
  
 

THE CORPORATION OF THE CITY OF VERNON 
 

CLIMATE ACTION ADVISORY COMMITTEE 
WEDNESDAY, MARCH 6, 2019 

OKANAGAN LAKE ROOM – 2:00 p.m. 
 

A G E N D A 
 

1. INTRODUCTION OF NEW MEMBER 
 

2. REVIEW OF BULLYING AND HARASSMENT POLICY (attached) 
 

3. REVIEW OF COUNCIL – COMMITTEE STRUCTURE POLICY 
(attached) 
 

4. ADOPTION OF AGENDA 
 

5. ADOPTION OF MINUTES  
 

a) January 30, 2019 (attached) 
 

6. UNFINISHED BUSINESS 
 
a) Council Update (Staff) 
b) Quick Wins Update (Brian) 
c) Vision & Guiding Principles (Staff) 
d) S.F.U.’s ‘Adaptation to Climate Change Team (Staff) 
e) United Nations Global Compact (Colleen) 
f) CEA Grants Review (Staff) 
g) Stakeholder Mapping (Staff) 
h) Climate Action Process Overview (Staff) 

 
7. NEW BUSINESS: 

 
a) Working Group Updates 

o Mitigation 
o Adaptation 
o Engagement 

b)  Housekeeping 
 

8. INFORMATION ITEMS: 
  

a)  Upcoming Events 
o RDNO Climate Workshop 
o Sustainability Grants 
o Seedy Saturday 

 

9. NEXT MEETING: 
 
Date to be discussed. 

 
10. ADJOURNMENT  



 

 

 
THE CORPORATION OF THE CITY OF VERNON 

3400 – 30th Street, Vernon, B.C.  V1T 5E6 
Telephone:  (250) 545-1361  Fax:  (250) 545-4048  

website:  www.vernon.ca 
 
 

Corporate Policy 
 
 

Section: Human Resources  

Sub-Section:   

Title: Bullying and Harassment   

 
 
 
RELATED POLICIES 
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 Replaced Harassment Policy  
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POLICY APPROVAL: AMENDMENT APPROVAL: SECTION AMENDED 
 
Approved by: 
 
Mayor: 
 
“Akbal Mund” 
 
Date: 
 
December 14, 2015 
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“Akbal Mund” 
 
Date: 
 
December 18, 2015 
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compliance Workers 
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Corporate Policy 
Bullying and Harassment  Page 2 
 

POLICY 
The policy of the City of Vernon is to provide and maintain a workplace that is free from 
discrimination, bullying and harassment, not only in relation to the specific conduct 
prohibited by the British Columbia (BC) Human Rights Code, but regarding any form of 
personal bullying harassment which may reasonably cause embarrassment, insecurity, 
discomfort, offence or humiliation to another person or group.   
 
The City of Vernon is committed to a professional working environment where employees, 
contractors, elected officials, committee volunteers, and students working on behalf of the 
City or present within the City’s facilities and programs, are treated with respect and 
dignity. 
 
This Policy will apply to the resolution of all internal informal or formal complaints brought 
forward or filed pursuant to this Policy. 
 
The procedures set out within this Policy will also apply to any and all City of Vernon 
investigations conducted in response to external discrimination/harassment/bullying 
complaints filed with WorkSafe BC, the Human Rights Tribunal or otherwise. 
 
DEFINITIONS 
 
Parties 
 
Parties are the Complainant(s) and Respondent(s) directly involved in a Complaint and 
may include: employees (unionized and excluded), contractors, elected officials, 
committee volunteers, and students. 
 
Complainant(s) 
 
Complainant(s) are those individuals making a Complaint and seeking recourse in relation 
to this Policy. 
 
Respondent(s) 
 
Respondent(s) are those individuals alleged to have violated this Policy. 
 
Bystanders 
 
Bystanders are third parties who have witnessed behaviour that, in their view, potentially 
constitutes a violation of this Policy. Bystanders should report their concerns in 
accordance with Step 2 of the informal processes set out below. 
 
Bystanders are not Parties to a Complaint.  However, they may be interviewed as 
witnesses in the event there is a formal investigation into their concerns. 
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Witnesses  
 
Witnesses are individuals who have direct knowledge of or involvement in any matter or 
incident that potentially relates to a Complaint brought forward or filed pursuant to this 
Policy.   
 
Complaint   
 
A concern or Complaint regarding any of the potential behaviour as defined below that 
requires a solution that is brought forward for the purposes of obtaining a resolution. 
 
Prohibited Grounds 
 
Conduct or commentary that is based, in whole or part, on any of the following 13 grounds: 
race, colour, ancestry, place of origin, political belief, religion, marital status, family status, 
physical or mental disability, sex, sexual orientation, age or unrelated criminal conviction. 
 
Respectful Conduct 
 
Respectful workplace conduct incorporates courtesy, civility, consideration, and 
compassion.  It is an approach which actively respects individuals by avoