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         E: purchasing@wilmot.ca 
      

         
RFP 2025-03 

Chief Administrative Officer Recruitment 
 

ELECTRONIC PROPOSAL SUBMISSIONS ONLY, shall be received by the Bidding 
System, no later than 12:00 (NOON) local time, on DATE TBD BY COUNCIL.  

 
Bidders are cautioned that the timing of their Bid Submission is based on when the Bid 
is RECEIVED by the Bidding System, not when a Bid is submitted by a Bidder, as Bid 
transmission can be delayed in an “Internet Traffic Jam” due to file transfer size, 
transmission speed, etc.   
For the above reasons, the Township recommends that Bidders allow sufficient time to 
upload their Bid Submission and attachment(s) (if applicable) and to resolve any issues 
that may arise.  The closing time and date shall be determined by the Township’s 
Bidding System web clock. 
Bidders should contact the Supervisor of Procurement listed below, at least twenty-four 
(24) hours prior to the closing time and date, if they encounter any problems. The 
Bidding System will send a confirmation email to the Bidder advising that their bid was 
submitted successfully.  If you do not receive a confirmation email, contact the 
Supervisor of Procurement immediately. 
Late Bids shall not be accepted by the Township of Wilmot’s Bidding System. 

To ensure receipt of the latest information and updates via email regarding this bid or If 
a Bidder has obtained this Bid Document from a third party, the onus is on the Bidder to 
create a Bidding System Vendor account and register as a Plan Taker for the bid 
opportunity at http://bids.wilmot.ca 

As its best interest may appear, the Township of Wilmot reserves the right to, at any 
time during the selection process, reject any or all bids, either in whole or in part. 
 
Marzena Kutnik 
Supervisor of Procurement 

http://bids.wilmot.ca/
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1. Proposal Submission Instructions 

Township of Wilmot (the Owner) shall only accept and receive Electronic Bid submissions 
through the Owner’s Bidding System, hereafter called the “BIDDING SYSTEM”. 

HARD-COPY BID SUBMISSIONS SHALL NOT BE ACCEPTED. 

The cost proposal must be submitted separately, as outlined within the online bidding system. 
Quality factor scores will be finalized based on material included in the proposal submissions. 
The cost proposal envelopes will only be opened and scored after the quality factor scores 
have been finalized. The successful proponent will be the one with the highest overall score. 

Note that proponents who include their cost proposal within the technical requirements may be 
disqualified. 
The Township of Wilmot (“the Township”) is not liable for any costs incurred by interested 
parties in the preparation of their response to this Request for Proposal or interviews, oral 
presentations, on-site demonstrations, etc.  Furthermore, the Township of Wilmot shall not be 
responsible for any liabilities, cost, expenses, loss or damage incurred, sustained or suffered 
by any interested party, prior to or subsequent to, or by reason of the acceptance or non-
acceptance of the response. Once received, submissions become the property of the 
Township. 
1.1 Inquiries and Addendum 
To help ensure uniformity, questions which arise during the bid period, must be submitted 
using the “Submit a Question” button on the http://bids.wilmot.ca web page. NOTE: ONLY 
REGISTERED PLAN TAKERS WILL BE PERMITTED TO SUBMIT A QUESTION/INQUIRY. 
These questions and their respective answers shall be written and posted on the Township 
Website, for all potential Bidders to review prior to closing.  Any questions occurring during 
Bidder’s meetings, site visits or information sessions will be treated in the same fashion, where 
possible.  Questions that are received within 48 hours of closing will not be guaranteed to 
receive a response. 
Under no circumstances will meetings related to this RFP be held with individual Proponents 
prior to the closing date and time of this Request for Proposal. Non-compliance with this 
condition may (for that reason alone) result in disqualification of the Proponent’s submission. 
Should it become necessary to provide additional information, or make changes to the 
proposal document, written addenda will be posted onto the bidding system at least forty-eight 
(48) hours prior to the closing date and time. 
The Township may provide additional information, clarification or modification by written 
addenda.  All addenda shall be incorporated into and become part of this Request for 
Proposal.  The Township shall not be bound by oral or other informal explanations or 
clarifications not contained in written addenda. 
 

http://bids.wilmot.ca/
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The Township of Wilmot reserves the right to request proponents to: 
a. Provide additional information; 
b. Modify submissions in areas considered to be deficient; 
c. Address specific requirements not accurately covered in their initial submissions; 
d. Substitute components where The Township of Wilmot considered that an 

alternative may be more suitable; and/or 
e. Provide further references. 

 
Bidders shall acknowledge receipt of any addenda when submitting their Bid through the 
Bidding System.  Bidders shall check a box for each addendum/addenda and any applicable 
attachments that has been issued before a Bidder can submit their Bid submission online.  
Addendum/Addenda will typically be issued through the Bidding System, Forty-eight (48) 
Hours prior to Closing Time and Date.  
In the event an addendum is issued within Forty-eight (48) Hours prior to Closing Time and 
Date, it may include an extension of the Closing Time and Date. It is the responsibility of the 
Bidder to have received all Addendum/Addenda that have been issued. Bidders should check 
online at http://bids.wilmot.ca prior to submitting their Bid and up until Bid closing time and date 
in the event additional addendums are issued. 
The Township of Wilmot encourages Bidders not to submit their Bid prior to forty-eight (48) 
hours before the Bid closing time and date, in the event that an addendum is issued.  If a 
Bidder submits their bid prior to this or at any time prior to the bid closing and an 
addendum/addenda is issued by the Township of Wilmot, the Bidding System shall 
WITHDRAW their Bid submission and change their Bid submission to an INCOMPLETE 
STATUS (NOT accepted by the Owner).  The Withdrawn Bid can be viewed by the Bidder in 
the “MY BIDS” section of the Bidding System.  
The Bidder is solely responsible to: 

i) make any required adjustments to their Bid; and  
ii) acknowledge the addendum/addenda; and 
iii) Ensure the re-submitted Bid is RECEIVED by the Bidding System no later than 

12:00 p.m. (noon) local time, on the Bid Closing Date. 

NOTE: Additional company contacts are recommended for the reasons outlined below: 
i) Do not invite any additional contacts that you do not want to have access to view, 

edit, submit and/or withdraw or who may be in direct competition for example (a 
company may have two divisions that could compete for the same Bid Opportunity). 

ii) You are strongly urged when creating or updating a Bidding System Vendor account 
to add additional company contacts to create their own login to the Bidding System. 
This will permit your invited contacts that have created their own login to manage 
(register, submit, edit and withdraw) Bids which your Company is a Registered Plan 
Taker for.  In the event you are on vacation, or due to illness, etc. these additional 
contacts may act on your Company’s behalf and have the authority to; receive 
addendum notifications from the Bidding System, and where permitted by the terms 

http://bids.wilmot.ca/
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and conditions of the Bid Call Document, to submit Bids electronically through the 
Bidding System and/or withdraw and/or edit and/or acknowledge 
addendum/addenda, on your behalf.   

iii) If you are an invited company contact it is imperative that you create your login from 
the link contained in the email invitation.  Do NOT go directly to Township of Wilmot 
website and create a separate vendor account. 

1.2 Right to Withdraw / Edit 

Bidders may edit or withdraw their Bid Submission prior to the closing time and date.  
However, the Bidder is solely responsible to: 
i) Ensure the re-submitted bid is RECEIVED by the Bidding System no later than 12:00 pm 
(Noon) local time, on the Bid Closing Date 
1.3 Clarification 
It is the responsibility of each Proponent to inquire about and clarify any requirements of this 
Request for Proposal which are not understood. 
Proponents must obtain their own information on all matters and things that may in any way 
influence them in developing their proposals. 
The Proponent must satisfy themselves in all respects as to the risks and obligations to be 
undertaken by them. 
1.4 Conflict of Interest 
Each Proponent shall declare to the Township as part of their proposal any situation that may 
be either a conflict of interest or a potential or perceived conflict of interest with the contractual 
obligations of their proposal.  In the event that a conflict of interest exists the Township 
reserves the right to reject the Proponent’s submission or to otherwise require measures to be 
taken by the Proponent to mitigate the conflict. 
No member of the Township and no officer or full-time staff member of the Township are, will 
be, or shall become interested, directly or indirectly, as a contracting party, partner, 
stockholder, surety or otherwise in the performance of any contract resulting from this 
solicitation or in the supplies, work or business in connection with any such contract or in any 
portion thereof, or in any monies to be derived therefrom. 
1.5 Bribery and Collusion 

Should a Proponent or any of their agents give or offer any gratuity to or attempt to bribe any 
member of the Township, or attempt to commit fraud, the Township shall be at liberty to reject 
the Proponent’s submission or cancel the contract. 
The Proponent further acknowledges that their proposal is made without any connections, 
knowledge, and comparison of figures or arrangements with any other company, firm or 
person making a proposal for the same work and is in all respects fair and without collusion or 
fraud. 
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1.6 Bid Closing Time and Date 

All Bidders shall have a Bidding System Vendor account and be registered as a Plan Taker for 
this Bid opportunity, which will enable the Bidder to download the Bid Call Document, to 
receive Addenda/Addendum email notifications, download Addendums and to submit their bid 
electronically through the Bidding System.   
Bid submissions shall be received by the Township of Wilmot’s Bidding System not later than 
(Noon) 12:00 p.m. Eastern local time, on the specified closing date.  
The closing time shall be determined by the Bidding System web clock. 
Bidders are cautioned that the timing of Bid Submission is based on when the Bid is 
RECEIVED by the Bidding System, not when a Bid is submitted by a Bidder, as Bid 
transmission can be delayed in an “Internet Traffic Jam” due to file transfer size, transmission 
speed, etc.   
 
  



   
 

***This information is available in accessible formats upon request*** 
 

  Page | 8  
Wilmot is a cohesive, vibrant and welcoming countryside community  RFP 2025-03 
 

 
 

2. Scope of Work and Services 
 
2.1 Background 

The Township of Wilmot is a lower-tier rural Township within the Regional Municipality of 
Waterloo’s two-tiered system. Wilmot is a cohesive, vibrant, countryside community with a rich 
history rooted in agriculture. The majority of the Township’s residents reside in New Hamburg 
and Baden, along with the smaller communities of St. Agatha, Petersburg, Mannheim, New 
Dundee, Philipsburg, Shingletown, Wilmot Centre, Haysville, Luxemburg, Lisbon, Sunfish Lake 
and Foxboro Green. Wilmot’s current population is 22,000 and is projected to rise to 28,500 by 
2031. The Corporation of the Township of Wilmot currently employs 39 full-time staff and up to 
150 seasonal and part-time staff. In 2024 the corporation’s operating budget was 27.2M, and 
the Township of Wilmot’s Council approved their 2024-2027 Strategic Plan in October 2024.   
 
The Township of Wilmot’s Council Members are seeking to retain the services of a qualified, 
executive-level recruiting firm to lead the process of hiring a Chief Administrative Officer (CAO) 
who will support Council in the implementation of their strategic goals, manage the effective 
operation of the Township, implement council’s decisions, and to establish administrative 
practices and procedures to carry out council’s decisions.  
 
2.2 Scope of Work 

The successful proponent will consult with the Township of Wilmot’s Council Members, 
consisting of the Mayor and five members of council, to review the existing job description, 
develop a recruitment plan, develop interview questions, conduct interviews and coordinate 
final candidate selection.  
 
In accordance with the Township of Wilmot’s Procedural Bylaw 2024-42, all meetings between 
council and the proponent will be conducted as formal Council Meetings in either open or 
closed session.  
 
2.3 Services Required 

The services required include: 
 

• Initial Meeting and Planning: 
o Consult with Council Members regarding job description and expectations. 
o Develop a detailed candidate profile. 

• Job Posting and Outreach: 
o Targeted personal outreach to attract top candidates. 

• Screening and Shortlisting: 
o Review of applications and preliminary interviews. 
o Presentation of a short list with comprehensive candidate profiles. 

• Interview Coordination: 
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o Design of interview tools and evaluation criteria. 
o Facilitation of interviews and assessment processes. 

• Final Selection and Offer: 
o Conducting background checks and reference verification. 
o Assisting with negotiations and onboarding. 

• Follow-up and Guarantee: 
o Monitoring candidate success. 
o Offering a one-year candidate replacement guarantee. 
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3. Proposal Instructions 
Specific instructions for the preparation of each of the proposal sections required by this RFP 
are contained in this section. Proposals will be evaluated up to the page limits listed in the 
format instructions.  Material exceeding the specified page limits will not be evaluated.  Excess 
material will be removed from the section to which the page limit applies. 

For the purposes of this RFP, a “Proponent” is defined as the entity submitting a proposal in 
response to this RFP.  A Proponent is therefore one of the following entities: 

• Prime Contractor, where single vendor proposes to assume full contractual 
liability 

• Prime Contractor with various sub-contractors, where the Prime Contractor 
proposes to assume full contractual liability 

3.1 Proposal Structure and Format Instructions 
This section provides general guidance for preparing proposals as well as specific instruction 
on the format and content of the proposal. The Proponent’s proposal must include all data and 
information requested and must be submitted in accordance with these instructions.  The 
proposal shall be clear, concise, and shall include sufficient detail for effective evaluation and 
for substantiating the validity of stated claims.  The proposal should not simply rephrase or 
restate the Township’s requirements, but rather shall explain how the Proponent intends to 
meet these requirements.  Proponents shall assume that the Township has no prior knowledge 
of their experience, and the proposal evaluation will be based solely on the information 
presented in the proposal. 

The proposal shall be divided into six (6) distinct sections, with section 1-5 limited to eight (8) 
pages total (excluding appendices). 
 

Section Title 

1 Company profile 

2 Approach and methodology  

3 Experience and references 

4 Team structure / staff qualification  

5 Schedule/Work plan 

6 Cost proposal 

* Appendices are not to be counted in page counts 
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The cost proposal must be submitted separately, as outlined within the online bidding system. 
Quality factor scores will be finalized based on material included in the proposal submissions. 
The cost proposal will only be opened and scored after the quality factor scores have been 
finalized. The successful proponent will be the one with the highest total score. Note that 
proponents who include their cost proposal within the technical requirements may be 
disqualified. 
Information, which the Proponent considers being of a proprietary or confidential nature must 
be, clearly marked “PROPRIETARY”. 

 
4. Written Proposal Submission Requirement 

4.1 Section 1 - Company Profile 

Proponents are to provide summary of information on their company such as, but not limited 
to, the following: 
• Size of company, number of employees both locally and other (i.e. status full time/part 

time); 
• Number of years in business both locally and other; 
• Memberships in professional associations;  
• Extent of company resources and available outside resources if required; 
• The correct legal name of the proposing entity; 
• The Principal business and corporate directors of the proposing entity; and 
• The name, title, mailing address, e-mail, telephone (land line and cell) and fax number of 

the person who will be the Township’s point of contact. 
4.2 Section 2 - Approach and Methodology 

Provide a detailed description of the methodology and project management approaches to be 
used for each of the services proposed by your firm.  

4.3 Section 3 - Experiences and References 

Proponents are to detail 3 references, within the last 5 years, of their company's relevant past 
and present experiences as they pertain to the Township’s requirements listed in the Scope 
Part 2 of the RFP document.  
 
4.4 Section 4 - Team Structure / Staff Qualifications 

Proponents are to provide an Organizational Chart indicating all of the project participants.  
 
Proponents are to provide the name(s), telephone number(s), email address (s) and resume(s) 
of main contact person(s) who will be assigned to this project.  The assigned person(s) must 
be the primary point of contact with the Township. Proponents are to provide the name(s), 
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telephone number(s), email address (s) and resume(s) of other key personnel who will be 
assigned to this project. This information can be included separately under an Appendix to the 
proposal. 

4.5 Section 5 – Schedule/Work Plan 

Provide a schedule/work plan for implementing the project with the objective of completion by 
September 1, 2025. Identify major milestones and the percentage of completion.  Provide for 
meetings with Township staff to enable the monitoring of progress towards completion of the 
work plan.  Provide for review and refinement of the work plan in discussion with Township 
staff at the start-up meeting for the project. 

4.6 Section 6 - Cost Proposal  

Proponents shall provide in their cost proposal, hourly rates, estimates of expenses and a total 
upset price, with a breakdown of the major items described in the Scope of Work.  All unit 
prices quoted for this work shall not include Harmonized Sales Tax (HST), and any 
applicable taxes shall be recorded separately.  
The cost proposal must be submitted separately, as outlined within the online bidding system. 
Quality factor scores will be finalized based on material included in the proposal submissions. 
The cost proposal will only be opened and scored after the quality factor scores have been 
finalized. The successful proponent will be the one with the highest total score.  

Note that proponents who include their cost proposal within the technical requirements may be 
disqualified.  
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5. Proposal Evaluation Procedure 
 
5.1 Introduction 

It must be understood and accepted by any Proponent submitting a proposal that all decisions 
as to the degree to which a proposal meets the requirements of this RFP are solely within the 
judgment of the proposal evaluation team. 

The Proponent must comply with all requirements specified in the RFP. Statements that 
include the words “shall”, “must”, or “will” are considered to be mandatory. In the case of a 
mandatory item that is not complied with, the Proposal will not receive further consideration. 
5.2 Evaluation Criteria 

 In order to be considered for evaluation, proposals shall contain and will be evaluated on the 
following: Firm Profile and Experience, Team Qualification, Methodology and Approach, Cost 
Proposal, and Additional Services and Guarantees. Each criterion will be assigned a specific 
weighting factor, of which the combined total equals 50 points. 

 Should technical proponent responses, (criteria 1-3) be evaluated and receive a total score of 
less than 15 of 30 potential points, cost proposals shall be left sealed and will not be 
evaluated.  

  

Firm Profile and Experience 20% 

Team Qualification 20% 

Methodology and Approach 30% 

Cost Proposal 20% 

Additional Services and Guarantees 10% 

 

5.3 Selection of Proponents 

Proponents may be required to orally present their submission to the Proposal Evaluation 
Team. 
5.4 Acceptance, Award and Rejection 

The lowest or any proposal will not necessarily be accepted, in particular but not limited to if 
only one proposal is received.  The Township shall under no circumstances be responsible for 
any costs incurred by proponents in preparing and submitting their proposal submissions. 
The Township reserves the right to accept or reject any part of each proposal submission. 
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All proposals officially received are irrevocable for a period of up to sixty (60) days from the 
Proposal opening. 
The Township interpretation of the contents of the official Request for Proposal documents 
shall prevail. 
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6. Resulting Contract Clauses 

The following clauses are non-negotiable and will be incorporated into any resulting contract.  
Other additional clauses will be negotiated with the successful Proponent. 
6.1  Indemnification 

The successful Proponent shall indemnify, defend and save harmless the Township of Wilmot 
from and against any liability, claims, damages, losses, expenses, actions and suits 
whatsoever, including injury or death of others or any employee of the Proponent caused by or 
arising out of performance act, or omission of any terms of the final contracts. 
This indemnification shall survive the termination or expiry of the contract. 
6.2 Insurance 

The successful Proponent shall provide and maintain during the term of the Contract insurance 
as per Township requirement. Township of Wilmot insurance provisions can be accessed here. 

The Contractor shall provide a valid certificate of coverage from the Workplace Safety and 
Insurance Board (WSIB), prior to commencement of the work. 
6.3 Workers’ Rights 

The successful Proponent shall abide by all relevant provisions of the Canada Labour Code 
and the Employment Standards Act of Ontario, as amended and any other applicable 
legislation. 
6.4 Assignment of Contract 

The successful Proponent shall not assign the whole or any part of the resulting contract 
without the prior written consent of the Township. 
6.5 Replacement of Personnel 

Should it become necessary to replace any personnel specifically identified in the proposal, the 
successful Proponent must give seven (7) calendar days written notice to the Township.  The 
replacement of personnel must be of similar ability and qualifications and must be acceptable 
to the Township.  Any replacement will be at the successful Proponent’s sole expense. 
6.6 Bankruptcy or Insolvency 

If the successful Proponent becomes bankrupt, either by way of assignment or by way of a 
receiving order, or if the successful Proponent becomes insolvent, the Township may, at its 
option, immediately employ another Proponent to complete the Contract and the Township 
shall have a claim against the successful Proponent or its estate for any additional cost over 
and above the original contract price, necessary to complete the Contract and to remedy any 
defects. 

https://wilmot.ca/en/doing-business/resources/Documents/Bids-and-Tenders/Insurance---Standard-Contract.pdf
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6.7 Performance Warranty 

The successful Proponent hereby represents and warrants that the services shall be provided 
fully and diligently in a professional and competent manner by persons qualified and skilled in 
their occupations. 
6.8   Service Guarantee 

The Contractor must supply all guarantees with the enclosed bid in accordance to the services 
proposed within the RFP. 
6.9 Termination 

Where the successful Proponent is in default in carrying out any of its obligations under the 
Contract, the Township may, upon giving written notice to the successful Proponent, terminate 
for default the whole or any part of the Contract, either immediately, or at the expiration of a 
cure period specified in the notice if the successful Proponent has not cured the default to the 
satisfaction of the Township within that cure period. 
The Township reserves the right to terminate the contract without cause, in whole or in part, 
whenever the Township determines that such termination is the best interest of the Township, 
upon giving sixty (60) days written notice to the successful Proponent.  The Township shall pay 
all reasonable costs incurred by the successful Proponent up to the date of termination.  In no 
event shall the successful Proponent be paid an amount in excess of the price quoted for the 
service provided.  The successful Proponent shall not be compensated for any profits which 
may have been anticipated but which have not been earned up to the date of the termination. 
6.10 Disputes 

The Proponents agree that, in the event of a dispute or an allegation of a material breach, they 
will work together in good faith first, to resolve the matter internally by escalating it to higher 
levels of management and then if necessary, to use a mutually agreed alternative dispute 
resolution method prior to resorting to litigation. 
In the event of any dispute or claim arising between the Township and the successful 
Proponent as to their respective rights and obligations under the Contract, either party may 
give the other written notice of such dispute or claim.  The notifications of dispute or claim shall 
be made within thirty-one (31) days of the dispute or cause of action arising.  If the dispute or 
claim cannot be resolved through negotiation to the satisfaction of both parties, the parties may 
between themselves agree to submit the particular matter to arbitration in accordance with the 
Arbitration Act of Ontario, R.S.O. 1990, c. A-24, as amended.  If no agreement is made before 
arbitration, then either party may submit the dispute to such judicial tribunal as the 
circumstances may require.  
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6.11 Confidentiality / Non-Disclosure of Information 

It is understood and agreed that all information provided to the Proponent by the Township as 
part of both the Request for Proposal process and the actual performance of the Contract is 
personal and confidential information which is protected by the provisions of the Municipal 
Freedom of Information and Protection of Privacy Act, R.S.O. 1990, c. M.56.  The successful 
Proponent agrees that during and after the effective period of the Contract, all information 
provided to the successful Proponent by the Township shall be treated as privileged and 
confidential and shall not be used by the successful Proponent for any other purpose nor 
divulged to any third party for any reason whatsoever without the written permission of the 
Township. 
6.12 Force Majeure 

The failure of either party to meet any of the terms and conditions of this Agreement will not 
give rise to a claim by one party against the other, nor will it be viewed as a breach of the 
Contract, where such failure flows from Force Majeure. 
6.13 Payment 

After notification of award and receipt of the insurance and W.S.I.B. documents, completion of 
work described in this RFP and subsequent contract and successful final inspection, The 
Township of Wilmot terms of payment is thirty (30) days from receipt of invoices.  
6.14 Non-Performance 

The quality of materials shall be new and first class in every respect and the quality of work is 
to be accepted trade practices. The Township of Wilmot reserves the right to determine non-
performance or poor quality of goods and/or services, and further reserves the right to cancel 
this contract.  The opinion of The Township of Wilmot in this regard shall be final in all 
instances. 

6.15 Responsibility of Employees 

In the event that any person employed by the successful contractor gives just cause for 
complaint, the contractor, upon notification by The Township of Wilmot in writing, shall not 
permit such person to continue in any future work arising out of this contract.   
The Contractor’s personnel shall be required to be neat, polite, courteous and sober at all 
times, and shall perform their duties in a manner which shall present a high level of public 
relations for the contractor and The Township of Wilmot. 
6.16 Negotiations 

The Township of Wilmot may award a contract on the basis of initial offers received, without 
discussion.  Therefore, each initial offer should contain the Proponent’s best terms/information, 
including all required documentation as listed in this RFP.   
The Township of Wilmot reserves the right to enter into discussions/negotiations with the 
selected Proponent(s).  If The Township of Wilmot and the selected Proponent(s) cannot 
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negotiate a successful contract, The Township of Wilmot may terminate the negotiations and 
begin negotiations with the next selected Proponent(s).   
This process will continue until a contract has been executed or all Proponents have                                                                                                                                                                                      
been rejected.  No Proponent shall have any rights against The Township of Wilmot          
arising from such negotiations. 
6.17 Sub-Contractor Approval 

All known sub-contractors must be outlined within the sub-contractor section of the online bid 
submission.  Sub-contractors not listed at the time of bidding must be approved by The 
Township of Wilmot. All sub-contractors are the responsibility of the General Contractor who 
will have a    contract with the Township of Wilmot.   
The vendor shall be held as fully responsible to The Township of Wilmot for the acts                                   
and omissions of its sub-contractors and of persons directly or indirectly employed its sub-
contractors as for the acts and omissions of persons directly employed by the Vendor. 
6.18 Governing Law 

The Contract shall be governed by the laws of the Province of Ontario, and the country of 
Canada. 
6.19 Ethical Conduct 

Each of the parties agrees to abide by the terms and conditions of the Township’s 
Procurement By-Law.   
6.20 Accessibility for Ontarians with Disabilities Act (AODA) 

Every contractor must review the Township of Wilmot Accessibility Customer Service Policy. 
Every provider of goods or services shall ensure that every person who deals with members of 
the public or other third parties on behalf of the provider, whether the person does so as an 
employee, agent, volunteer or otherwise, receives training about the provision of its goods or 
services to persons with disabilities. 
6.21 Health and Safety Policy 

Prior to commencement of any on-site works, successful proponents are required to submit to 
the Township a copy of their internal Health & Safety Policy and Guidelines.  In the absence of 
a formal policy document, the successful proponents and any project staff will be required to 
read and agree to the provisions of the Township of Wilmot’s Health and Safety Policy 
Statement. 
 

https://www.wilmot.ca/en/township-office/resources/Documents/By-Law-2021-43-Procurement-By-Law-Update.pdf
https://www.wilmot.ca/en/township-office/resources/Documents/By-Law-2021-43-Procurement-By-Law-Update.pdf
https://www.wilmot.ca/en/township-office/resources/Documents/Accessibility-Customer-Service-Policy.pdf
https://wilmot.ca/en/doing-business/resources/Documents/Bids-and-Tenders/A-3.1.-Health-and-Safety-Policy-Statement.pdf
https://wilmot.ca/en/doing-business/resources/Documents/Bids-and-Tenders/A-3.1.-Health-and-Safety-Policy-Statement.pdf
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Job Description JD-CLT-001 
Department:  Office of the CAO 
 
Job Title:  
 
Chief Administrative Officer (CAO) 
 

Reports To:  Mayor and Council 
 

Revision Date:  October 2021 

Direct Reports:  
• Director of Information and Legislative Services 
• Director of Corporate Services / Treasurer 
• Director of Development Services 
• Director of Parks, Facilities and Recreation Services 
• Director of Public Works and Engineering 
• Director of Castle Kilbride / Curator 
• Fire Chief 

 
 
GENERAL PURPOSE 
 
The Township of Wilmot is part of the Region of Waterloo two-tiered government system and 
works closely with regional municipalities. 
 
The CAO helps shape the future of the Township by championing a safe and inclusive 
workplace in line with the Corporation’s mission, vision and values and leading a multi-
disciplinary team of Senior Managers to implement the strategic priorities of Council.  
 
The CAO provides direction to the strategic planning process to ensure the effective and 
efficient delivery of corporate services for the Township of Wilmot community and its 
constituents.  
 
The CAO administers plans, organizes, directs and controls all municipal operations and 
services in accordance with municipal policies and relevant legislation, and through the 
Corporate Leadership Team. The CAO oversees and provides direction to cross-departmental 
efforts to continuously improve the overall citizen experience. 
 
__________________________________________________________________________ 
MAJOR RESPONSIBILITIES 
 
Corporate Leadership and Team Building 

• The CAO brings a strong and collaborative, people-focused leadership style and 
builds, engages and motivates a high performing team. 

• Leads a team of department heads in multi-disciplinary functions including 
Information and Legislative Services, Fire Services, Financial Services, Public Works 
and Engineering, Facilities, Recreation and Cultural Services and Development 
Services  

• Through the department heads, the CAO is responsible for the health, safety and 
wellbeing of all employees of the Township. 

• Responsible for the implementation of an effective human resources strategy and 
programs, including recruitment, total compensation, performance management, 
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training, development, policy, employee relations, succession planning and 
organizational efficiency. 

• Implements a staffing strategy ensuring efficient use of resources while 
accomplishing the directives of Council with respect to service delivery to the 
community and corporate operations. 

• Makes recommendations to Council with respect to the appointment and employment 
of senior staff. 

• Employs, appoints, promotes, demotes, suspends or dismisses any employee, other 
than Directors, as required by and in accordance with, the policies approved by 
Council. 

• Directs periodic reviews of the organization’s structure and initiates structural, 
management and communication changes as required and reports the outcome of 
these reviews to Council. 

 
Business / Strategic Planning or Strategy, Policy and Direction 

• As the principal policy advisor to Council, the CAO provides unbiased, timely, current and 
professional advice, information and options to facilitate informed decisions 

• Implements the decisions of Council by ensuring that policies, procedures, programs and 
strategies are in place following Council directives 

• Directs the preparation of plans, programs and reports to be submitted to Council and 
oversees the implementation of all programs approved by Council 

• Establishes administrative directives and provides leadership to direct reports to 
implement standards of current and future operations and service delivery 

• Provides recommendations to Council so as to improve the administration, operations 
and service delivery of the Corporation 

• Undertakes Strategic planning initiatives, master plans, and other studies to improve 
organizational effectiveness, efficiency, costs and productivity 

• Leads and advises the Mayor and Council in developing and managing short, medium, 
and long-term strategic initiatives including the development of vision, mission, values, 
goals and strategies 

• Establishes and manages an effective economic development environment unique to the 
Township of Wilmot, with inclusion of the Mayor and Council, relevant committees and 
other levels of government 

• Attend relevant Region of Waterloo meetings and working with CAOs of the regional 
municipalities to present a unified corporate approach to regional government. 

 
Public Relations and Customer Service / Communication 

• Ensures effective and efficient communications using various tools with Mayor and 
Council, staff, volunteers, residents, business, stake holders, developers, visitors, etc. 

• Communicates with other professional organizations, other municipal senior officials and 
elected members of Government 

• Acts as a speaker for community groups, associations, businesses, and other 
stakeholders. 

• Communicates and interfaces with the Mayor and Councillors and with the general public 
on all administrative matters efficiently and effectively.   
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• Responsible for ensuring the design and implementation of an effective and cost-efficient 
internal and external communications system that appropriately meets the needs of the 
organization and the community. 

• Attends Council and Committee meetings, and responds to Council questions and 
direction 

 
Delivery of Programs and Services / Operations and Management 

• Exercising the general control and management of the affairs of the municipality for 
the purpose of ensuring the efficient and effective operations of the municipality 

• The CAO leads a multi-disciplinary team of senior staff overseeing all of the 
operational, administrative and public services. 

• Directs the preparation and presentation of operating and capital budgets, and is 
accountable for the short and long term fiscal objectives of the Township. 

• Ensures business and financial planning, revenue generation, asset management 
planning, capital and operating budget and sound stewardship of fiscal, people and 
physical assets. 

• Maintains strong and effective external relationships with municipal auditors, 
solicitors, consultants, community organizations, federal and provincial government 
agencies and the public, on behalf of the Township. 

• Ensures compliance with applicable legislation including the Municipal Act, 
Ombudsman Act, Elections Act, Municipal Conflict of Interest, Ombudsman Act, 
Planning Act, Safe Drinking Water Act, Source Water Protection Act, Employment 
Standards Act, Occupational Health and Safety Act, Accessibility for Ontarians with 
Disabilities (AODA) and other federal and provincial legislation. 

• Seeks opportunities for partnerships and external sources of funding. 
• As intermediary between Council and Staff, ensures that the roles of Council and 

Staff are clearly understood and an appropriate, effective and productive partnership 
is in place. 

• Attends Council meetings and represents the Township in matters addressed at the 
Council table. 

 
• Other duties and related assignments as directed by Council. 

 
__________________________________________________________________________ 
QUALIFICATIONS 
 

• A degree or diploma in business, economics, public administration or equivalent.   
Postgraduate studies in public administration and private sector experience would be 
a definite asset. 

• A minimum of ten (10) years of experience in progressively responsible positions in 
the private and/or public sector. 

• General knowledge of local government administration/operations. 
• Familiarity with the source of all applicable legislation and regulations as they may 

apply to a municipality. 
• Thorough knowledge of all political processes. 
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• Communications skills to interact with Council, senior government officials in other 
levels of government, department heads and other senior officials of the Township. 

• Interpersonal and leadership skills to interact and direct in a courteous, diplomatic 
and tactful manner with a variety of employees, officials and various other individuals. 

• Managerial and administrative skills to plan, direct, supervise and co-ordinate the 
functions of the Chief Administrative Officer’s office. 

• Business acumen and organization skills to ensure proper work planning and work 
scheduling and to expedite all issues to promote effectiveness and efficiency. 

• Analytical skills to identify/resolve problems and formulate relevant policies. 
• Negotiating skills to resolve organizational and inter-departmental conflicts as 

required. 
• Corporate planning skills to identify the long and short term administrative needs of 

the Township and to prioritize and co-ordinate same and to assist Council in the 
decision-making process. 

• Motivational skills to maximize productivity and efficiency from Township co-workers. 
• A clean Criminal Record Check is required upon hire 

 
__________________________________________________________________________ 
WORKING CONDITIONS 
 

• No unusual working conditions 
 
 
__________________________________________________________________________ 
CORE COMPETENCIES (To be completed by Independent Third Party) 
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THE CORPORATION OF THE TOWNSHIP OF WILMOT 
BY-LAW NO. 2024-42 

BEING A BY-LAW TO PROVIDE FOR 
THE RULES OF ORDER AND PROCEDURE 

FOR THE MUNICIPAL COUNCIL AND COMMITTEES OF 
THE CORPORATION OF THE TOWNSHIP OF WILMOT 

AND TO REPEAL BY-LAW NO 2023-43 
 
WHEREAS Section 5 (1) of the Municipal Act, 2001, S.O., c. 25, as amended, states the 
powers of a municipality shall be exercised by its council; 
 
AND WHEREAS Section 5 (3) of the Municipal Act, 2001, S.O., c. 25, as amended, states 
a municipal power shall be exercised by by-law unless the municipality is specifically 
authorized to do otherwise; 
 
AND WHEREAS Section 8 (1) of the Municipal Act, 2001, S.O., c. 25, as amended, states 
the powers of a municipality under that or any other Act shall be interpreted broadly so as 
to confer broad authority on the municipality to enable the municipality to govern its affairs 
as it considers appropriate and to enhance the municipality’s ability to respond to municipal 
issues;  
 
AND WHEREAS Section 238 (2) of the Municipal Act, 2001, S.O., c.25, as amended, 
requires that every municipality and Local Board shall pass a procedural by-law for 
governing the calling, place and proceedings of meetings; 
 
AND WHEREAS section 238 (3.1) of the Municipal Act, 2001, S.O., c.25, as amended, 
allows for a municipality’s procedural by-law to permit a member of Council, of a Local Board 
or a committee of either of them, to participate electronically in a meeting to the extent and 
in the manner set out in the by-law; 
 
AND WHEREAS section 238 (3.3) of the Municipal Act, 2001, S.O., c. 25, as amended, 
allows the procedural by-law to provide that, 
 

(a) a member of a council, of a Local Board or of a committee of either of them who is 
participating electronically in a meeting may be counted in determining whether or 
not a quorum of members is present at any point in time; and 

 
(b) a member of a council, of a Local Board or of a committee of either of them can 

participate electronically in a meeting that is open or closed to the public; 
 
AND WHEREAS the Township of Wilmot Accountability and Transparency Policy states that 
accountability, transparency and openness are standards of good governance that enhance 
public trust and are achieved through the municipality adopting measures ensuring, to the 
best of its ability, that all activities and services are undertaken utilizing a process that is 
open and accessible to its stakeholders;  
 
AND WHEREAS the general principles of parliamentary law should be upheld in the rules 
of any meeting, these rules are based on a regard for the rights of: 

• the majority,  
• the minority, especially a strong minority – greater than one third,  
• of individual members,  
• of absentees, and 
• of all these together. 

 
AND WHEREAS it is deemed expedient to adopt by by-law, rules governing the order and 
procedure of the Council of The Corporation of the Township of Wilmot. 
 
NOW THEREFORE THE COUNCIL OF THE CORPORATION OF THE  
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TOWNSHIP OF WILMOT ENACTS AS FOLLOWS: 
 

PART 1 DEFINITIONS 
 
1.1 “Abstain” means a Member who declines to vote on a motion, in which case the 

abstention counts as not in favour, unless the abstention is due to a previously-
declared Pecuniary Conflict of Interest or disqualification from voting under any 
Act in which case the vote is neither counted in favour nor not in favour of a motion. 

1.2 “Acting Mayor” means the Member of Council appointed by by-law to act from time 
to time in the place and stead of the Mayor, pursuant to Section 242 of the 
Municipal Act, 2001.  

1.3 “Ad Hoc Committee” means a Committee comprised only of Members of Council 
as appointed by Council and established for a specific purpose and which is 
disbanded once the purpose for which it was established is no longer required.  

1.4 “Advisory Committee” means a Committee comprising members of the public 
appointed by Council under specified Terms of Reference to advise and make 
recommendations on matters in accordance with its mandate/purpose. 

1.5 "Agenda" means the Notice of a Meeting which sets out the order of proceedings 
for a Meeting and the business to be conducted at the Meeting. 

1.6 “Agenda Package” means the compilation of the Agenda, reports and other 
materials for the purpose of conducting Township business by Council or 
Committee at a Meeting. 

1.7 “Agent” means an individual appointed by an Applicant to act in professional 
capacity on behalf of or as a representative of that Applicant. 

1.8 “Amendment” means a change in the wording of a Motion that alters or varies the 
Motion. It may propose that certain words or phrases be added/inserted, omitted 
or replaced by other words/phrases.  

1.9 “Applicant” means a property owner in a matter relative to a development 
application under the Planning Act submitted to the Township. 

1.10 “Business Day” means the days of the week the Township Administration Complex 
is open for business, typically Monday to Friday, excluding holidays. The day on 
which a Meeting occurs is not included in the calculation of a “business day.” 

1.11 “By-law” means a municipal rule established by the Township as approved by 
Council which regulates a particular area of jurisdiction. 

1.12 “Call the Question” means a Member has moved for Council/Committee to vote 
immediately, without further debate, on a Motion that has been moved and 
seconded and stated by the Mayor/Chair. 

1.13 “Chair” means the individual presiding over a Meeting who is charged with deciding 
questions and Points of Order and Privilege as well as preserving order and 
maintaining decorum. The Chair, except where specifically disqualified, may vote 
on all Motions/Questions. 

1.14 “Closed Meeting” means a Meeting or part of a Meeting closed to the public in 
accordance with the open Meeting exemptions as defined by the Municipal Act, 
2001. 

1.15 “Code of Conduct” means a set of principles and standards of behaviour expected 
of Members of Council or a Committee when carrying out their roles, 
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responsibilities and obligations as elected or appointed representatives for the 
Township. 

1.16 “Committee” means a Committee of Council including but not limited to Ad Hoc, 
Advisory, Quasi-judicial or Special Purpose Committees as established by 
Council.  

1.17 “Committee Administrator” means a Township of Wilmot employee responsible for 
providing administrative support to a Township advisory or quasi-judicial 
committee. 

1.18 “Confirmatory By-law” means a By-law to confirm and ratify the actions and 
decisions of Council at a Meeting of Council. 

1.19 “Consent” means the grouping of routine, non-controversial business/reports into 
a single agenda item on a Council/Committee agenda that do not require debate. 
Consent items can be approved in one action rather than voting on each item 
separately unless a Member requests that a Consent item be dealt with separately. 

1.20 “Council” means the elected officials of the Township and refers collectively to the 
Mayor and Ward Councillors of the Township. 

1.21 “Council Chambers” means the room or building identified for the holding of 
Council Meetings, generally the room identified as such located at 60 Snyder’s 
Road West, Baden, Ontario. 

1.22 “Declared Emergency” means any period where an emergency has been declared 
to exist in all or part of the Township under Section 4 or 7.0.1 of the Emergency 
Management and Civil Protection Act, R.S.O. 1990, c. E. 9, as amended. 

1.23 “Emergency Meeting” means a Meeting of Council held to consider any business 
of the Council which is deemed by the Mayor/Chair to be of an emergency nature. 

1.24 “Ex Officio” means by virtue of office or position and carries with it the right to 
participate fully in the Meeting and vote unless prohibited by law. 

1.25 “Friendly Amendment” means an amendment made to a Motion with the consent 
of the Mover and Seconder of the Motion, and without the requirement for the 
Amendment to be formally moved and seconded. 

1.26 “General Interest Delegation” means a delegation that is permitted to address 
Council on a matter of public interest within the jurisdiction of the Township of 
Wilmot. 

1.27 “Hybrid Meeting” means a Meeting where some Members and/or Delegations are 
participating virtually, and some are participating in-person. 

1.28 “Improper Conduct” means conduct which offers any obstruction to the 
deliberations of proper action during a Meeting and/or contravenes either this By-
law or the Code of Conduct. 

1.29 “Inaugural Meeting” means the first Meeting of the new term of Council held after 
a municipal election in a regular election year as per Section 230 of the Municipal 
Act, 2001, at which the Members of Council are sworn into their respective offices. 

1.30 “Integrity Commissioner” means the person appointed by By-law as the Integrity 
Commissioner of the Township and whose duties are therein prescribed in Section 
223.3 of the Municipal Act, 2001. 

1.31 “Local Board” means a local board as defined in subsection 1(1) of the Municipal 
Act, 2001. 
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1.32 “Majority” means a minimum of 50% + 1 of the votes, including those cast by the 
Members who voted and taking into account any abstentions counting as negative 
votes as per Section 1.1 of the Procedural By-law. 

1.33 "Meeting" means any in-person, hybrid or electronic Meeting whether regular, 
special or other of Council, a Local Board or a Committee of either of them, where: 

(i) A quorum of members is present; and, 

(ii) Members discuss or otherwise deal with any matter in a way that materially 
advances the business or decision-making of that body or the Township. 

1.34 "Member" means a member of Council, or an individual appointed to a Committee 
or Local Board. 

1.35 “Minutes” means a record, without note or comment, of all Resolutions, decisions 
and other proceedings at a Meeting whether it is closed to the public or not. 

1.36 “Motion” means a Question to be considered by Members through the process of 
being moved, seconded, and stated by the Mayor/Chair, subject to debate, and 
finally put to the Members for a vote. 

1.37 "Point of Information" is a request directed to or through the Mayor/Chair to another 
Member or to staff, for information relevant to the business at hand but not related 
to a Point of Order or Point of Privilege. 

1.38 "Point of Order" means a statement made by a Member during a Meeting, drawing 
the attention of the Mayor/Chair to a breach or possible breach of this By-law. 

1.39 "Point of Privilege" or “Personal Privilege” means the raising of a question which 
concerns an individual Member, Council/Committee as a whole, staff or the public, 
when a Member believes that their individual rights or integrity, those of 
Council/Committee as a whole, staff, or the public, have been impugned. 

1.40 “Presentation” means information being provided verbally to the Members 
which does not require debate/discussion or a vote by the Members; and may 
include the use of a presentation medium such as PowerPoint, overheads, 
video, slide show, etc.. The following types of Presentations are permitted: 

(i) Presentations made by Council/Committee to recognize the contributions or 
achievements of individuals or organizations. 

(ii) Presentations made to Council/Committee by individuals or organizations at 
the invitation of Council/Committee;  

(iii) Presentations made to Council by a Committee, Local Board, local 
organization, registered charity, or Township-affiliated agency or 
organization; 

(iv) Presentations from senior levels of government or other municipal 
governments; and, 

(v) Presentations by consultants retained by the Township providing information 
related to municipal operations that are not accompanied by a staff report. 

Presentations are not permitted for commercial business purposes and do not 
include Delegations for Agenda items. 

1.41 "Public Meeting" means a Meeting of Council/Committee or any portion of a 
Meeting of Council/Committee which is subject to the requisite advanced public 
notice requirements and has been given authority by By-law or statute to conduct 
a Meeting in matters pursuant to any legislation which requires Council/Committee 
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to afford interested parties to be heard before taking action, passing a By-law or 
making a decision. A Public Meeting requires a Mover and Seconder to convene, 
reconvene and/or adjourn the Public Meeting. 

1.42 “Question” means a question to be considered by Members at a Meeting. 

1.43 “Quorum” means the majority of the whole of Council or a majority of the voting 
members of a Committee unless otherwise stated. 

1.44 “Recess” means a short intermission in a Meeting’s proceedings which does not 
adjourn the Meeting, and after which business will immediately resume at the point 
where it stopped at the point when the recess was called. 

1.45 “Recorded Vote" means the recording in the Minutes of the names of each Member 
of Council present and the manner of their vote on a Motion/Question. Recorded 
Votes will be taken upon request by any Member of Council. In the case of a 
Member of Council who has a declared conflict or pecuniary interest for the 
Motion/Question, the Minutes will reflect the Member of Council who declared the 
conflict and did not take part in the discussion and subsequent voting thereof. 

1.46 “Refer” means to send a matter currently under consideration by the Members to 
an individual, a Township department or a Committee for their consideration. 

1.47 “Regular Meeting” means an open Meeting held in accordance with the approved 
schedule of Meetings or a revision of the schedule by resolution of Council. 

1.48 “Resolution" means a Motion/Question that has been placed before the Members 
in a Meeting for debate and voted on in the affirmative and adopted by the 
Members (i.e., carried). 

1.49 “Special Meeting” means a Meeting not scheduled in accordance with the 
approved calendar of Meetings called in accordance with this By-law. 

1.50 “Specific Interest Delegation” means a delegation that is permitted to address 
Council on a matter listed on an agenda in accordance with Section 6.3. 

1.51 “State the Question” means reading or displaying a Motion that has been moved 
and seconded. A Motion can only be debated by the Members once it has been 
stated and “on the floor”. A Motion that has been stated belongs to the Members. 

1.52 “Terms of Reference” means a document that defines the purpose and structure 
adopted by Council to establish, at a minimum, the mandate, standards, practices, 
and responsibilities for a Committee, Task Forces and Working Groups. 

1.53 “Territorial Land Acknowledgement” means a statement made at the beginning of 
a Meeting or Township event that, at a minimum, recognizes the awareness of 
treaty and traditional Indigenous rights. 

1.54 “Tie Vote” means an equality of votes for and against a Motion. Motions subject to 
a tie vote are considered “lost” (i.e., not approved/not carried).  

1.55 “Township” means The Corporation of the Township of Wilmot. 

1.56 “Virtual” means that Members and/or Delegations are participating in the Meeting 
through an online or telecommunications medium that allows for audio and/or 
video interactions during a Meeting including voting in the case of Members. 

1.57 “Waive Notice” means the ability for Members to consider a Motion during a 
 Meeting without prior notice being given. Notice may be waived with two-thirds of 
 the  Members voting in favour of waiving notice. Notice must be waived before 
 considering the Motion for which Notice is being waived. 
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PART 2 GENERAL PROVISIONS AND APPLICATION 
 
2.1 Rules and Procedures 
The rules and procedures contained in this By-law will be observed in all Meetings of Council 
and its Committees and will be the rules and procedures for the order and dispatch of 
business of Council and Committees thereof unless otherwise indicated. 

2.2 Robert’s Rules of Order 
In all unprovided for cases in the proceedings of Council or Committee, resort will be had to 
latest edition of Robert's Rules of Order as a rule for guidance on the question, and in such 
cases the decision of the Mayor/Chair will be final without debate. 

2.3 Quorum – Determining 
A majority of Members will be necessary to constitute Quorum, unless otherwise permitted 
by the Municipal Act, 2001, or any other Act, or by Township By-law, policy, or Terms of 
Reference. 

2.4 Quorum – Not Present at the Start of a Meeting 
If Quorum is not present fifteen minutes after the time appointed for a Meeting, the 
Clerk/Committee Administrator will record the names of the Members present and the 
Meeting will stand adjourned until the date of the next Meeting. 

2.5 Quorum – Lost During a Meeting 
2.5.1 If Quorum is lost during a Meeting, the Meeting will stand adjourned, not ended, to 
 reconvene at the same time of commencement on the next day, or at such other 
 time and place as the Mayor/Chair announces. 
 
2.5.2 If in the Mayor/Chair's opinion it is not essential that the balance of the Agenda be 
 dealt with before the next Regular Meeting, the Mayor/Chair will announce the 
 unfinished business of Council/Committee will be taken up at the next Regular 
 Meeting. 
 
2.5.3 Where the number of Members who, by reason of provisions of the Municipal Conflict 
 of Interest Act, are disabled from participating in a Meeting is such that the remaining 
 Members are not of sufficient number to constitute Quorum, then the remaining 
 Members will constitute Quorum, provided such number is not less than three (3). 
 
2.6 Minutes 
2.6.1 The Clerk/Committee Administrator will be the secretary of all Council or Committee 
 Meetings as appropriate and will record the proceedings of the Meetings in the form 
 of Minutes without note or comment that will contain the following at a minimum as 
 relevant: 
 

(i) The place, date, and beginning and ending time of Meetings; 

(ii) The names of the Members present; 

(iii) The names of staff present and their titles; 

(iv) The time Members arrive and leave the Meeting; 

(v) Any declaration of pecuniary interest by any Member of Council; 

(vi) Adoption of the Minutes of prior Meeting(s) including any amendments made 
to the Minutes; 

(vii) The names of those making presentations to Council/Committee as well as 
any organizations or entities they represent; 

(viii) The names of delegations appearing at the Meeting; 
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(ix) Recommendations and Notices of Motion to Council/Committee for each 
item; 

(x) A record of the decision by the Members for each item put to a vote; 

(xi) The names and votes of Members on a recorded vote, when requested; 

(xii) The passing of the Confirmatory By-law for the Council Meeting; and, 

(xiii) A record of Adjournment of the Meeting. 

2.6.2 Such Minutes, as referred to in Section 2.6.1, may be adopted by the Members 
 without having been read in full at the Meeting where their adoption is being 
 considered.  
 
2.6.3 The Clerk/Committee Administrator as appropriate will endeavour to post the Minutes 
 to the Township website within 72 (seventy-two) hours of the Meeting but no later 
 than 1 Business Day before the next Meeting and are considered the official record 
 of the Meeting proceedings once adopted. 
 
2.6.4 Video recordings of a Meeting, where available, will be retained in accordance with 
 the Township’s Records Retention By-law. 
 
2.7 Errors, Corrections, and Other Changes 
2.7.1 The Clerk/Committee Administrator with the approval of the Clerk may make changes 
 to Minutes, By-laws, resolutions, presentations, written submissions, 
 correspondence, etc. as appropriate without the approval of the Members provided 
 such changes do not substantively alter that which Council/Committee originally 
 approved as follows: 
 

(i) Correct spelling, punctuation or grammatical errors, or errors that are of a 
clerical, typographical or similar nature; 

(ii) Alter the style or presentation of text or graphics to improve electronic or print 
presentation or to conform to requirements under the Accessibility for 
Ontarians with Disabilities Act, 2005, S.O. 2005, c. 11 (AODA); 

(iii) Correct an erroneous description of a date or time with the actual date or 
time; 

(iv) Correct any name or other information that was incorrectly recorded; 

(v) Change any reference to a title, location or address to reflect any alteration 
of same; 

(vi) Correct errors in the numbering of Agenda items, resolutions, provisions or 
other portions of a By-law and make any changes in cross-references that 
are required as a result; and, 

(vii) Make a correction if it is obvious both that an error has been made and what 
the correction should be. 

2.7.2 When making changes to Minutes, By-laws, resolutions, presentations, written 
 submissions, correspondence, etc. as per Section 2.7, the Clerk/Committee 
 Administrator with the approval of the Clerk may provide notice of the changes made 
 in the manner they consider appropriate including stating the change or the nature of 
 the change. 
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2.7.3 In determining whether to provide notice of changes as per Section 2.7, the 
 Clerk/Committee Administrator with the approval of the Clerk may consider the 
 following: 
 

i) The nature of the change; and, 

ii) The extent to which notice, and the information provided in it, would aid in 
understanding what and why the changes were made. 

2.7.4 Regardless of when a change is made to a By-law under this section, the change will 
 be read into the By-law as of the date the By-law was originally enacted. 
 
2.7.5  The Clerk/Committee Administrator with the Clerk’s approval will not make changes 
 without the approval of Council/Committee when the change substantively alters that 
 which Council/Committee originally approved. 
 
2.8 Directing the Work of the Township 
2.8.1 No Member as an individual will direct or interfere with the work of the Township. 
 
2.8.2 Any officer of the Township will be subject only to the Council and/or the Committee 
 to which the Council may give authority on its behalf. 
 
2.9 Execution of Documents 
Whenever the execution of any document is required to give effect to any resolution or By-
law of the Township, the Mayor and Clerk have general authority for in the name of the 
Township to execute and to affix the seal of the Township to such documents. 

2.10 Audio-visual Recordings of Meetings 
2.10.1 Council and Committee Meetings will be recorded, wherever possible, through live 
 audio/visual streaming on the Township’s website and select online platforms. 
 
2.10.2 The use of audio and video recording equipment in the Meeting room by the public 
 or the media may be permitted provided it is not disruptive to the Meeting and prior 
 permission for recording and the location of the recording equipment has been given 
 by the Mayor/Chair. Approval will be granted at the discretion of the Mayor/Chair. 
 
2.11 Municipal Freedom of Information and Protection of Privacy Act  
All forms of participation (e.g., written submissions to Council or a Committee, in-person or 
electronic Meeting participation, submissions of petitions, or communications with the 
Township regarding an item on a Council agenda) of Open Council and Committee 
Meetings will become part of the permanent record, as per the Municipal Freedom of 
Information and Protection of Privacy Act. 

2.12 Severability 
Should any section, sub-section, clause or paragraph or provision of this By-law be declared 
by a Court or competent jurisdiction to be invalid, the same will not affect the validity of this 
By-law as a whole or any part thereof, other than the provisions so declared to be invalid. 
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PART 3 ROLES AND DUTIES 
3.1 General 
3.1.1 It is the role and duty of all elected representatives, appointed Local Board and 
 Committee members, and all staff to serve the residents of the Township. Business 
 of the Township will be conducted in the best interest of the residents as a whole and 
 not to serve the interests of any one individual or group of individuals above the 
 common good. Business will be conducted with transparency and openness and will 
 facilitate open and accessible communication with and to members of the public. 
 
3.1.2 The general principles of parliamentary law should be upheld in the rules of any 
 Meeting, these rules are based on a regard for the rights of: 

(i) the majority,  
(ii) the minority, especially a strong minority – greater than one third,  
(iii) of individual members,  
(iv) of absentees, and 
(v) of all these together. 

 
3.1.3 All Meetings and ceremonies initiated, organized, or led by the Township will be 
 devoid of all religious or spiritual readings, texts, references, prayers, or invocations 
 to ensure a neutral space, while allowing for the freedom of religious expression for 
 members of the public.  
 
3.2 Duty of Mayor/Chair 
It is the duty of the Mayor/Chair to preside over all Meetings and to: 

(i) Take the Chair and call the Meeting to order; 

(ii) Receive and submit, in the proper manner, all Motions presented by the 
Members and staff; 

(iii) Ensure all Motions are moved, seconded, and stated before putting the Motion 
to a vote, and to publicly-announce the result; 

(iv) Decline to put Motions to a vote which infringe upon the Rules of Procedure 
or are ultra vires (i.e., out of the jurisdiction of Council); 

(v) Inform the Members of the proper procedure to be followed and to enforce the 
 Procedural By-law and the Code of Conduct; 

(vi) Enforce at all Meetings, the observance of order and decorum among the 
Members; 

(vii) Name any Member persisting in a breach of the Procedural By-law and/or the 
Code of Conduct and to order the Member to exit the Meeting if the breach is 
not rectified; 

(viii) Permit questions to be asked through the Mayor/Chair, of any staff of the 
Township for  information, and to assist in any debate when the Mayor/Chair 
deems it proper; 

(ix) Provide information to Members on any matter relating to the business of the 
Township as appropriate; 

(x) Authenticate by signature all agreements, By-laws and Minutes as approved 
by Council/Committee as appropriate; 

(xi) Rule on any Points of Order or Privilege raised by Members; 

(xii) Maintain order and, where it is not possible to maintain order, the Mayor/Chair 
may,  without any resolution being put, adjourn the Meeting to a time to be 
named by the Mayor/Chair; 
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(xiii) Adjourn the Meeting when the business is concluded; and, 

(xiv) Act in accordance with the Declaration of Office and/or the Code of Conduct 
as appropriate. 

3.3 Duty of Members 
Notwithstanding the provisions of the Municipal Act, 2001, it is the duty of Members to attend 
all Meetings of which they are a Member and to: 

(i) Prepare for Meetings, including reviewing the Agenda and associated 
materials provided prior to the Meeting; 

(ii) Speak only to the subject under debate at Meetings; 

(iii) Vote on all Motions before the Council/Committee unless prohibited from 
voting by law as appropriate; 

(iv) Observe proper procedure and decorum at all Meetings; 

(v) State questions or requests for information through the Mayor/Chair; and, 

(vi) Act in accordance with their Declaration of Office as appropriate. 

3.4  Acting Mayor  
3.4.1 Council will appoint by By-law for the entire term, in Ward Number order, each 
 Member of Council to serve for one calendar month as Acting Mayor when the Mayor 
 is absent and/or unable to act or refuses to act.  
 
3.4.2 The Acting Mayor will have, and may exercise, all rights, powers, and authority the 
 Mayor in the Mayor’s absence. 
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PART 4 MEETINGS 
4.1 Place and Time – Council/Committee Meetings 
4.1.1 Council Meetings will be held in the Council Chambers pursuant to the Municipal Act, 
 2001, at 7:00 p.m. unless the Notice of the Meeting stipulates the Meeting will be 
 held at another time and location or via another means. 
 
4.1.2 Committee Meetings will be held at the Township Administrative Complex unless the
  Notice of the Meeting stipulates the Meeting will be held at another location or via 
 another means such as electronically. 
 
4.1.3 As soon after the hour fixed for the holding of the Council/Committee Meeting and 
 subject to achieving Quorum, the Mayor/Chair will take the chair and call the Meeting 
 to order. 
 
4.2 Electronic Participation 
4.2.1 In accordance with provisions of the Municipal Act, 2001, and notwithstanding any 
 other provisions of this By-law, a Member: 
 

(i) May participate electronically in any Meeting, which is either open or closed 
to the public subject to the protocols approved by Council; 

(ii) Will be permitted to vote and have their vote counted when participating 
electronically;  

(iii) Will be counted in determining whether a quorum of Members is present at 
any point in time during the Meeting when participating electronically, subject 
to Sections 4.2.1 to 4.2.5. of this By-law; and, 

(iv) Must provide the Clerk/Committee Administrator with notice, in writing, at their 
earliest opportunity and in advance of the Meeting of their intention to 
participate electronically in that Meeting. 

4.2.3 The Clerk and Meeting support staff, as directed by their Department Head will 
participate in person in a Meeting at the location specified in the Agenda, except 
during a Declared Emergency, in which case they will be permitted to participate 
electronically. 

 
4.2.4 Individuals who have been approved to make a Presentation as per Section 6.2 of 
 this By-law will be permitted to participate either in person or electronically via 
 computer or telephone. Such individuals must indicate the method by which they are 
 participating by noon on the day of the Meeting and if participating electronically, 
 must provide their email address and/or telephone number to enable Township staff 
 to facilitate such participation. 
 
4.2.5 Delegations as per Section 6.3 of this By-law will be permitted to participate either in 
 person, electronically via computer or telephone, or via a written submission for any 
 matter listed on the Agenda. Delegations must indicate the method by which they are 
 participating by noon on the day of the Meeting and if participating electronically, 
 must provide their email address and/or telephone number to enable Township staff 
 to facilitate such participation. 
 
4.3 Seating Arrangement of Council 
Councillors will be seated to the left of the Mayor in the Council Chambers in Ward Number 
order. For wards with more than one Councillor, those Members will be seated in 
alphabetical order by last name.  

 

 



CONSOLIDATED 
VERSION 

PROCEDURAL BY-LAW – BY-LAW 2024-42 
  
 

15 
 

 

4.4 Mayor/Chair – Addressing 
The Mayor/Chair will be addressed as “Mayor or Chair (surname inserted)” or as “Mr. or 
Madam Mayor or Chair” as appropriate. 

4.5 Councillors – Addressing 
Members of Council are to be addressed as: “Councillor (surname inserted).”  

4.6 Staff and Members of the Public – Addressing 
Staff and members of the public are to be addressed as “Dr.”, “Mr.”, “Mrs.”, “Ms.”, “Miss.”, 
“Mx.”, or “Ind.” (surname inserted) or by their first name as indicated by the individual. 
Members of staff may also be addressed by title within the corporate structure. 

4.7 Inaugural Meeting of Council 
4.7.1 The Inaugural Meeting of Council following a regular municipal election will be held 
 in accordance with the Municipal Act, 2001, at 7:00 p.m., in the Council Chambers or 
 other location as specified in the Agenda.  
 
4.7.2 The Agenda for the Inaugural Meeting will be established by the Mayor, CAO and the 
 Clerk, and will reflect the values of the community with respect for diversity and 
 inclusion of all members of the community. 
 
4.7.3 No business will be conducted at the Inaugural Meeting of Council until the 
 Declarations of Office have been signed by the majority of the Members of Council. 
 
4.7.4 The order of proceedings at the Inaugural Meeting will be as follows: 

Procession 
(i) Piper 
(ii) Flag Bearers (Canada/Ontario/Township) 
(iii) Mayor 
(iv) Members of Council in ward number order 

National Anthem 
Indigenous Welcoming Ceremony  
Territorial Land Acknowledgement (Read by the Mayor) 
Investiture of Mayor’s Chain of Office (Lead by Municipal Clerk) 
Declarations of Office (Read aloud by each member of Council) 

(i) Mayor 
(ii) Members of Council in ward number order 

Inaugural Address by the Mayor 
Passing of Confirmatory By-Law 
 

4.8 Regular Meetings of Council – Schedule    Amended by By-law 2024-54 
Following the Inaugural Meeting, Regular Meetings of Council will be held at 7:00 p.m., local 
time, twice per month on Mondays on the fourth Monday of the month, save and except for 
July, August, and December as per the schedule approved by Council Resolution or By-
law. 

4.9 Regular Meetings of Council – July, August, and December Amended by By-law 
2024-54 
During the months of July, August and December in each year, there will be one Regular 
Meeting of Council per month to be held at a time designated by Council by resolution or 
By-law to accommodate the Ad Hoc Budget Committee Meeting schedule and the summer 
holiday season. on the fourth Monday to accommodate items of a time sensitive nature, or 
in which direction was previously given by the Committee of the Whole.  

4.10 Regular Meetings of Council – Election Year 
During the year of a regular election, there will be no scheduled Council Meetings for the 
month of September and October. 
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4.11 Regular Meetings of Committees – Schedule 
4.11.1 Regular Meetings of Committees will be held in accordance with the schedule as 
 determined by the Committee’s Terms of Reference and such schedule will be 
 posted on the Township’s website. 
 
4.11.2 Committee Meetings will be held at the time as indicated in the Notice of the 
 Meeting. 
 
4.11.3 Changes to the Committee Meeting Schedule will be posted on the Township’s 
 website as soon as possible after the change to the Schedule is made but at least 
 24 hours before the affected Meeting is due to take place. 
 
4.12 Regular Meetings of Council – Religious Holidays 
Regular Meetings of Council will not be held on religious days which are celebrated by more 
than three (3) percent of the Township of Wilmot population as indicated in the latest 
Canadian Census. 

4.13 Regular Meetings of Council – Altering the Schedule 
Council may, by resolution or By-law, alter the time, day, or place of any Regular Meeting 
of Council. 

4.14 Regular Meetings – Notice (Agenda)   Amended by By-law 2024-54 
4.14.1 The annual schedule of Regular Meetings of Council as adopted by Council or in 
 accordance with the Committee’s Terms of Reference as appropriate will be posted on 
 the Township's website as soon as possible after being approved. 
 
4.14.2 The Agenda will be considered the Notice of a Meeting and all items listed on the 
 Agenda will be the only items considered at that Meeting unless otherwise indicated 
 or dispensed with differently by the Members during the Meeting in accordance with 
 this Procedural By-law. 
 
4.14.3 The Clerk/Committee Administrator will ensure the Agenda is available to the 

 Members and the Chief Administrative Officer, staff, the public and the media as 
 appropriate not later than three (3) Business ten (10) Days before the holding of such 
Regular Meeting. 

 
4.15 Regular Meetings – Late Additions 
4.15.1 Late addition reports, associated materials, and By-laws for an already-published 
 Agenda must be approved by the Chief Administrative Officer in the case of Council 
 Meetings or the Department Head responsible for the Committee in the case of 
 Committee Meetings; and must be submitted in writing to the Clerk/Committee 
 Administrator not later than 4 (four) hours in advance of the Meeting. 
 
4.15.2 Only reports and associated materials or By-laws that are time sensitive or deemed
  necessary by the Chief Administrative Officer for Council Meetings, or Department 
 Head responsible for the Committee, to be included on an Agenda that is already 
 published will be accepted as late additions to the Agenda. 
 
4.15.3 When a report and associated materials or By-laws are included as late additions on 
 an Agenda, the Clerk/Committee Administrator will list the item(s) being added to the 
 Agenda under “Additions to the Agenda” and the added item(s) will be placed under 
 the appropriate heading of the Agenda in the order deemed appropriate by the 
 Clerk/Committee Administrator. 
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4.15.4 When an Agenda has been revised as indicated in Section 4.13, the Clerk/Committee 
 Administrator will ensure the Members, the Chief Administrative Officer, and staff are 
 informed via email, the Township’s website and social media channels as appropriate 
 that the Agenda has been revised and is available on the website, and also make the 
 item available for pick-up if hardcopies have been requested.  
 
4.15.4 Late addition reports and associated documents will not be permitted for any Public 
 Meeting held or for any By-law for which advance notice is required. 
 
4.16 Special Meetings – Notice (Agenda)  
4.16.1 In addition to Regular Meetings, Special Meetings of Council or Committees may be 
 held at the call of the Mayor/Chair to the Clerk/Committee Administrator or stating 
 the date, time, place, and purpose of such Special Meeting. 
 
4.16.2 The Agenda will be considered the Notice of a Special Meeting and will state the 
 date, time, place, and purpose of the Special Meeting and only the item(s) listed on 
 the Agenda will be considered at that Meeting. 
 
4.16.3 The Agenda for a Special Meeting will be provided a minimum of twenty-four (24) 
 hours in advance of the hour for that Special Meeting via the publication of the 
 Agenda on the Township’s website. 
 
4.16.4 The Members, the Chief Administrative Officer, staff, the public, and the media will 
 be notified of the publication of the Agenda for a Special Meeting via one or more of 
 the following means as appropriate and available: a telephone call, voicemail 
 message, email, electronic message, the Township’s website, and social media 
 channels. 
 
4.16.5 Where the Mayor/Chair has not called a Special Meeting, but the Clerk/Committee 
 Administrator has received a petition from the majority of the remaining Members, 
 the Clerk/Committee Administrator will summon the Members to a Special Meeting 
 by stating the date, time, place, and purpose of the Special Meeting as stated in the 
 petition. 
 
4.16.6 The Clerk/Committee Administrator may provide the Agenda of the Special Meeting 
 at the Special Meeting or via the most expedient means possible where time 
 constraints do not allow the Agenda to be provided at least 24 hours in advance of 
 the hour for that Special Meeting. 
 
4.16.7 Notwithstanding Section 4.16.6, the Agenda for the Special Meeting will still be 
 published on the Township’s website as soon as it is available to do so. 
 
4.16.8 Notwithstanding Sections 4.16.1 and 4.20.1, for Special Council Meetings the Clerk 
 may adjust the order of business on the agenda and dispense with any one or more 
 agenda items with the exception of items (i), (iv), (vi), (vii), (xvii), (xix) and (xx). The 
 Clerk may dispense with any one of the following agenda items if there is no Closed 
 Session scheduled for the Council Meeting (ii) (iii) (xviii) 
 
4.17 Emergency Meetings 
4.17.1 Notwithstanding any other provision of this By-law, an Emergency Meeting may be 
 held without notice, to deal with an emergency or extraordinary situation provided 
 that an attempt has been made by the Clerk/Committee Administrator to notify the 
 Members about the Emergency Meeting as soon as possible and in the most 
 expedient manner available. 
 
4.17.2 No business except business dealing with the emergency or extraordinary situation 
 will be transacted at the Emergency Meeting.  
 



CONSOLIDATED 
VERSION 

PROCEDURAL BY-LAW – BY-LAW 2024-42 
  
 

18 
 

 

4.18 Rescheduling and Cancellation of Meetings 
When it is deemed advisable, the Mayor/Chair is authorized to change the date and/or time 
of, or cancel a Meeting, subject to the agreement of the majority of the Members having 
been polled by the Clerk/Committee Administrator, provided that a minimum of three (3) 
Business Days’ notice is given of the change of date of the Meeting. The Township website 
will be updated if the date and/or time of the Meeting is changed or if the Meeting is 
cancelled. 

4.19  Notice (Agenda) – Validity if Notice Not Received  
Lack of receipt of any Notice (Agenda) of a Meeting will not affect the validity of the Meeting, 
or any action lawfully taken thereat. 

4.20 Order of Proceedings 
4.20.1 The order of proceedings for Council Meetings (Regular and Special) are as follows: 

(i) Call to Order 
(ii) Closed Session 
(iii) Reconvene Into Open Session 
(iv) Territorial Land Acknowledgement 
(v) Additions to the Agenda 
(vi) Adoption of the Agenda 
(vii) Disclosure of Pecuniary Interest Under the Municipal Conflict of Interest Act 
(viii) Minutes of Previous Meeting(s) 
(ix) Public Meetings 
(x) Presentations 
(xi) Delegations 
(xii) Correspondence 
(xiii) Consent Agenda 
(xiv) Reports 
(xv) By-laws 
(xvi) Notices of Motion 
(xvii) Announcements 
(xviii) Business Arising from Closed Session 
(xix) Confirmatory By-law 
(xx) Adjournment 

4.20.2 The order of proceedings for Committee Meetings not including Quasi-judicial 
Committee Meetings are as follows: 
 Call to Order 
 Territorial Land Acknowledgement 
 Additions to the Agenda 
 Adoption of the Agenda 

Disclosure of Pecuniary Interest Under the Municipal Conflict of Interest Act 
Minutes of Previous Meeting(s) 
Presentations 
Delegations 
Correspondence 
Reports 
Announcements 
Adjournment 

 
4.20.3 Notwithstanding Section 4. 20.1, for Special Council Meetings the Clerk may adjust 
 the order of business on the agenda and dispense with any one or more agenda 
 items with the exception of items (i), (iv), (vi), (vii), (xvii), (xix) and (xx). The Clerk may 
 dispense with any one of the following agenda items if there is no Closed Session 
 scheduled for the Council Meeting (ii) (iii) (xviii) 
 
4.20.4 The Mayor/Chair may, with the approval of two-thirds of the Members present, vary 
 the order of business to expediently deal with matters before Council/Committee 
 where deemed practical or necessary. 
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4.21 Territorial Land Acknowledgement 
4.21.1 The Territorial Land Acknowledgement, as approved by Resolution of Council, will 
 be read at the beginning of every Council and Committee Meeting. The Members will 
 read the Territorial Land Acknowledgement on a rotating basis starting with the Ward 
 Councillor for Ward One (1) in the case of Council Meetings or the Chair in the case 
 of Committee Meetings. Any Member can decline to read the Territorial Land 
 Acknowledgement and may do so without providing any explanation. 
 
4.21.2 The Territorial Land Acknowledgement may be read at official functions of the 
 Township or other community events at the discretion of the organizer.  
 
4.21.2 Any amendments to the Territorial Land Acknowledgement shall be considered in 
 conjunction with engagement with the Township’s Indigenous Community. 
 
4.22 Disclosures of Pecuniary Interest 
4.22.1 It will be the responsibility of each individual Member to determine if a conflict exists 
 for any item listed on the Agenda and to disclose any such conflict of interest and the 
 nature thereof in accordance with the provisions of the Municipal Conflict of Interest 
 Act, R.S.O. 1990, c. M.50, as amended, during the Meeting. 
 
4.22.2 Every disclosure of pecuniary interest and the general nature thereof made at a 
 Meeting will be recorded in the Minutes of the Meeting by the Clerk. 
 
4.22.3 Where the Mayor/Chair declares a conflict of interest for an item on the Agenda, the 
 Acting Mayor or Vice-chair as appropriate will assume the role of chair for the duration 
 of discussion and voting for said item. Upon conclusion of the item, the Mayor/Chair 
 will resume the chair position. 
 
4.23 Consent Agenda – Council 
4.23.1 In preparing the Agenda for Council Meetings, the Chief Administrative Officer or the 
 Clerk, may identify items to place under the heading “Consent Agenda”. 
 
4.23.2 All the items listed under Consent Agenda may be considered by Council in one 
 Motion rather than as separate items unless a Member specifically requests that an 
 item or items be treated separately. 
 
4.23.3 Any Member of Council or staff member may, before the Consent Agenda is voted 
 on, add to or remove items from the Consent Agenda to be dealt with separately. Any 
 item removed from the Consent Agenda will be disposed of immediately following the 
 Consent Agenda. 
 
4.23.4 In the event a Member of Council declares a conflict of interest on an item included 
 in the Consent Agenda, that item will be removed from the Consent Agenda and dealt 
 with separately. 
 
4.23.5 Members of Council may ask clarifying questions for any item on the Consent Agenda 
 without removing it from the Consent Agenda. Questions of a substantive nature may 
 require the item to be removed from the Consent Agenda. The Mayor may interrupt 
 questions and declare the item will be removed from the Consent Agenda. 
 
4.23.6 The Consent Agenda may include reports of a general nature, but is not limited to 
 the following routine items: 

 
(i) Meeting Minutes, other than those of Open Regular or Special, or Closed 

Session Council Meetings;  
 
(ii) Staff appointments; 
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(iii) Committee appointments; 
 
(iv) Legislative reports by statutory officers of the municipality; 
 
(v) Reports provided for information only; and, 
 
(vi) Awards of tenders. 

 
4.24 Correspondence – General      Amended by By-law 2024-54 
4.24.1 The following types of communications including emails will be listed under 
 “Correspondence” on the Agenda: 
 

(i) Correspondence from individuals, organizations, institutions, businesses, 
other municipal governments or other levels of government addressed to 
Council/Committee as a whole as general information that does not relate to 
any matter listed on the Agenda; 

(ii) Resolutions from other municipalities addressed to Council. Such resolutions 
will be posted on the “Municipal Resolutions and Correspondence” webpage 
and Members of Council and the Corporate Leadership Team will be notified 
as new content is added to that webpage; 

(iii) Resolutions from other municipalities in support of a resolution passed by the 
Township’s Council; 

4.24.2 Communications that will not be listed under “Correspondence” on the Agenda 
 include: 
 

(i) Correspondence, written submissions, presentations, speaking notes 
regarding matters listed on the Agenda. Such communication will be included 
with the Agenda item to which it relates or the Minutes of the Meeting subject 
to submission deadlines; 

(iii) Communications directed to staff and/or only a portion of Council; 

(iv) Communications regarding issues, complaints, concerns with respect to 
Township services, operations, projects, staff, Council. Such communication 
will be directed to the appropriate party (e.g., department head, Council 
member, Integrity Commissioner, etc.) to address. 

4.24.3 Every communication designed to be presented to Council will be legibly written or 
 printed and will not contain any impertinent or improper language and will be signed 
 by at least one person and filed with the Clerk. 
 
4.24.4 Communications listed under Correspondence are for information only.  
 
4.25 Correspondence – Petitions for Council 
4.25.1 Any person who files a petition for Council’s consideration must include their name 
 and contact information on the petition. Anonymous letters will not be permitted on a 
 Council Agenda. 
 
4.25.2 Any person who signs a petition must be made aware by the person filing the petition 
 that all petitions are considered to be public documents and so all information they 
 supply in the petition including but not limited to their name, signature, and contact 
 information will be made available to the public including being published on the 
 Township’s website unless the petition is withdrawn by the person submitting it. No 
 information on the petition will be redacted from the petition before being made 
 public. 
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4.25.3 Only the individual submitting the petition may be permitted to amend or withdraw
  the petition and may do so only if the petition has not yet been published as part of 
 the Agenda or the Minutes as the case may be. 
 
4.25.4 Every petition must indicate the topic of the petition and must be submitted to the 

Clerk not less than five (5) Business twelve (12) Days before the date of the Council 
Meeting for  inclusion in the Agenda of a Council Meeting, subject to the following: 

 
(i) Petitions containing profanity, hate speech, pornography, or content of a 

violent and/or sexual nature will be rejected; 

(ii) Petitions containing negative allegations or comments towards members of 
the public will be returned to the submitter and not permitted; and, 

(iii) Petitions containing criticisms of a personal nature against Members or staff 
will be returned to the submitter and not permitted. 

4.25.5 Petitions submitted less than five (5) Business twelve (12) Days before the date of 
the Council  Meeting will not be included in the Agenda of the Meeting but will be 
attached to the Minutes of that Meeting. 

 
4.25.6 Every petition received will be circulated to the Department Head responsible for the 
 general service area the petition pertains to, or their designate and may arrange 
 contact with the person who filed the petition to discuss the matter before the petition 
 is added to the Agenda if sufficient time is available to do so. After discussions with 
 the Department Head, their designate, or the Chief Administrative Officer have 
 concluded, the person who filed the petition may contact the Clerk to withdraw the 
 petition if the Agenda has not already been published.  
 
4.26 Announcements 
Members may make any special event announcements or report on community activities. 

4.27 Confirmatory By-law – Council Meetings 
The Clerk will include a By-law at the end of each Council Meeting for a first, second, and 
third reading to confirm all decisions and proceedings of the Meeting and to confirm that 
Council complied with the legal requirement that it acted by By-law. 
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PART 5 CLOSED MEETINGS 
 
5.1 Open Meeting Requirement 
All reasonable efforts on the part of the Members and staff will be made to keep Meetings 
open to the public unless closure is specifically authorized under the Municipal Act, 2001, 
and it is deemed necessary and appropriate. No person will be excluded except for improper 
conduct, or if a Declaration of Pecuniary Interest has been made for an item, and as 
otherwise provided for in this By-law. 

5.2 Closed Meeting Notice 
5.2.1 Closed Meetings and parts of Open Meetings that are closed, may be held as 
 deemed necessary by the Mayor/Chair in consultation with the Clerk/Committee 
 Administrator. Such Closed Meetings may only be closed to the public in accordance 
 with the requirements of the Municipal Act, 2001. 
 
5.2.2 Notice of Closed Meetings will take place via a Resolution passed by at least a 
 Majority of the Members present in an Open Meeting to go into a Closed Meeting. 
 The resolution will state the following: 
 

(i) That a Closed Meeting will be held;  

(ii) The time and place where the Closed Meeting will be held; 

(iii) The general nature of each matter to be considered at the Closed Meeting; 
and, 

(iv) The Open Meeting exemption(s) which permit each matter to be considered 
in the Closed Meeting.  

5.3 Attendance in Closed Meetings and Disclosure of Materials 
5.3.1 Any reports, presentations, correspondence, discussion, or other communications 
 included as part of a Closed Meeting will not be disclosed to any person who is not 
 in attendance at the Closed Meeting for each particular item. 
 
5.3.2 The Clerk will attend all Closed Meetings of Council. Where the CAO has determined 
 it is not appropriate for the Clerk to be in attendance for an item, the Clerk must 
 delegate their authority in writing and in advance of the Meeting to the CAO or other 
 as authorized by the CAO. 
 
5.4 Confidentiality of Closed Meeting Proceedings 
5.4.1 Any Member who breaches the confidentiality of a Closed Meeting may be subject 
 to an investigation under the Code of Conduct for Members.  
 
5.4.2 Any member of staff who breaches confidentiality of a Closed Meeting may be subject 
 to disciplinary action consistent with HR Policy 002. 
 
5.5 Closed Meeting Procedure – Modifications 
The Procedural By-law will be observed in Closed Meetings, with the necessary 
modifications, except that: 

(i) A member will not speak more than once to a Motion until every member who desires 
to speak has spoken once; 

(ii) The number of times to speak on any Motion will not be limited; and, 

(iii) Recorded votes are not permitted in Closed Meetings. 

5.6 Closed During a Vote – Exception  
A Meeting or part of a Meeting will not be closed to the public during the taking of a vote 
unless: 
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(i) Provisions of the Municipal Act, 2001, applies; and, 

(ii) The vote is for a procedural matter or for giving directions or instructions to officers, 
 employees or agents of the Township or Local Board or persons retained by or under 
 contract with the Township or Local Board. 

5.7 Closed Meeting Agendas     Amended by By-law 2024-54 
5.7.1 Agendas for Closed Meetings will be circulated to Members no later than 3 (three) 

Business ten (10) Days before the holding of the Meeting. If Closed Meeting Agendas 
and reports are circulated by hardcopy, the Clerk/Committee Administrator will collect 
all the materials for destruction at the adjournment of the Closed Meeting.  

