granted
permission to speak have spoken.

Statutory Hearings
Statutory Hearings Which May be Delegated by Council

When Council is permitted to delegate a hearing by statute, Council may delegate the responsibility to
hold the Hearing to any Committee.

Time for a Statutory Hearing on a Bylaw
The Statutory Hearing on any proposed Bylaw or Resolution must be held before the Chair has put the

Motion for second reading.

Rules for Statutory Hearings
Following the opening of a Statutory Hearing, the Chair must ask if anyone is present to speak to the
proposed Bylaw or Resolution, and call for comments from the floor.

When No Speaker Present

If no one is present to speak to a proposed Bylaw which requires a Statutory Hearing, Council may see or
hear any written submissions received by Administration. The Chair shall then declare the Statutory
Hearing closed.

After the close of the Statutory Hearing, upon a Motion regarding the issue being made, Council may
debate the proposed Bylaw or Resolution and may:

1. pass the Bylaw or Resolution;

make any necessary amendments to the Bylaw or Resolution and pass it without further
advertisement or Hearing;

table the Bylaw or Resolution for decision at a future meeting; or
4, refuse the Bylaw or Resolution,

Abstention
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A Councillor who was absent for all of a public Statutory Hearing on a proposed Bylaw or Resolution
must not vote; a Councillor who was absent for a_portion of a Statutory Hearing may choose not to vote.
If a Councillor does not vote, the abstention must be recorded.

Representatives

Written Authorization to Speak for Another

If a person is unable to attend a Hearing, that person may authorize an individual to speak on his or her
behalf. The authorization must:

be in writing;
name the individual authorized to speak;
indicate the proposed Bylaw to be spoken to; and
4, be signed by the person giving authorization.
Statement of Authorization

The authorized speaker must state the name of the person that the speaker represents and must
present the written authorization to the Town Manager.
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XV, COMMUNICATIONS

Reguirements for Written Communication

Any written communication intended for Council or a Committee, which reaches the Town Manager
must:

be legible and coherent;
be signed by at least one person who provides a printed name and address;
be on paper; and

4. not be libelous, impertinent or improper.

Town Management to Process Communitations
The Town Manager shall:

1. refer the communication to Administration for a report or a direct response, and inform
the Councillors;

if it relates to an item already on an Agenda, deliver a copy of the communication to
Councillors with the Agenda or at the meeting;

send a copy of the communication or a summary of it to all Councillors; or
4, take any other appropriate action on the communication.
Advise Communicator

The Town Manager must make reasonable efforts to respond to the person sending the communication
and to advise that person of any action taken on the subject of the communication.

Debate on Communications
Council may:

1. direct that any communication being withheld be forwarded to Council;
refer any communication to Administration for a report; or

give other instructions on the communication;
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hut they may not debate the subject of a communication without a two-thirds vote in favour of debate
or without prior notice.

Petitions

Any matter required to be brought to Council by way of a Petition must be supported by a Petition that
complies with the Municipal Government Act or other applicable legislation.

Councillor’'s Communications
Councillors may present in writing:

1. Notices of Motion; and
Reports on any meetings attended or matters dealt with at the request of Council;

for inclusion on the Agenda, but they may not present any other written communications prepared by
them or on their behalf.
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Definitions:
Within this Policy the following definitions shall apply:

1. Administration includes any and all individuals appointed as department managers or
supervisors for the Town of Drayton Valley;

Council means the Council of the Town of Drayton Valley

Executive Assistant means the individual appointed to provide administrative support to the
office of the Town Manager;

Orders of the Day means the order of business and time schedule for a Meeting of Council or a
Standing Committee.
Example: Call to Order
Adopt Agenda
Adopt Minutes
Urgent Matters — Protocol Items
Scheduled Delegations
Unfinished Business — Protocol ltems
Unfinished Business
New Business
Decision Iltems
Notices of Motion
Administrative Reports
Responses to and Status Report on Administrative Reports
Councillor/Committee Reports
Adjournment

Naotice of Motion means written notice required for the following motions or items of business
to be presented by a Councillor:
a. motions for leave to present a Bylaw;
b. motions for the appointment of a committee;
motions for concurrence in committee reports;

motions of instruction to committees;

items to be considered during Committee of the Whole or in-camera sessions; and
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motions dealing with the conduct of the Mayor, Council(lors) or the Town Manager,

Paint (or question) of Privilege means a request made to the Chair or Council on a matter related
to the rights and privileges of Council or individual Councillors which include:

organization or existence of Council;

comfort of Councillors;

conduct of Town officials, employees or members of the public in attendance at the
meeting;

accuracy of the reports of Council’s proceedings; and
reputation of Councillors or Council.

Rise or Motion to Rise means, in respect to any standing Committee or special Committee, to
cease functioning as a Committee, preparatory to making its final report to Council and go out
of existence; In relation to Committee of the Whole (or Governance and Priorities Committee)
the word rise applies to the Committee returning to the status of a Council meeting, whether
that is anticipated to be temporary or permanent.

Town Manager means the individual appointed by Council to the position of Chief
Administrative Officer for the Town of Drayton Valley or his or her appointed designate.

%&-—

/Mavor
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