 
5.7.2 Electronic distribution of a Closed Meeting Agenda may be permitted through a 

secure means provided the confidentiality of the Closed Meeting materials can be 
maintained. 
 

5.7.3 In preparing the Agenda, the Clerk/Committee Administrator will identify the most 
amount of detail possible to allow for Members to consult with the Integrity 
Commissioner with respect to identifying a potential conflict of interest. 

 
5.7.4 The public titles for Closed Meeting Agenda items will balance the requirements of 

openness and transparency with the need to maintain the confidentiality of the items 
listed on the Closed Meeting Agenda. 

 
5.8 Closed Meeting Minutes 
5.8.1 Minutes of all or part of a Closed Meeting will be recorded by the Clerk/Committee 
 Administrator, approved by the Members at the following Open Meeting of 
 Council/Committee as appropriate, and will be retained in confidence by the 
 Clerk/Committee Administrator and such Minutes will not be open to inspection by 
 any member of the public unless the Majority of the Members waive privilege or as 
 required by law or court proceeding. 
 
5.8.2 Minutes of all or part of a Closed Meeting will only be made available to the whole of 

the Members and the Chief Administrative Officer, and those staff or their designate 
who were in attendance for their individual item. Minutes of Closed Meetings may be 
disclosed to new Township staff at the written approval and direction of the Chief 
Administrative Officer. 
 

5.8.3 The Clerk/Committee Administrator, in making the Minutes will not record any 
 personal information as defined in the Municipal Freedom of Information and 
 Protection to Privacy Act, R.S.O. 1990, c. M.56.  
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PART 6 PRESENTATIONS, DELEGATIONS AND WRITTEN SUBMISSIONS 
 
6.1 General Provisions 
6.1.1 Requests to appear before Council/Committee to make a Presentation as per Section 
 6.2 or be a Delegation as per Section 6.3 must contact the appropriate 
 Clerk/Committee Administrator. 
 
6.1.2 All audio-visual materials associated with a Presentation, or a Delegation must be
 submitted to the Clerk/Committee Administrator as appropriate according to the 
 provisions of Sections 6.2 and 6.3. 
 
6.1.3 The Clerk or the Chief Administrative Officer reserves the right to determine what is 
 acceptable or unacceptable materials as per Sections 6.2 and 6.3. 
 
6.1.4 Where any provisions or regulations of or under any Act in relation to Presentations, 
 Delegations, Applicants/Agents or Written Submissions contradict any of the 
 provisions of this By-law, the provisions of that Act will prevail. 
 
6.2 Presentations      Amended by By-law 2024-54 
6.2.1 Presentations shall be restricted to the following: 

 
(i) Presentations made by Council/Committee to recognize the contributions, 

achievements or awards of individuals or organizations; 

(ii) Presentations made to Council/Committee by individuals or organizations at 
the invitation of Council/Committee;  

(iii) Presentations made to Council by a Committee, Local Board, local 
organization, registered charity, or Township-affiliated agency or 
organization; 

(iv) Presentations from senior levels of government or other municipal 
governments; and, 

(v) Presentations by consultants retained by the Township providing information 
related to municipal operations that are not accompanied by a staff report. 

Presentations are not permitted for commercial business purposes and do not 
include Delegations for Agenda items. 

6.2.2 Any person making a Presentation to Council/Committee in accordance with Section 
 6.2 are subject to the following provisions: 
 

(i) Must have received prior approval by the Chief Administrative Officer or Clerk 
to appear before Council or Department Head to appear before a Committee; 

(ii) Must contact the Clerk/Committee Administrator in writing and indicate how 
they wish to be a presenter as per Section 4.2.4 of this By-law; and, 

(iii) Will be limited to speaking not more than ten (10) minutes. 

6.2.3 Audio-visual materials associated with Presentations may include, but are not limited 
 to, audio recordings, slideshows, photos, videos and handouts but does not include 
 the presenter’s speaking notes. 
 
6.2.4 All audio-visual materials associated with Presentations are subject to the following: 
 

(i) Will be attached to the Agenda and heard or shown at the Meeting if received 
no less than five (5) Business Days twelve (12) days prior to the date of the 
Meeting; 
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(ii) Will not be attached to the Agenda but will be heard or shown at the Meeting 
and attached to the Minutes if received less than five five (5) Business Days 
twelve (12) days but not less than one (1) Business Day prior to the date of 
the Meeting; 

 
(iii) Will not be attached to the Agenda and will not be heard or shown at the 

Meeting but will be attached to the Minutes if received less than one (1) 
Business Day prior to the date of the Meeting; 

 
(iv) Will be rejected and not permitted to be re-submitted if contains profanity, 

hate speech, pornography, or content of a violent and/or sexual nature; and, 
 

(v) Will be returned to the submitter to remove inappropriate content such as 
negative allegations or comments towards members of the public, and/or 
criticisms of a personal nature against any Member or staff, and/or personal 
information about identifiable individuals as per the Municipal Freedom of 
Information and Protection of Privacy Act and must be resubmitted not less 
than three (3) Business Days prior to the date of the Meeting. 

6.2.5 Revised materials for Presentations previously submitted will not be accepted if 
received less than five (5) Business Days twelve (12) days prior to the date of the 
Meeting unless subject to Section 6.2.4 (v). 

 
6.3 Specific Interest Delegations 
 
6.3.1 Specific Interest Delegations may only register to speak to the following agenda 
 items: 
 

(i) staff reports; 
 

(ii) informal and formal public meetings; 
 

(iii) consideration of notice of motion provided by members of Council; and,  
 

(iv) By-laws 
  
6.3.2 Registration to participate in person for Specific Interest Delegations will be accepted 
 up to the time the Meeting is convened. 
 
6.3.3 Registration to participate electronically as a Specific Interest Delegations will be 
 accepted up to noon on the day of the Meeting, and Delegations must provide their 
 email address and telephone number to enable Township staff to facilitate such 
 participation. 
 
6.4 General Interest Delegations  
 
6.4.1 General Interest Delegations may register to speak to matters that are of a general 
 interest of the Township of Wilmot. 
 
6.4.2 Any person who wishes to appear before Council as a Delegation on a matter of 
 general interest shall submit the prescribed “Delegation Request Form” to the Clerk 
 by 12:00 Noon on the Monday preceding the Regular Council Meeting. 
 
6.4.3 Not more than three (3) General Interest Delegations will be permitted at each 
 Regular Council Meeting. 
 
6.4.4 The Clerk shall have the authority to determine if the subject matter does in fact relate 
 specifically to a matter contained in the Regular Council Meeting Agenda for 
 purposes of allowing or denying the Delegation and the Clerk will introduce such 
 Delegation Request Form(s) at the time of adopting the Published Agenda. 
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6.4.5 The Clerk, Mayor, Chief Administrative Officer shall review the General Interest 
 Delegation Request Form to determine if the subject matter and nature of the request 
 falls within the jurisdiction of Council, or if the request needs to be referred to 
 Administration for comments.   
6.4.6 The Mayor, in consultation with the Chief Administrative Officer, has the authority to 
 deny a General Interest Delegation requests under the following circumstances: 
 

(i) the request is not submitted within the time required of this By-Law; 
 

(ii) no written summary of the request together with any handouts or materials is 
provided with the request or the submission is incomplete; 

 
(iii) the subject matter is deemed to be beyond the jurisdiction of Council; 

 
(iv) the issue has been or is to be considered by the Committee of Adjustment, 

Dangerous Dog Designation Appeals Committee, or Property Standards 
Appeal Committee; 

 
(v) Council previously indicated it will not hear further from this Delegation; or  

 
(vi) the issue should first be referred to Administration for action. 

 
6.4.7 General Interest Delegations that are for the sole purpose of generating publicity for 
 an event shall not be permitted. 
 
6.4.8 After hearing the delegation, Council shall resolve to: 
 

(i) Receive the delegation for information only; or 
 
(ii) Refer the matter to staff for additional information. 

 
6.4.9 General Interest Delegations will be scheduled in the order in which they were 
 received by the Clerk. 
 
6.4.10 General Interest Delegations are subject to a three (3) month waiting period before 
 appearing before Council again on the same subject matter. 
 
6.5 Delegations – Guidelines 
 
6.5.1  Notwithstanding Section 6.3.1., no delegation, General or Specific Interest shall 
 appear before Council on a matter that is not on the agenda if the matter is one which: 
 

(i) is eligible for resolution under any process for formal complaints or appeals, 
or for requesting compensation, where such processes have been 
established by the Township of Wilmot, unless and until all municipal 
proceedings of such a process have been completed; 

 
(ii) is related to an employment matter; 
 
(iii) is undergoing judicial or court process or litigation to which the delegation is 

a party to the proceeding; 
 
(iv) has already been the subject of consideration by Council, if a decision on 

the matter by Council was reached within the last six months. 
 



CONSOLIDATED 
VERSION 

PROCEDURAL BY-LAW – BY-LAW 2024-42 
  
 

27 
 

 

6.5.2   Notwithstanding this provision, in emergency situations, Council by affirmative vote 
 of a Majority of its members present at a regular Council Meeting, may agree to hear 
 a delegation on any matter provided the presentation material is in writing and 
 available whenever possible for distribution to Council prior to the commencement of 
 the said Meeting. 
 
6.5.3  That where Council has passed a motion to permit a delegation to speak to a 
 matter that is not on a Meeting agenda, members of Council shall not be permitted 
 to ask questions of that delegation. 
 
6.5.4 Delegations are subject to the following provisions: 
 

(i) Must contact the Clerk’s Office for Council Meetings or the Committee 
Administrator for Committee Meetings in writing and indicate the means by 
which they wish to be a delegation as per Section 4.2.5 of this By-law; 

(ii) Members may ask questions of delegates. There shall be no debate between 
Members and delegates.  

(iii) Are limited to speaking not more than seven (7) minutes not including 
responding to questions from Members, if any; 

(iv) Delegations consisting of seven (7) or more persons may be permitted to 
have two (2) spokespersons address Council, in which case each such 
spokesperson will be limited to speaking for not more than seven (7) minutes 
each; and, 

(v) Where more than twenty (20) or more delegates register for an Agenda Item, 
Council may by vote Majority vote, limit the speaking time for delegations for 
that specific item to three (3) minutes. 

(vi) Are permitted to speak only once on an Agenda item per Meeting unless the 
speaker is presenting new information to Council. 

6.5.5 During in-person Meetings, no member of the public will be allowed to approach the 
 Members, Township staff, or the podium once a Meeting has been called to order 
 without the permission of the Mayor/Chair. 
 
 
6.5.6 Delegations who are Applicants or Agents for Applicants (Agent) will be limited to 
 speaking for not more than ten (10) minutes and may elect to address Council before 
 any Delegation if they so request. 
 
6.5.7 Audio-visual materials submitted by a Delegation or Applicant/Agent may include, but 
 are not limited to, audio recordings, slideshows, photos, videos and handouts but 
 does not include the presenter’s speaking notes. 
 
6.5.8 All audio-visual materials associated with Delegations are subject to the following: 
 

(i) Will be attached to the Agenda and will be heard or shown at the Meeting if 
received no less than five (5) Business Days twelve (12) days before the date 
of the Meeting; 

 
(ii) Will not be attached to the Agenda but will be heard or shown at the Meeting 

and attached to the Minutes if received less than five (5) Business Days 
twelve (12) days but not less than one (1) Business Day prior to the date of 
the Meeting; 

 
(iii) Will not be attached to the Agenda and will not be heard or shown at the 

Meeting but will be attached to the Minutes if received less than one (1) 
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Business Day in prior to the date of the Meeting; 
 
(iv) Will be rejected if contains profanity, hate speech, pornography, or content 

of a violent and/or sexual nature; and, 
 
(v) Will be returned to the submitter to remove inappropriate content such as 

negative allegations or comments towards members of the public, 
copyrighted material, and/or criticisms of a personal nature against any 
Member or staff, and/or personal information about identifiable individuals as 
per the Municipal Freedom of Information and Protection of Privacy Act and 
must be resubmitted not less than three (3) Business Days prior to the date 
of the Meeting in order to be shown at the Meeting. 

 
6.5.9 Revised materials for Delegations previously submitted will not be accepted if 

received less than five (5) Business Days twelve (12) days prior to the date of the 
Meeting unless subject to Section 6.3.11 (v). 

 
6.5.10 Delegations who have not yet addressed Council on a matter may do so even though 
 the matter has been considered at a previous Meeting. 
 
6.5.11 Delegations who have addressed a matter at a Committee Meeting may address 
 Council on the same matter at a Council Meeting. 
 
6.6 Written Submissions 
6.6.1 Members of the public may submit Written Comments regarding any item on the 

Agenda that is not listed as a Public Meeting item, subject to the following: 
 

(i) Will be attached to the Agenda if received not less than five (5) Business Days 
twelve (12) days before the date of the Meeting; 

 
(ii) Will not be attached to the Agenda but will be attached to the Minutes if 

received less than five (5) Business Days twelve (12) days, but not less than 
four (4) hours prior to the commencement of the Meeting; 

 
(iii) Will be rejected if contains profanity, hate speech, pornography, or content of 

a violent and/or sexual nature; and, 
 
(iv) Will be returned to the submitter to remove inappropriate content such as 

negative allegations or comments towards members of the public, and/or 
criticisms of a personal nature against any Member or staff, and/or personal 
information about identifiable individuals as per the Municipal Freedom of 
Information and Protection of Privacy Act and must be resubmitted before the 
commencement of the Meeting to be attached to the Minutes. 

 
6.6.2 Members of the public may submit Written Comments regarding any Public Meeting 
 item listed on the Council Agenda, subject to the following: 
 

(i) Will be included as part of the Staff Report for the Council Agenda if 
received by the due date stipulated in the Notice of Public Meeting 
circulated to affected property owners; 

(ii) Will be included in a subsequent Staff Report, if any, for the Council Agenda 
if not received in time for the Staff Report as per Section 6.4.2 (i); and, 

(iii) Will not be accepted once Council has made a decision on the item. 

  



CONSOLIDATED 
VERSION 

PROCEDURAL BY-LAW – BY-LAW 2024-42 
  
 

29 
 

 

PART 7 RULES OF DEBATE 
 
7.1 Commencement of Debate 
A Motion/Question must be first moved and seconded and then stated by the Mayor/Chair 
before debate can commence. 

7.2 Raising of Hand 
Any Member who desires to speak will so indicate by raising their hand and, upon being 
recognized by the Mayor/Chair, will address the Mayor/Chair by stating “Through you, 
Mayor/Chair (surname)…” or “Through you, Mr./Madam Mayor/Chair…” 

7.3 Simultaneous Raising of Hands – Recognition 
When two (2) or more Members raise their hands to speak the Mayor/Chair will recognize 
the Member who raised their hand first. 

7.4 Mayor/Chair – Permitted to Debate 
The Mayor/Chair may debate a Motion/Question and state their position on any matter 
without leaving the chair but only after all other Members have spoken first. 

7.5 Mayor/Chair – Address Between Proceedings 
The Mayor/Chair may, without leaving the chair, address Council/Committee between 
proceedings on any matter pertinent to the business of the Township. 

7.6 Speaking – No Interruption 
7.6.1 When a Member is speaking no other Member will pass a note between them and/or 
 to the Mayor/Chair or interrupt the Member who is speaking except to raise a Point 
 of Order or Point of Privilege. 
 
7.6.2 A Member must raise their hand and wait to be recognized to raise a Point of 
 Information. 
 
7.7 Speaking – General 
7.7.1 A Member may ask a question only for the purpose of obtaining information relating 
 to the matter under discussion and such question must be stated concisely and asked 
 only through the Mayor/Chair. 
 
7.7.2 Notwithstanding Section 7.7.1, a Member who has been recognized as the next 
 speaker, may first ask a question through the Mayor/Chair on the matter under 
 discussion for the purpose of obtaining information, following which the Member may 
 then speak. 
 
7.7.3 When a Member is speaking to a Motion/Question, they will confine their remarks to 
 that Motion/Question. 
 
7.8 Speaking Order 
7.8.1 The Mayor/Chair will determine, by order of hands raised, and administer the 

speaking order for Members. 
 
7.8.2 If requested, the Mover or Seconder of a Motion/Question, has the right to be the last 
 Member to speak on that Motion/Question. 
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PART 8 CONDUCT IN MEETINGS 
 
8.1 Meeting Decorum – All Persons Present 
8.1.1 All persons present in a Meeting will conduct themselves with decorum and in 
 accordance with this By-law and Code of Conduct as appropriate. Accordingly, no 
 one present in a Meeting will: 
 

(i) Speak disrespectfully of anyone present or not present in the Meeting 
including but not limited to the Reigning Sovereign, the Governor General, 
the Lieutenant Governor of any province, or any person administering the 
Government of Canada or this Province; 

(ii) Use offensive words or discriminatory language in a Meeting or against the 
Council or against any Member or Township staff; 

(iii) Speak on any subject other than the subject in debate or the subject for which 
they have received approval to address Council/Committee; 

(iv) Criticize any decision of Council/Committee except to provide Notice for a 
Motion to Reconsider in accordance with the provisions of Part 11; 

(v) Interrupt, speak-over, or continue to speak when advised by the Mayor/Chair 
to desist, or otherwise disrupt the proceedings of the Meeting or the ability of 
Council/Committee or staff to conduct business; 

(vi) Disobey this By-law, Code of Conduct, other rules of Council/Committee, or 
a decision of the Mayor/Chair or of Council/Committee on points of order; 

(vii) Make any charge or allegation against a Member unless such Member is 
present to reply or notice has been given to such Member to be present to 
offer a defence; 

(viii) Question a Member or staff that contains imputations, epithets, ironical 
expressions, or hypothetical cases, nor refer to debates or answers to 
questions in the same Meeting; 

(ix) Ask a question which publishes the names of persons or contains statements 
not strictly necessary to render the question intelligible, or contain charges 
which the Member who asks the question is not prepared to substantiate; 

(x) Ask a question seeking the solution of an abstract legal case; 

(xi) Ask a question as a pretext for a debate when out of order; or, 

(xii) Ask a question that has already been fully answered. 

8.2 Breach of Conduct 
8.2.1 A Member who has been called to order by the Mayor/Chair for breach of this By-law 
 or the Code of Conduct must defer at once to the decision of the Mayor/Chair, make 
 an apology, and immediately withdraw the offensive or improper language that was 
 used or desist with the improper conduct. 
 
8.2.2 If the Member who has been called to order refuses to apologize, withdraw the 
 offensive or improper language and/or persists with improper conduct, the 
 Mayor/Chair will put a Motion/Question with no amendment, adjournment, or debate 
 for a vote to the remaining Members "That such Member be ordered to leave their 
 seat for the duration of the Meeting". If two-thirds of the remaining Members vote in 
 the affirmative, the Member called to order will leave the Meeting. 
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8.2.3 Staff, delegations, members of the public and media who have been called to order 
 by the Mayor/Chair will be immediately removed from the Meeting for failure to 
 comply with the decision of the Mayor/Chair. The Mayor/Chair need not put the 
 removal to the Members for a vote.  
 
8.2.4 All Code of Conduct inquiries and formal requests for investigations will be referred 
 to the Township’s Integrity Commissioner in accordance with the Code of Conduct. 
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PART 9 MOTIONS 
9.1 Ruled Out of Order 
9.1.1 A Motion in respect of a matter which is ultra vires the jurisdiction of 
 Council/Committee will not be in order. 
 
9.1.2 Whenever the Mayor/Chair is of the opinion that a Motion is contrary to the 
 Procedural By-law, the Mayor/Chair will rule the Motion out of order. 
 
9.2 Moved and Seconded 
9.2.1 All Motions must be moved and seconded before being stated by the Mayor/Chair. 
 
9.2.2 Moving and seconding a Motion by Members does not constitute agreement or being 
 in favour with the Motion/Question or any part thereof and does not bind the Mover 
 and Seconder to vote in the affirmative for that Motion. 
 
9.3 Stating the Motion 
After a Motion has been moved and seconded by a Member, it must then be stated by the 
Mayor/Chair either by being read or displayed at the discretion of the Mayor/Chair before it 
can be debated. Motions printed on the Agenda do not need to be read aloud by the 
Mayor/Chair.  
 
9.4 In Writing 
A Motion must be presented in writing unless it is a procedural Motion which is permitted to 
be introduced orally as per Section 9.8. 

9.5 Voting 
9.5.1 After debate on the Motion/Question has concluded, the Mayor/Chair must Put the 
 Question before a vote can be taken. Once the vote has concluded, the 
 Motion/Question will be recorded in the Minutes with the result of the Vote. 
 
9.5.2  All Motions/Questions require a Majority vote of the Members present to carry unless 
 otherwise indicated in this By-law. 
 
9.6 Disposition 
A Motion/Question properly before Council/Committee for consideration/decision must 
receive disposition before any other Motion/Question can be received except procedural 
Motions in respect of matters listed in Section 9.8 of this By-law or Motions to Amend a 
Motion/Question. 

9.7 Order of Consideration 
A Motion/Question called in the order in which it stands on the Agenda of the routine of 
business of a Meeting and which is not decided by Council/Committee, will stand retaining 
its precedence on the Agenda of the routine of business for the next Regular Council 
Meeting. 

  



CONSOLIDATED 
VERSION 

PROCEDURAL BY-LAW – BY-LAW 2024-42 
  
 

33 
 

 

9.8 Procedural Motions 
9.8.1 Procedural Motions listed in this section will be considered immediately upon receipt 
 and will have precedence over any Motion/Question. Procedural Motions are 
 debatable and/or amendable as indicated: 
 
Item # Procedural Motion Name   Debateable  Amendable 

(i) Points of Information, Order or Privilege No   No 

(ii) Call the Question     No   No 

(iii) Refer       To Whom and  Yes 
        Time  
   

(iv) Postpone or Defer to a Day Certain  Time only  Yes   

(v) Postpone or Defer Indefinitely   Yes   No 

(vi) Lay on the Table     No   No 

(vii) Lift off the Table     No   No 

(viii) Waive Notice     No   No 

(ix) Extend the Time of the Meeting  No   No 

(x) Recess      Yes   Yes 

(xi) Suspend the Procedural By-law  No   No 

(xii) Adjourn      No   No 

 
9.9 Points of Information, Order and Privilege 
9.9.1 The Mayor/Chair will preserve order and decide on Points of Information, Points of 
 Order, and Points of Privilege. 
 
9.9.2 When settled, the Motion/Question that was interrupted by the Point of Information, 
 Order or Privilege will be resumed at the point where it was suspended in order to 
 consider the Point of Information, Order or Privilege. 
 
9.9.3 When a Point of Information, Point of Order, or Point of Privilege is raised or when a 
 person present is called to order by the Mayor/Chair, the person speaking will 
 immediately cease until the Point of Information has been addressed or the 
 Mayor/Chair has ruled on the Point of Order or Point of Privilege as the case may be 
 and may further address the Members only for the purpose of appealing to the 
 Council/Committee from such decision. 
 
9.9.4 When a Member considers their integrity, or that of Council/Committee as a whole, 
 staff, or the public has been questioned, they may, as a Point of Privilege, at any 
 time, with the consent of the Mayor/Chair, draw the matter to the attention of 
 Council/Committee. 
 
9.9.5 The Mayor/Chair, in giving their decision regarding a Point of Order or Point of 
 Privilege, should cite the rule or law governing the case. The Mayor/Chair may ask 
 for the assistance of the Clerk or Council in deciding the matter but the Mayor/Chair’s 
 decision will be final if there is no appeal. 
 



CONSOLIDATED 
VERSION 

PROCEDURAL BY-LAW – BY-LAW 2024-42 
  
 

34 
 

 

9.9.6 If the decision of the Mayor/Chair is appealed by any Member, the Mayor/Chair will 
 restate the point in issue and ruling thereon and, without further debate, will put the 
 Question "Will the ruling of the Mayor/Chair be sustained?" The Mayor/Chair may 
 vote on this Question and in the event of an equality of votes, the decision of the 
 Mayor/Chair will be deemed to be sustained.  
 
9.10 Call the Question 
9.10.1 A Member may move for Council/Committee to vote immediately (i.e., Call the 
 Question) during the debate, on a Motion/Question that has been moved, seconded 
 and stated by the Mayor/Chair. 
 
9.10.2 A Motion to Call the Question: 
 

(i) Cannot be moved when there is an amendment under consideration for the 
Motion/Question being debated; 

(ii) Will preclude any further amendments of the Motion/Question; 

(iii) Cannot be called by a Member who has already debated the Motion/Question 
unless all Members have already commented on the Motion/Question; 

(iv) Cannot be called so as to interrupt a Member who is speaking; 

(v) Must be moved using the following words "Call the question"; 

(vi) Must be voted on before considering the Motion/Question to which calling the 
question applies; 

(vii) Requires two-thirds of Members present voting in the affirmative to pass; 
and, 

(viii) When resolved in the affirmative, the Motion/Question to which calling the 
question applies is to be put forward for a vote without any further debate. 

9.11 Refer, Postpone or Defer – to specific date 
9.11.1 A Motion to Refer a matter under discussion to Township staff or a Committee will 
 preclude all amendments of the Motion/Question and any Motion to Postpone, Defer 
 or Lay on the Table until the Motion to Refer is decided. 
 
9.11.2 A Motion to Postpone or Defer to a specific date will have precedence over all other 
 business on the date to which the Motion has been postponed or deferred. 
 
9.12 Postpone or Defer Indefinitely  
9.12.1 A Motion to Postpone or Defer Indefinitely enables the Members to decline to vote 
 on a Motion for the purpose of suppressing that Motion. 
 
9.12.2 If a Member desires to have the Motion to which a Motion to Postpone or Defer 
 Indefinitely was applies return to the floor at some future time, the Motion to Postpone 
 or Defer Indefinitely would first need to be subject to a Motion to Reconsider as per
 Part 11 of this By-law. 
 
9.13 Lay on the Table and Lift from the Table 
9.13.1 A Motion to Lay on the Table allows the Members to temporarily suspend 
 consideration of the Motion/Question that is currently on the floor in order to deal with 
 an urgent matter of business. It is not used in the place of a Motion to Postpone or 
 Defer Indefinitely. 
 
9.13.2 A Motion to Lift from the Table will bring the Motion that has been laid on the table 
 back to the floor to resume consideration. 
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9.14 Waive Notice 
Any motion, except as indicated in Section 9.17.2 and any Motion to Amend or Repeal the 
Procedural By-law can only be introduced without notice if the Members, without debate, 
Waive Notice with the affirmative vote of at least two-thirds of the whole of Council. 

9.15 Extend the Time of the Meeting 
The Mayor/Chair may request a Motion to Extend the Time of Meeting past 11:00 p.m. to 
midnight by obtaining a Mover and Seconder. Such Motion requires the unanimous consent 
of all Members present in the Meeting. 

9.16 Recess 
A Majority vote of the Members present is required to recess a Meeting, and the time of 
return will be announced by the Mayor/Chair. 

9.17 Suspend the Rules 
9.17.1 Any rules or procedures established by this By-law may be suspended during or for 
 a particular Meeting, by a Motion to Suspend the Rules which must be moved and 
 seconded and passed unanimously by the Members present. 
 
9.17.2 Exceptions to 9.17.1 are: 
 

 (i) Quorum requirement. 

 (ii) Notice for an amendment or repeal of this By-law or any part of thereof; 
 and, 

 (iii) If prohibited by law.  

9.18 Adjournment 
9.18.1 A Motion to Adjourn may be made at any time by a Member who has the floor and 
 provided such Motion is not made during the taking of a vote on any Motion/Question. 
 
9.18.2 Where a Motion to Adjourn is duly moved, seconded, and carried, and there is any 
 item of business or any By-law that is left undisposed of, such item of business or 
 By-law may be considered at the appropriate place in the order of business at any 
 subsequent Regular Meeting of Council/Committee. 
 
9.18.3 Where a Motion to Adjourn is lost, no second Motion to the same effect may be made 
 until after some intermediate proceeding has occurred during the Meeting. 
 
9.18.4 On a Motion to Adjourn, no Member will leave their seat until the Mayor/Chair has 
 declared the Meeting adjourned. 
 
9.18.5 A Regular or Special Meeting of Council or Committee will adjourn at the hour of 
 11:00 p.m. if in session at that time and will reconvene at such other day and time as 
 the Members may direct by resolution or in accordance with the pre-approved 
 Meeting schedule. 
 
9.18.6 If a Motion to Adjourn a Regular or Special Council Meeting is moved, seconded and 
 carries prior to moving and seconding the Confirmatory By-law, the Confirmatory By-
 law for the current Meeting will be deferred to the next Regular Meeting of Council 
 and handled separately from the Confirmatory By-law for that next Regular Meeting. 
 
9.19Withdrawal of a Motion 
9.19.1 A motion may be withdrawn by the Mover without the agreement of the Seconder 

and without consent of Council/Committee up to the point the Motion is stated by the 
Mayor/Chair. 
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9.19.2 Once the Motion/Question has been stated by the Mayor/Chair, it is deemed to be in 
possession of Council/Committee and can only be withdrawn before the vote is taken 
if there are no objections from any Member. If there is an objection, the withdrawal 
will be granted with two-thirds of Members present voting in the affirmative. 

 
9.20Notices of Motion      Amended by By-law 2024-54 
9.20.1 A Notice of Motion is required for all Motions that a Member wishes to bring forward 

for consideration by Council/Committee except for procedural Motions listed in 
section 9.8 and Amendments to Motions. 
 

9.20.2 A Notice of Motion will: 
 

(i) Be in writing, which may include email and will be delivered to the 
Clerk/Committee Administrator at least five (5) Business twelve (12) Days 
preceding the date of the Regular Meeting at which the Motion is to be 
considered unless otherwise directed by the Member; 

(ii) Be printed in full and unaltered on the Agenda for the Meeting at which the 
Motion will be considered; and, 

(iii) Be dropped from the Agenda and considered withdrawn if it has been called 
by the Mayor/Chair in two successive Meetings and not proceeded with 
unless Council/Committee otherwise directs. 

9.20.3 The right to move a Notice of Motion will be deemed to be that of the Member who 
introduced the Notice of Motion and must be seconded by another Member. 
 

9.20.4 If the Mayor/Chair wishes to bring forward a Notice of Motion, the Mayor/Chair must 
relinquish the chair in order to move the Motion and will resume the chair position 
only after consideration of the Motion has concluded. 

 
 

9.20.5 Members are expected to prepare their Notice of Motion in accordance with 
traditional parliamentary formatting and use traditional parliamentary language. 
Assistance with formatting or language may be sought from the Clerk or Committee 
Administrator as appropriate.  
 

9.20.6 Members considering a Notice of Motion are strongly encouraged to speak with the 
Clerk, appropriate Department Head or the Chief Administrative Officer or Committee 
Administrator as appropriate as well as any stakeholders to seek assistance with 
content and to ensure the Notice of Motion is well-constructed, legal, accurate and 
clear, properly formatted, timed appropriately, and is the most efficient and effective 
means of dealing with the matter. 

 
9.20.7 Review of the Notice of Motion by staff will not constitute support from staff on the 

content of the Motion. 
 
9.20.8 “Whereas” clauses should be used only to provide background and context in order 

to assist Members with understanding the Motion. 
 
9.21Amendments to Motions 
9.21.1 Amendments to motions where permitted: 
 

(i) Shall be presented in writing unless it is agreed to be a Friendly Amendment; 

(ii) Shall receive disposition of Council/Committee before the Motion is 
considered; 
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(iii) Shall be germane (i.e., relevant) to the Motion or an Amendment to the 
Motion being considered; 

(iv) Shall not negate the Motion or an Amendment to the Motion; 

(v) May propose a separate and distinct disposition of a Motion; 

(vi) Shall be put in the reverse order in which the Amendments were moved if 
there are multiple Amendments; and, 

(vii) Shall contain only one Amendment to the Motion and not more than one 
Amendment to an Amendment at one time unless the Amendment has been 
withdrawn or voted on and lost, in which case another Amendment may be 
made to the Motion but not to an Amendment. In the case of an Amendment 
to an Amendment, the Amendment to the Motion cannot be withdrawn until 
the Amendment to the Amendment has been withdrawn or voted on and lost. 

9.21.2 An Amendment to a Motion which has been Referred, Postponed or Deferred 
Indefinitely or to a specific date, is not permitted. 
 

9.21.4 Friendly Amendments are not permitted in instances where the proposed Friendly 
 Amendment represents a substantive change to the Motion or to an Amendment 
 including adding a further clause(s) to the Motion. 
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PART 10 VOTING 
10.1 Putting the Question 
10.1.1 No Vote will be taken unless the Motion/Question has been moved and seconded, 
 and the Mayor/Chair has Put the Question in the precise form in which it will be voted 
 on and recorded in the Minutes. 
 
10.1.2 When the Mayor/Chair calls for the Vote on a Motion/Question, each Member will 
 occupy their seat until the result of the Vote has been declared by the Mayor/Chair. 
 During the taking of the vote, no Member will walk across the room or speak to any 
 other Member or make any noise or disturbance. A Member not in their seat is not 
 entitled to Vote.  
 
10.1.3 After a Motion/Question is Put by the Mayor/Chair, no Member will speak to the 
 Motion/Question or will make any other Motion or Amendment to the Motion after the 
 Vote is taken and the result has been declared. 
 
10.2 Qualification and Requirement to Vote 
10.2.1 Each Member has one Vote only and Votes are not weighted. 
 
10.2.2 No Member will have precedence or seniority over any other Member except as may 
 be provided for in the Municipal Act, 2001. 
 
10.2.3 The Mayor/Chair does not need to relinquish the chair to vote on any 
 Motion/Question. 
 
10.2.4 Every Member present at a Meeting when a Motion/Question is Put or Called will 

vote unless prohibited by statute, in which case the reason for why the Member did 
not vote will be recorded in accordance with the statute. 
 

10.2.5 Any Member who refuses to vote will be recorded as voting in the negative. 
 
10.3 Secret Ballot – Prohibited 
10.3.1 No Vote will be taken in a Meeting by any method of secret voting, and every Vote 

so taken will be of no effect. 
 

10.3.2 Any Vote taken by ballot must be read aloud with the name of the Member and 
whether the Member has voted in favour of or opposition to the Motion/Question. 

 
10.3.3 A Meeting will not be Closed to the public during the taking of a Vote, unless the vote 

relates to a procedural matter, or is in relation to providing direction to staff in 
accordance with the Municipal Act, 2001. 

 
10.3.4 Despite Section 10.3.3, a Meeting may be Closed to the public during a Vote in 

accordance with Section 5.6 of this By-law. 
 
10.4 Tied Vote 
In the event of an equality of votes, the Motion/Question being voted on is deemed to be 
lost. 

10.5 Severability of the Question 
10.5.1 When two or more separate recommendations, propositions or clauses are embodied 

in one Motion/Question or in an Amendment to a Motion/Question, a Member may 
request or the Mayor/Chair may put each recommendation, proposition or clause 
separately, restricting debate to each proposition in its turn. 
 

10.5.2 A Member not present before the result of the division on a Motion/Question is 
declared, will not be entitled to vote on that Motion/Question. 
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10.6 Unrecorded Vote – Determining Method 
The manner of determining the decision of the Council/Committee on a Motion/Question is 
at the discretion of the Mayor/Chair and may be by voice, show of hands, standing or 
otherwise. 

10.7 Recorded Vote – Council Meetings 
10.7.1 Any Member of Council, before the taking of the Vote has begun, except a Member
 who is prohibited by statute to vote or has declared a pecuniary interest, may request 
 that the Vote be recorded. 
 
10.7.2 When a Recorded Vote is requested by a Member on any Motion/Question, the 
 Mayor will ask the Clerk to proceed with taking a Recorded Vote. The Clerk will say 
 each member’s name in numerical order by Ward (than alphabetically if there is more 
 than one Councillor in the Ward). The Councillor will verbally express their vote either 
 in favour or against the motion. The Clerk will record the Vote and the name of each 
 Member who voted in the Minutes and announce the decision. 
 
10.7.3 When a Recorded Vote is taken, and no dissent is declared, such Vote is deemed to 
 be Unanimous.  
 
10.8 Disputing a Vote 
If a Member disagrees with the announcement of the Mayor/Chair that a Motion/Question is 
carried or lost, the Member may, but only immediately after the declaration of the result of 
the Vote by the Mayor/Chair, object to the declaration and require a re-vote to be taken by 
the same means as the original Vote. 
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PART 11 VOTE RECONSIDERATION 
 
11.1 General Provisions 
11.1.1 A resolution, By-law or any Motion/Question, which has been adopted previously by 
 Council/Committee may be reconsidered by the Members by bringing forward a 
 Motion to Reconsider subject to the following: 
 

(i) The Motion to Reconsider is made in writing by a Member and has been 
introduced according to the procedure for a Notice of Motion; 

(ii) The Motion to Reconsider cannot be applied to an affirmative vote where the 
provisions have been partly carried out or to any vote that has caused 
something to be done that is impossible to undo; 

(iii) In the case of Committees, a Motion to Reconsider cannot be applied to any 
matter which has already been disposed of by Council; 

(iv) Debate on a Motion to Reconsider must be confined to the reasons for or 
against the reconsideration; 

(v) The Motion to Reconsider is passed by a two-thirds majority of the Members 
present and voting; 

(vi) If the Motion to Reconsider is decided in the affirmative, the Motion to which 
the Motion to Reconsider applies will become the next order of business 
unless the Motion to Reconsider calls for consideration of the original Motion 
at a future date; and, 

(viii) Debate on the Motion being reconsidered will proceed as though the original 
Motion had previously never been voted on. 

11.2 Reconsideration of Amendments to Motions 
A Motion to Reconsider an Amendment may not be submitted until after the original Motion 
to which the amendment was proposed has been reconsidered and disposed of in the 
affirmative by two-thirds of the Members present and voting. 

11.3 Limitations Per Term of Council/Committee 
A Motion to Reconsider the same Motion will not be permitted more than once during the 
term of Council/Committee. 

11.4 Reconsideration of By-laws 
When a By-law has been defeated at any stage of the order of procedure, it can be subject 
to a Motion to Reconsider and the foregoing rules will apply thereto, except that, when a 
Motion to Reconsider a By-law is carried by the required majority, a Motion that leave be 
given to introduce the said By-law will become the next order of business and, if this Motion 
is carried, the By-law will be dealt with in accordance with the usual order of procedure as 
if it had been first introduced at the Meeting during which the Motion to reconsider was voted 
on. 
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PART 12 BY-LAWS – COUNCIL 
 
12.1 General Provisions 
12.1.1 Copies of all By-laws to be considered by Council will be provided in the Agenda 
 Package for the Meeting at which the By-laws will be considered. 
 
12.1.2 All By-laws when introduced will be in type-written form, will contain no blanks except 
 such as may be required to conform to accepted procedure or to comply with 
 provisions of any Act. 
 
12.1.3 The Clerk will record on all By-laws enacted by Council, the date of the first, second 
 and third reading.  
 
12.1.4 Every By-law which has been enacted by Council will be: 
 

(i) Numbered; 

(ii) Dated; 

(iii) Signed by the Mayor and the Clerk;  

(iv) Sealed with the seal of the Township; and, 

(v) Securely kept by the Clerk in compliance with the Municipal Act, 2001 and 
the Township’s Records Retention By-law. 

12.2 Reading of By-laws 
12.2.1 All By-laws, except as otherwise required by legislation, will be introduced and 
 receive first, second and third reading by a single Motion in order to be passed. 
 
12.2.2 It is permissible to refer or defer the passing of a By-law for further consideration, or 
 that the third reading be deferred indefinitely or be postponed to a definite time. 
 
12.3 Provisional By-laws 
Notwithstanding Section 12.1.1, Provisional By-laws will be read a first and second time and 
provisionally passed as one motion and then read a third time and finally passed separately 
at a subsequent Meeting as per the requirements of the applicable legislation. 

12.4 Amendments to By-laws 
An amendment to a By-law must strictly relate to the subject matter of the By-law. 
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PART 13 COMMITTEES OF COUNCIL 
 
13.1 Governance 
13.1.1 All Committees shall be established, amended or disbanded in accordance with the 
 Committee Governance Policy.  
 
13.1.2 All Committees shall be subject to the Rules and Procedures outlined in this By-law, 
 unless the rules and procedures are provided by provincial or federal legislation. 
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PART 14 REVIEW AND AMENDMENTS TO THIS BY-LAW 
 
14.1 Review 
14.1.1 Within one (1) year of the new term of Council, the Clerk shall review this By-law. If 
 amendments are required, the Clerk will follow the requirements of Section 14.2. If 
 no amendments are deemed necessary, the Clerk shall report same to Council. 
 
14.2 Amendments 
14.2.1 If deemed necessary by Council, the Chief Administrative Officer or the Clerk, the 
 Clerk may propose amendments to this By-law in accordance with Section 14.2.2. 
 
14.2.2 No amendment or repeal of this By-law or any part of thereof will be considered at 
 any Council Meeting unless notice of the proposed amendment or repeal has been 
 given at a previous Regular Meeting of Council; and the waiving of this notice by 
 Council is prohibited. 
 
14.2.3 Amendments to this By-law and subsequent Procedural By-laws will be reviewed by 
 the Township Solicitor prior to being considered by Council. 
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PART 15 SHORT TITLE 
 
This By-law may be referred to as either the "Procedural By-law" or the "Rules of 
Procedure." 
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PART 16 REPEAL - ENACTMENT 
16.1 Repeals 
By-law Nos. 2023-43 any other Amendments, and any previous Procedural By-laws are 
hereby repealed and of no force or effect. 

16.2 Effective Date 
This By-law will come into force and effect on the date of passage. 

READ a first and second time on the 26th day of August, 2024. 

READ a third time and passed in open Council on the 26th day of August, 2024. 

 
 
 
 

_________________________________ 
Mayor 
 
 
 
 
_________________________________ 
Clerk 
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	Appendix C 2024-42 Procedural By-law
	PROCEDURAL BY-LAW TABLE OF CONTENTS
	THE CORPORATION OF THE TOWNSHIP OF WILMOT
	BY-LAW NO. 2024-42
	BEING A BY-LAW TO PROVIDE FOR
	THE RULES OF ORDER AND PROCEDURE
	FOR THE MUNICIPAL COUNCIL AND COMMITTEES OF
	THE CORPORATION OF THE TOWNSHIP OF WILMOT
	AND TO REPEAL BY-LAW NO 2023-43
	WHEREAS Section 5 (1) of the Municipal Act, 2001, S.O., c. 25, as amended, states the powers of a municipality shall be exercised by its council;
	AND WHEREAS Section 5 (3) of the Municipal Act, 2001, S.O., c. 25, as amended, states a municipal power shall be exercised by by-law unless the municipality is specifically authorized to do otherwise;
	AND WHEREAS Section 8 (1) of the Municipal Act, 2001, S.O., c. 25, as amended, states the powers of a municipality under that or any other Act shall be interpreted broadly so as to confer broad authority on the municipality to enable the municipality ...
	AND WHEREAS Section 238 (2) of the Municipal Act, 2001, S.O., c.25, as amended, requires that every municipality and Local Board shall pass a procedural by-law for governing the calling, place and proceedings of meetings;
	AND WHEREAS section 238 (3.1) of the Municipal Act, 2001, S.O., c.25, as amended, allows for a municipality’s procedural by-law to permit a member of Council, of a Local Board or a committee of either of them, to participate electronically in a meetin...
	AND WHEREAS section 238 (3.3) of the Municipal Act, 2001, S.O., c. 25, as amended, allows the procedural by-law to provide that,
	(a) a member of a council, of a Local Board or of a committee of either of them who is participating electronically in a meeting may be counted in determining whether or not a quorum of members is present at any point in time; and
	(b) a member of a council, of a Local Board or of a committee of either of them can participate electronically in a meeting that is open or closed to the public;
	AND WHEREAS the Township of Wilmot Accountability and Transparency Policy states that accountability, transparency and openness are standards of good governance that enhance public trust and are achieved through the municipality adopting measures ensu...
	AND WHEREAS the general principles of parliamentary law should be upheld in the rules of any meeting, these rules are based on a regard for the rights of:
	 the majority,
	 the minority, especially a strong minority – greater than one third,
	 of individual members,
	 of absentees, and
	 of all these together.
	AND WHEREAS it is deemed expedient to adopt by by-law, rules governing the order and procedure of the Council of The Corporation of the Township of Wilmot.
	NOW THEREFORE THE COUNCIL OF THE CORPORATION OF THE  TOWNSHIP OF WILMOT ENACTS AS FOLLOWS:
	PART 1 DEFINITIONS
	PART 2 GENERAL PROVISIONS AND APPLICATION
	2.1 Rules and Procedures
	2.2 Robert’s Rules of Order
	2.3 Quorum – Determining
	2.4 Quorum – Not Present at the Start of a Meeting
	2.5 Quorum – Lost During a Meeting
	2.5.1 If Quorum is lost during a Meeting, the Meeting will stand adjourned, not ended, to  reconvene at the same time of commencement on the next day, or at such other  time and place as the Mayor/Chair announces.
	2.5.2 If in the Mayor/Chair's opinion it is not essential that the balance of the Agenda be  dealt with before the next Regular Meeting, the Mayor/Chair will announce the  unfinished business of Council/Committee will be taken up at the next Regular  ...
	2.5.3 Where the number of Members who, by reason of provisions of the Municipal Conflict  of Interest Act, are disabled from participating in a Meeting is such that the remaining  Members are not of sufficient number to constitute Quorum, then the rem...

	2.6 Minutes
	2.6.1 The Clerk/Committee Administrator will be the secretary of all Council or Committee  Meetings as appropriate and will record the proceedings of the Meetings in the form  of Minutes without note or comment that will contain the following at a min...
	2.6.2 Such Minutes, as referred to in Section 2.6.1, may be adopted by the Members  without having been read in full at the Meeting where their adoption is being  considered.
	2.6.3 The Clerk/Committee Administrator as appropriate will endeavour to post the Minutes  to the Township website within 72 (seventy-two) hours of the Meeting but no later  than 1 Business Day before the next Meeting and are considered the official r...
	2.6.4 Video recordings of a Meeting, where available, will be retained in accordance with  the Township’s Records Retention By-law.

	2.7 Errors, Corrections, and Other Changes
	2.7.1 The Clerk/Committee Administrator with the approval of the Clerk may make changes  to Minutes, By-laws, resolutions, presentations, written submissions,  correspondence, etc. as appropriate without the approval of the Members provided  such chan...
	2.7.2 When making changes to Minutes, By-laws, resolutions, presentations, written  submissions, correspondence, etc. as per Section 2.7, the Clerk/Committee  Administrator with the approval of the Clerk may provide notice of the changes made  in the ...
	2.7.3 In determining whether to provide notice of changes as per Section 2.7, the  Clerk/Committee Administrator with the approval of the Clerk may consider the  following:
	2.7.4 Regardless of when a change is made to a By-law under this section, the change will  be read into the By-law as of the date the By-law was originally enacted.
	2.7.5  The Clerk/Committee Administrator with the Clerk’s approval will not make changes  without the approval of Council/Committee when the change substantively alters that  which Council/Committee originally approved.

	2.8 Directing the Work of the Township
	2.8.1 No Member as an individual will direct or interfere with the work of the Township.
	2.8.2 Any officer of the Township will be subject only to the Council and/or the Committee  to which the Council may give authority on its behalf.

	2.9 Execution of Documents
	2.10 Audio-visual Recordings of Meetings
	2.10.1 Council and Committee Meetings will be recorded, wherever possible, through live  audio/visual streaming on the Township’s website and select online platforms.
	2.10.2 The use of audio and video recording equipment in the Meeting room by the public  or the media may be permitted provided it is not disruptive to the Meeting and prior  permission for recording and the location of the recording equipment has bee...

	2.11 Municipal Freedom of Information and Protection of Privacy Act
	2.12 Severability

	PART 3 ROLES AND DUTIES
	3.1 General
	3.1.1 It is the role and duty of all elected representatives, appointed Local Board and  Committee members, and all staff to serve the residents of the Township. Business  of the Township will be conducted in the best interest of the residents as a wh...
	3.1.2 The general principles of parliamentary law should be upheld in the rules of any  Meeting, these rules are based on a regard for the rights of:
	3.1.3 All Meetings and ceremonies initiated, organized, or led by the Township will be  devoid of all religious or spiritual readings, texts, references, prayers, or invocations  to ensure a neutral space, while allowing for the freedom of religious e...

	3.2 Duty of Mayor/Chair
	3.3 Duty of Members
	3.4  Acting Mayor
	3.4.1 Council will appoint by By-law for the entire term, in Ward Number order, each  Member of Council to serve for one calendar month as Acting Mayor when the Mayor  is absent and/or unable to act or refuses to act.
	3.4.2 The Acting Mayor will have, and may exercise, all rights, powers, and authority the  Mayor in the Mayor’s absence.


	PART 4 MEETINGS
	4.1 Place and Time – Council/Committee Meetings
	4.1.1 Council Meetings will be held in the Council Chambers pursuant to the Municipal Act,  2001, at 7:00 p.m. unless the Notice of the Meeting stipulates the Meeting will be  held at another time and location or via another means.
	4.1.2 Committee Meetings will be held at the Township Administrative Complex unless the  Notice of the Meeting stipulates the Meeting will be held at another location or via  another means such as electronically.

	4.1.3 As soon after the hour fixed for the holding of the Council/Committee Meeting and  subject to achieving Quorum, the Mayor/Chair will take the chair and call the Meeting  to order.
	4.2 Electronic Participation
	4.2.1 In accordance with provisions of the Municipal Act, 2001, and notwithstanding any  other provisions of this By-law, a Member:
	4.2.3 The Clerk and Meeting support staff, as directed by their Department Head will participate in person in a Meeting at the location specified in the Agenda, except during a Declared Emergency, in which case they will be permitted to participate el...
	4.2.4 Individuals who have been approved to make a Presentation as per Section 6.2 of  this By-law will be permitted to participate either in person or electronically via  computer or telephone. Such individuals must indicate the method by which they ...
	4.2.5 Delegations as per Section 6.3 of this By-law will be permitted to participate either in  person, electronically via computer or telephone, or via a written submission for any  matter listed on the Agenda. Delegations must indicate the method by...

	4.3 Seating Arrangement of Council
	4.4 Mayor/Chair – Addressing
	4.5 Councillors – Addressing
	4.6 Staff and Members of the Public – Addressing
	4.7 Inaugural Meeting of Council
	4.7.1 The Inaugural Meeting of Council following a regular municipal election will be held  in accordance with the Municipal Act, 2001, at 7:00 p.m., in the Council Chambers or  other location as specified in the Agenda.
	4.7.2 The Agenda for the Inaugural Meeting will be established by the Mayor, CAO and the  Clerk, and will reflect the values of the community with respect for diversity and  inclusion of all members of the community.
	4.7.3 No business will be conducted at the Inaugural Meeting of Council until the  Declarations of Office have been signed by the majority of the Members of Council.
	4.7.4 The order of proceedings at the Inaugural Meeting will be as follows:

	4.8 Regular Meetings of Council – Schedule    Amended by By-law 2024-54
	4.9 Regular Meetings of Council – July, August, and December Amended by By-law 2024-54
	4.10 Regular Meetings of Council – Election Year
	4.11 Regular Meetings of Committees – Schedule
	4.11.1 Regular Meetings of Committees will be held in accordance with the schedule as  determined by the Committee’s Terms of Reference and such schedule will be  posted on the Township’s website.
	4.11.2 Committee Meetings will be held at the time as indicated in the Notice of the  Meeting.
	4.11.3 Changes to the Committee Meeting Schedule will be posted on the Township’s  website as soon as possible after the change to the Schedule is made but at least  24 hours before the affected Meeting is due to take place.

	4.12 Regular Meetings of Council – Religious Holidays
	4.13 Regular Meetings of Council – Altering the Schedule
	4.14 Regular Meetings – Notice (Agenda)   Amended by By-law 2024-54
	4.14.1 The annual schedule of Regular Meetings of Council as adopted by Council or in  accordance with the Committee’s Terms of Reference as appropriate will be posted on  the Township's website as soon as possible after being approved.

	4.14.2 The Agenda will be considered the Notice of a Meeting and all items listed on the  Agenda will be the only items considered at that Meeting unless otherwise indicated  or dispensed with differently by the Members during the Meeting in accordanc...
	4.14.3 The Clerk/Committee Administrator will ensure the Agenda is available to the  Members and the Chief Administrative Officer, staff, the public and the media as  appropriate not later than three (3) Business ten (10) Days before the holding of su...
	4.15 Regular Meetings – Late Additions
	4.15.1 Late addition reports, associated materials, and By-laws for an already-published  Agenda must be approved by the Chief Administrative Officer in the case of Council  Meetings or the Department Head responsible for the Committee in the case of ...
	4.15.2 Only reports and associated materials or By-laws that are time sensitive or deemed  necessary by the Chief Administrative Officer for Council Meetings, or Department  Head responsible for the Committee, to be included on an Agenda that is alrea...
	4.15.3 When a report and associated materials or By-laws are included as late additions on  an Agenda, the Clerk/Committee Administrator will list the item(s) being added to the  Agenda under “Additions to the Agenda” and the added item(s) will be pla...
	4.15.4 When an Agenda has been revised as indicated in Section 4.13, the Clerk/Committee  Administrator will ensure the Members, the Chief Administrative Officer, and staff are  informed via email, the Township’s website and social media channels as a...
	4.15.4 Late addition reports and associated documents will not be permitted for any Public  Meeting held or for any By-law for which advance notice is required.

	4.16 Special Meetings – Notice (Agenda)
	4.16.1 In addition to Regular Meetings, Special Meetings of Council or Committees may be  held at the call of the Mayor/Chair to the Clerk/Committee Administrator or stating  the date, time, place, and purpose of such Special Meeting.
	4.16.2 The Agenda will be considered the Notice of a Special Meeting and will state the  date, time, place, and purpose of the Special Meeting and only the item(s) listed on  the Agenda will be considered at that Meeting.
	4.16.3 The Agenda for a Special Meeting will be provided a minimum of twenty-four (24)  hours in advance of the hour for that Special Meeting via the publication of the  Agenda on the Township’s website.
	4.16.4 The Members, the Chief Administrative Officer, staff, the public, and the media will  be notified of the publication of the Agenda for a Special Meeting via one or more of  the following means as appropriate and available: a telephone call, voi...
	4.16.5 Where the Mayor/Chair has not called a Special Meeting, but the Clerk/Committee  Administrator has received a petition from the majority of the remaining Members,  the Clerk/Committee Administrator will summon the Members to a Special Meeting  ...
	4.16.6 The Clerk/Committee Administrator may provide the Agenda of the Special Meeting  at the Special Meeting or via the most expedient means possible where time  constraints do not allow the Agenda to be provided at least 24 hours in advance of  the...
	4.16.7 Notwithstanding Section 4.16.6, the Agenda for the Special Meeting will still be  published on the Township’s website as soon as it is available to do so.
	4.16.8 Notwithstanding Sections 4.16.1 and 4.20.1, for Special Council Meetings the Clerk  may adjust the order of business on the agenda and dispense with any one or more  agenda items with the exception of items (i), (iv), (vi), (vii), (xvii), (xix)...

	4.17 Emergency Meetings
	4.17.1 Notwithstanding any other provision of this By-law, an Emergency Meeting may be  held without notice, to deal with an emergency or extraordinary situation provided  that an attempt has been made by the Clerk/Committee Administrator to notify th...
	4.17.2 No business except business dealing with the emergency or extraordinary situation  will be transacted at the Emergency Meeting.
	4.18 Rescheduling and Cancellation of Meetings

	4.19  Notice (Agenda) – Validity if Notice Not Received
	4.20 Order of Proceedings
	4.20.1 The order of proceedings for Council Meetings (Regular and Special) are as follows:
	4.20.2 The order of proceedings for Committee Meetings not including Quasi-judicial Committee Meetings are as follows:
	4.20.3 Notwithstanding Section 4. 20.1, for Special Council Meetings the Clerk may adjust  the order of business on the agenda and dispense with any one or more agenda  items with the exception of items (i), (iv), (vi), (vii), (xvii), (xix) and (xx). ...
	4.20.4 The Mayor/Chair may, with the approval of two-thirds of the Members present, vary  the order of business to expediently deal with matters before Council/Committee  where deemed practical or necessary.

	4.21 Territorial Land Acknowledgement
	4.21.1 The Territorial Land Acknowledgement, as approved by Resolution of Council, will  be read at the beginning of every Council and Committee Meeting. The Members will  read the Territorial Land Acknowledgement on a rotating basis starting with the...
	4.21.2 The Territorial Land Acknowledgement may be read at official functions of the  Township or other community events at the discretion of the organizer.
	4.21.2 Any amendments to the Territorial Land Acknowledgement shall be considered in  conjunction with engagement with the Township’s Indigenous Community.

	4.22 Disclosures of Pecuniary Interest
	4.22.1 It will be the responsibility of each individual Member to determine if a conflict exists  for any item listed on the Agenda and to disclose any such conflict of interest and the  nature thereof in accordance with the provisions of the Municipa...
	4.22.2 Every disclosure of pecuniary interest and the general nature thereof made at a  Meeting will be recorded in the Minutes of the Meeting by the Clerk.
	4.22.3 Where the Mayor/Chair declares a conflict of interest for an item on the Agenda, the  Acting Mayor or Vice-chair as appropriate will assume the role of chair for the duration  of discussion and voting for said item. Upon conclusion of the item,...

	4.23 Consent Agenda – Council
	4.23.1 In preparing the Agenda for Council Meetings, the Chief Administrative Officer or the  Clerk, may identify items to place under the heading “Consent Agenda”.
	4.23.2 All the items listed under Consent Agenda may be considered by Council in one  Motion rather than as separate items unless a Member specifically requests that an  item or items be treated separately.
	4.23.3 Any Member of Council or staff member may, before the Consent Agenda is voted  on, add to or remove items from the Consent Agenda to be dealt with separately. Any  item removed from the Consent Agenda will be disposed of immediately following t...
	4.23.4 In the event a Member of Council declares a conflict of interest on an item included  in the Consent Agenda, that item will be removed from the Consent Agenda and dealt  with separately.
	4.23.5 Members of Council may ask clarifying questions for any item on the Consent Agenda  without removing it from the Consent Agenda. Questions of a substantive nature may  require the item to be removed from the Consent Agenda. The Mayor may interr...
	4.23.6 The Consent Agenda may include reports of a general nature, but is not limited to  the following routine items:

	4.24 Correspondence – General      Amended by By-law 2024-54
	4.24.1 The following types of communications including emails will be listed under  “Correspondence” on the Agenda:
	4.24.2 Communications that will not be listed under “Correspondence” on the Agenda  include:
	4.24.3 Every communication designed to be presented to Council will be legibly written or  printed and will not contain any impertinent or improper language and will be signed  by at least one person and filed with the Clerk.
	4.24.4 Communications listed under Correspondence are for information only.

	4.25 Correspondence – Petitions for Council
	4.25.1 Any person who files a petition for Council’s consideration must include their name  and contact information on the petition. Anonymous letters will not be permitted on a  Council Agenda.
	4.25.2 Any person who signs a petition must be made aware by the person filing the petition  that all petitions are considered to be public documents and so all information they  supply in the petition including but not limited to their name, signatur...
	4.25.3 Only the individual submitting the petition may be permitted to amend or withdraw  the petition and may do so only if the petition has not yet been published as part of  the Agenda or the Minutes as the case may be.
	4.25.4 Every petition must indicate the topic of the petition and must be submitted to the Clerk not less than five (5) Business twelve (12) Days before the date of the Council Meeting for  inclusion in the Agenda of a Council Meeting, subject to the ...
	4.25.5 Petitions submitted less than five (5) Business twelve (12) Days before the date of the Council  Meeting will not be included in the Agenda of the Meeting but will be attached to the Minutes of that Meeting.
	4.25.6 Every petition received will be circulated to the Department Head responsible for the  general service area the petition pertains to, or their designate and may arrange  contact with the person who filed the petition to discuss the matter befor...

	4.26 Announcements
	4.27 Confirmatory By-law – Council Meetings

	PART 5 CLOSED MEETINGS
	5.1 Open Meeting Requirement
	5.2 Closed Meeting Notice
	5.2.1 Closed Meetings and parts of Open Meetings that are closed, may be held as  deemed necessary by the Mayor/Chair in consultation with the Clerk/Committee  Administrator. Such Closed Meetings may only be closed to the public in accordance  with th...
	5.2.2 Notice of Closed Meetings will take place via a Resolution passed by at least a  Majority of the Members present in an Open Meeting to go into a Closed Meeting.  The resolution will state the following:

	5.3 Attendance in Closed Meetings and Disclosure of Materials
	5.3.1 Any reports, presentations, correspondence, discussion, or other communications  included as part of a Closed Meeting will not be disclosed to any person who is not  in attendance at the Closed Meeting for each particular item.
	5.3.2 The Clerk will attend all Closed Meetings of Council. Where the CAO has determined  it is not appropriate for the Clerk to be in attendance for an item, the Clerk must  delegate their authority in writing and in advance of the Meeting to the CAO...

	5.4 Confidentiality of Closed Meeting Proceedings
	5.4.1 Any Member who breaches the confidentiality of a Closed Meeting may be subject  to an investigation under the Code of Conduct for Members.
	5.4.2 Any member of staff who breaches confidentiality of a Closed Meeting may be subject  to disciplinary action consistent with HR Policy 002.

	5.5 Closed Meeting Procedure – Modifications
	5.6 Closed During a Vote – Exception
	5.7 Closed Meeting Agendas     Amended by By-law 2024-54
	5.7.1 Agendas for Closed Meetings will be circulated to Members no later than 3 (three) Business ten (10) Days before the holding of the Meeting. If Closed Meeting Agendas and reports are circulated by hardcopy, the Clerk/Committee Administrator will ...
	5.7.2 Electronic distribution of a Closed Meeting Agenda may be permitted through a secure means provided the confidentiality of the Closed Meeting materials can be maintained.
	5.7.3 In preparing the Agenda, the Clerk/Committee Administrator will identify the most amount of detail possible to allow for Members to consult with the Integrity Commissioner with respect to identifying a potential conflict of interest.
	5.7.4 The public titles for Closed Meeting Agenda items will balance the requirements of openness and transparency with the need to maintain the confidentiality of the items listed on the Closed Meeting Agenda.
	5.8 Closed Meeting Minutes
	5.8.1 Minutes of all or part of a Closed Meeting will be recorded by the Clerk/Committee  Administrator, approved by the Members at the following Open Meeting of  Council/Committee as appropriate, and will be retained in confidence by the  Clerk/Commi...
	5.8.2 Minutes of all or part of a Closed Meeting will only be made available to the whole of the Members and the Chief Administrative Officer, and those staff or their designate who were in attendance for their individual item. Minutes of Closed Meeti...
	5.8.3 The Clerk/Committee Administrator, in making the Minutes will not record any  personal information as defined in the Municipal Freedom of Information and  Protection to Privacy Act, R.S.O. 1990, c. M.56.


	PART 6 PRESENTATIONS, DELEGATIONS AND WRITTEN SUBMISSIONS
	6.1 General Provisions
	6.1.1 Requests to appear before Council/Committee to make a Presentation as per Section  6.2 or be a Delegation as per Section 6.3 must contact the appropriate  Clerk/Committee Administrator.
	6.1.2 All audio-visual materials associated with a Presentation, or a Delegation must be submitted to the Clerk/Committee Administrator as appropriate according to the  provisions of Sections 6.2 and 6.3.
	6.1.3 The Clerk or the Chief Administrative Officer reserves the right to determine what is  acceptable or unacceptable materials as per Sections 6.2 and 6.3.
	6.1.4 Where any provisions or regulations of or under any Act in relation to Presentations,  Delegations, Applicants/Agents or Written Submissions contradict any of the  provisions of this By-law, the provisions of that Act will prevail.

	6.2 Presentations      Amended by By-law 2024-54
	6.2.1 Presentations shall be restricted to the following:
	6.2.2 Any person making a Presentation to Council/Committee in accordance with Section  6.2 are subject to the following provisions:
	6.2.3 Audio-visual materials associated with Presentations may include, but are not limited  to, audio recordings, slideshows, photos, videos and handouts but does not include  the presenter’s speaking notes.
	6.2.4 All audio-visual materials associated with Presentations are subject to the following:
	6.2.5 Revised materials for Presentations previously submitted will not be accepted if received less than five (5) Business Days twelve (12) days prior to the date of the Meeting unless subject to Section 6.2.4 (v).

	6.3 Specific Interest Delegations
	6.3.1 Specific Interest Delegations may only register to speak to the following agenda  items:

	6.5 Delegations – Guidelines
	6.5.1  Notwithstanding Section 6.3.1., no delegation, General or Specific Interest shall  appear before Council on a matter that is not on the agenda if the matter is one which:
	6.5.2   Notwithstanding this provision, in emergency situations, Council by affirmative vote  of a Majority of its members present at a regular Council Meeting, may agree to hear  a delegation on any matter provided the presentation material is in wri...
	6.5.3  That where Council has passed a motion to permit a delegation to speak to a
	matter that is not on a Meeting agenda, members of Council shall not be permitted  to ask questions of that delegation.
	6.5.4 Delegations are subject to the following provisions:
	6.5.5 During in-person Meetings, no member of the public will be allowed to approach the  Members, Township staff, or the podium once a Meeting has been called to order  without the permission of the Mayor/Chair.
	6.5.6 Delegations who are Applicants or Agents for Applicants (Agent) will be limited to  speaking for not more than ten (10) minutes and may elect to address Council before  any Delegation if they so request.
	6.5.7 Audio-visual materials submitted by a Delegation or Applicant/Agent may include, but  are not limited to, audio recordings, slideshows, photos, videos and handouts but  does not include the presenter’s speaking notes.
	6.5.8 All audio-visual materials associated with Delegations are subject to the following:
	6.5.9 Revised materials for Delegations previously submitted will not be accepted if received less than five (5) Business Days twelve (12) days prior to the date of the Meeting unless subject to Section 6.3.11 (v).
	6.5.10 Delegations who have not yet addressed Council on a matter may do so even though  the matter has been considered at a previous Meeting.
	6.5.11 Delegations who have addressed a matter at a Committee Meeting may address  Council on the same matter at a Council Meeting.

	6.6 Written Submissions
	6.6.2 Members of the public may submit Written Comments regarding any Public Meeting  item listed on the Council Agenda, subject to the following:


	PART 7 RULES OF DEBATE
	7.1 Commencement of Debate
	7.2 Raising of Hand
	7.3 Simultaneous Raising of Hands – Recognition
	7.4 Mayor/Chair – Permitted to Debate
	7.5 Mayor/Chair – Address Between Proceedings
	7.6 Speaking – No Interruption
	7.6.1 When a Member is speaking no other Member will pass a note between them and/or  to the Mayor/Chair or interrupt the Member who is speaking except to raise a Point  of Order or Point of Privilege.
	7.6.2 A Member must raise their hand and wait to be recognized to raise a Point of  Information.

	7.7 Speaking – General
	7.7.1 A Member may ask a question only for the purpose of obtaining information relating  to the matter under discussion and such question must be stated concisely and asked  only through the Mayor/Chair.
	7.7.2 Notwithstanding Section 7.7.1, a Member who has been recognized as the next  speaker, may first ask a question through the Mayor/Chair on the matter under  discussion for the purpose of obtaining information, following which the Member may  then...
	7.7.3 When a Member is speaking to a Motion/Question, they will confine their remarks to  that Motion/Question.

	7.8 Speaking Order
	7.8.1 The Mayor/Chair will determine, by order of hands raised, and administer the speaking order for Members.
	7.8.2 If requested, the Mover or Seconder of a Motion/Question, has the right to be the last  Member to speak on that Motion/Question.


	PART 8 CONDUCT IN MEETINGS
	8.1 Meeting Decorum – All Persons Present
	8.1.1 All persons present in a Meeting will conduct themselves with decorum and in  accordance with this By-law and Code of Conduct as appropriate. Accordingly, no  one present in a Meeting will:

	8.2 Breach of Conduct
	8.2.1 A Member who has been called to order by the Mayor/Chair for breach of this By-law  or the Code of Conduct must defer at once to the decision of the Mayor/Chair, make  an apology, and immediately withdraw the offensive or improper language that ...
	8.2.2 If the Member who has been called to order refuses to apologize, withdraw the  offensive or improper language and/or persists with improper conduct, the  Mayor/Chair will put a Motion/Question with no amendment, adjournment, or debate  for a vot...
	8.2.3 Staff, delegations, members of the public and media who have been called to order  by the Mayor/Chair will be immediately removed from the Meeting for failure to  comply with the decision of the Mayor/Chair. The Mayor/Chair need not put the  rem...
	8.2.4 All Code of Conduct inquiries and formal requests for investigations will be referred  to the Township’s Integrity Commissioner in accordance with the Code of Conduct.


	PART 9 MOTIONS
	9.1 Ruled Out of Order
	9.1.1 A Motion in respect of a matter which is ultra vires the jurisdiction of  Council/Committee will not be in order.
	9.1.2 Whenever the Mayor/Chair is of the opinion that a Motion is contrary to the  Procedural By-law, the Mayor/Chair will rule the Motion out of order.

	9.2 Moved and Seconded
	9.2.1 All Motions must be moved and seconded before being stated by the Mayor/Chair.
	9.2.2 Moving and seconding a Motion by Members does not constitute agreement or being  in favour with the Motion/Question or any part thereof and does not bind the Mover  and Seconder to vote in the affirmative for that Motion.

	9.3 Stating the Motion
	After a Motion has been moved and seconded by a Member, it must then be stated by the Mayor/Chair either by being read or displayed at the discretion of the Mayor/Chair before it can be debated. Motions printed on the Agenda do not need to be read alo...
	9.4 In Writing
	9.5 Voting
	9.5.1 After debate on the Motion/Question has concluded, the Mayor/Chair must Put the  Question before a vote can be taken. Once the vote has concluded, the  Motion/Question will be recorded in the Minutes with the result of the Vote.
	9.5.2  All Motions/Questions require a Majority vote of the Members present to carry unless  otherwise indicated in this By-law.

	9.6 Disposition
	9.7 Order of Consideration
	9.8 Procedural Motions
	9.8.1 Procedural Motions listed in this section will be considered immediately upon receipt  and will have precedence over any Motion/Question. Procedural Motions are  debatable and/or amendable as indicated:

	9.9 Points of Information, Order and Privilege
	9.9.1 The Mayor/Chair will preserve order and decide on Points of Information, Points of  Order, and Points of Privilege.
	9.9.2 When settled, the Motion/Question that was interrupted by the Point of Information,  Order or Privilege will be resumed at the point where it was suspended in order to  consider the Point of Information, Order or Privilege.
	9.9.3 When a Point of Information, Point of Order, or Point of Privilege is raised or when a  person present is called to order by the Mayor/Chair, the person speaking will  immediately cease until the Point of Information has been addressed or the  M...
	9.9.4 When a Member considers their integrity, or that of Council/Committee as a whole,  staff, or the public has been questioned, they may, as a Point of Privilege, at any  time, with the consent of the Mayor/Chair, draw the matter to the attention o...
	9.9.5 The Mayor/Chair, in giving their decision regarding a Point of Order or Point of  Privilege, should cite the rule or law governing the case. The Mayor/Chair may ask  for the assistance of the Clerk or Council in deciding the matter but the Mayor...
	9.9.6 If the decision of the Mayor/Chair is appealed by any Member, the Mayor/Chair will  restate the point in issue and ruling thereon and, without further debate, will put the  Question "Will the ruling of the Mayor/Chair be sustained?" The Mayor/Ch...

	9.10 Call the Question
	9.10.1 A Member may move for Council/Committee to vote immediately (i.e., Call the  Question) during the debate, on a Motion/Question that has been moved, seconded  and stated by the Mayor/Chair.
	9.10.2 A Motion to Call the Question:

	9.11 Refer, Postpone or Defer – to specific date
	9.11.1 A Motion to Refer a matter under discussion to Township staff or a Committee will  preclude all amendments of the Motion/Question and any Motion to Postpone, Defer  or Lay on the Table until the Motion to Refer is decided.
	9.11.2 A Motion to Postpone or Defer to a specific date will have precedence over all other  business on the date to which the Motion has been postponed or deferred.

	9.12 Postpone or Defer Indefinitely
	9.12.1 A Motion to Postpone or Defer Indefinitely enables the Members to decline to vote  on a Motion for the purpose of suppressing that Motion.
	9.12.2 If a Member desires to have the Motion to which a Motion to Postpone or Defer  Indefinitely was applies return to the floor at some future time, the Motion to Postpone  or Defer Indefinitely would first need to be subject to a Motion to Reconsi...

	9.13 Lay on the Table and Lift from the Table
	9.13.1 A Motion to Lay on the Table allows the Members to temporarily suspend  consideration of the Motion/Question that is currently on the floor in order to deal with  an urgent matter of business. It is not used in the place of a Motion to Postpone...
	9.13.2 A Motion to Lift from the Table will bring the Motion that has been laid on the table  back to the floor to resume consideration.

	9.14 Waive Notice
	9.15 Extend the Time of the Meeting
	9.16 Recess
	9.17 Suspend the Rules
	9.17.1 Any rules or procedures established by this By-law may be suspended during or for  a particular Meeting, by a Motion to Suspend the Rules which must be moved and  seconded and passed unanimously by the Members present.
	9.17.2 Exceptions to 9.17.1 are:

	9.18 Adjournment
	9.18.1 A Motion to Adjourn may be made at any time by a Member who has the floor and  provided such Motion is not made during the taking of a vote on any Motion/Question.
	9.18.2 Where a Motion to Adjourn is duly moved, seconded, and carried, and there is any  item of business or any By-law that is left undisposed of, such item of business or  By-law may be considered at the appropriate place in the order of business at...
	9.18.3 Where a Motion to Adjourn is lost, no second Motion to the same effect may be made  until after some intermediate proceeding has occurred during the Meeting.
	9.18.4 On a Motion to Adjourn, no Member will leave their seat until the Mayor/Chair has  declared the Meeting adjourned.
	9.18.5 A Regular or Special Meeting of Council or Committee will adjourn at the hour of  11:00 p.m. if in session at that time and will reconvene at such other day and time as  the Members may direct by resolution or in accordance with the pre-approve...
	9.18.6 If a Motion to Adjourn a Regular or Special Council Meeting is moved, seconded and  carries prior to moving and seconding the Confirmatory By-law, the Confirmatory By- law for the current Meeting will be deferred to the next Regular Meeting of ...

	9.19 Withdrawal of a Motion
	9.19.1 A motion may be withdrawn by the Mover without the agreement of the Seconder and without consent of Council/Committee up to the point the Motion is stated by the Mayor/Chair.
	9.19.2 Once the Motion/Question has been stated by the Mayor/Chair, it is deemed to be in possession of Council/Committee and can only be withdrawn before the vote is taken if there are no objections from any Member. If there is an objection, the with...
	9.20 Notices of Motion      Amended by By-law 2024-54
	9.20.1 A Notice of Motion is required for all Motions that a Member wishes to bring forward for consideration by Council/Committee except for procedural Motions listed in section 9.8 and Amendments to Motions.
	9.20.2 A Notice of Motion will:
	9.20.3 The right to move a Notice of Motion will be deemed to be that of the Member who introduced the Notice of Motion and must be seconded by another Member.
	9.20.4 If the Mayor/Chair wishes to bring forward a Notice of Motion, the Mayor/Chair must relinquish the chair in order to move the Motion and will resume the chair position only after consideration of the Motion has concluded.
	9.20.5 Members are expected to prepare their Notice of Motion in accordance with traditional parliamentary formatting and use traditional parliamentary language. Assistance with formatting or language may be sought from the Clerk or Committee Administ...
	9.20.6 Members considering a Notice of Motion are strongly encouraged to speak with the Clerk, appropriate Department Head or the Chief Administrative Officer or Committee Administrator as appropriate as well as any stakeholders to seek assistance wit...
	9.20.7 Review of the Notice of Motion by staff will not constitute support from staff on the content of the Motion.
	9.20.8 “Whereas” clauses should be used only to provide background and context in order to assist Members with understanding the Motion.

	9.21 Amendments to Motions
	9.21.1 Amendments to motions where permitted:
	9.21.2 An Amendment to a Motion which has been Referred, Postponed or Deferred Indefinitely or to a specific date, is not permitted.
	9.21.4 Friendly Amendments are not permitted in instances where the proposed Friendly  Amendment represents a substantive change to the Motion or to an Amendment  including adding a further clause(s) to the Motion.


	PART 10 VOTING
	10.1 Putting the Question
	10.1.1 No Vote will be taken unless the Motion/Question has been moved and seconded,  and the Mayor/Chair has Put the Question in the precise form in which it will be voted  on and recorded in the Minutes.
	10.1.2 When the Mayor/Chair calls for the Vote on a Motion/Question, each Member will  occupy their seat until the result of the Vote has been declared by the Mayor/Chair.  During the taking of the vote, no Member will walk across the room or speak to...
	10.1.3 After a Motion/Question is Put by the Mayor/Chair, no Member will speak to the  Motion/Question or will make any other Motion or Amendment to the Motion after the  Vote is taken and the result has been declared.

	10.2 Qualification and Requirement to Vote
	10.2.1 Each Member has one Vote only and Votes are not weighted.
	10.2.2 No Member will have precedence or seniority over any other Member except as may  be provided for in the Municipal Act, 2001.
	10.2.3 The Mayor/Chair does not need to relinquish the chair to vote on any  Motion/Question.
	10.2.4 Every Member present at a Meeting when a Motion/Question is Put or Called will vote unless prohibited by statute, in which case the reason for why the Member did not vote will be recorded in accordance with the statute.
	10.2.5 Any Member who refuses to vote will be recorded as voting in the negative.

	10.3 Secret Ballot – Prohibited
	10.3.1 No Vote will be taken in a Meeting by any method of secret voting, and every Vote so taken will be of no effect.
	10.3.2 Any Vote taken by ballot must be read aloud with the name of the Member and whether the Member has voted in favour of or opposition to the Motion/Question.
	10.3.3 A Meeting will not be Closed to the public during the taking of a Vote, unless the vote relates to a procedural matter, or is in relation to providing direction to staff in accordance with the Municipal Act, 2001.
	10.3.4 Despite Section 10.3.3, a Meeting may be Closed to the public during a Vote in accordance with Section 5.6 of this By-law.

	10.4 Tied Vote
	10.5 Severability of the Question
	10.5.1 When two or more separate recommendations, propositions or clauses are embodied in one Motion/Question or in an Amendment to a Motion/Question, a Member may request or the Mayor/Chair may put each recommendation, proposition or clause separatel...
	10.5.2 A Member not present before the result of the division on a Motion/Question is declared, will not be entitled to vote on that Motion/Question.

	10.6 Unrecorded Vote – Determining Method
	10.7 Recorded Vote – Council Meetings
	10.7.1 Any Member of Council, before the taking of the Vote has begun, except a Member who is prohibited by statute to vote or has declared a pecuniary interest, may request  that the Vote be recorded.
	10.7.2 When a Recorded Vote is requested by a Member on any Motion/Question, the  Mayor will ask the Clerk to proceed with taking a Recorded Vote. The Clerk will say  each member’s name in numerical order by Ward (than alphabetically if there is more ...
	10.7.3 When a Recorded Vote is taken, and no dissent is declared, such Vote is deemed to  be Unanimous.

	10.8 Disputing a Vote

	PART 11 VOTE RECONSIDERATION
	11.1 General Provisions
	11.1.1 A resolution, By-law or any Motion/Question, which has been adopted previously by  Council/Committee may be reconsidered by the Members by bringing forward a  Motion to Reconsider subject to the following:
	11.2 Reconsideration of Amendments to Motions
	11.3 Limitations Per Term of Council/Committee
	11.4 Reconsideration of By-laws

	PART 12 BY-LAWS – COUNCIL
	12.1 General Provisions
	12.1.1 Copies of all By-laws to be considered by Council will be provided in the Agenda  Package for the Meeting at which the By-laws will be considered.
	12.1.2 All By-laws when introduced will be in type-written form, will contain no blanks except  such as may be required to conform to accepted procedure or to comply with  provisions of any Act.
	12.1.3 The Clerk will record on all By-laws enacted by Council, the date of the first, second  and third reading.
	12.1.4 Every By-law which has been enacted by Council will be:

	12.2 Reading of By-laws
	12.2.1 All By-laws, except as otherwise required by legislation, will be introduced and  receive first, second and third reading by a single Motion in order to be passed.
	12.2.2 It is permissible to refer or defer the passing of a By-law for further consideration, or  that the third reading be deferred indefinitely or be postponed to a definite time.

	12.3 Provisional By-laws
	12.4 Amendments to By-laws

	PART 13 COMMITTEES OF COUNCIL
	13.1 Governance
	13.1.1 All Committees shall be established, amended or disbanded in accordance with the  Committee Governance Policy.
	13.1.2 All Committees shall be subject to the Rules and Procedures outlined in this By-law,  unless the rules and procedures are provided by provincial or federal legislation.


	PART 14 REVIEW AND AMENDMENTS TO THIS BY-LAW
	14.1 Review
	14.1.1 Within one (1) year of the new term of Council, the Clerk shall review this By-law. If  amendments are required, the Clerk will follow the requirements of Section 14.2. If  no amendments are deemed necessary, the Clerk shall report same to Coun...

	14.2 Amendments
	14.2.1 If deemed necessary by Council, the Chief Administrative Officer or the Clerk, the  Clerk may propose amendments to this By-law in accordance with Section 14.2.2.
	14.2.2 No amendment or repeal of this By-law or any part of thereof will be considered at  any Council Meeting unless notice of the proposed amendment or repeal has been  given at a previous Regular Meeting of Council; and the waiving of this notice b...
	14.2.3 Amendments to this By-law and subsequent Procedural By-laws will be reviewed by  the Township Solicitor prior to being considered by Council.
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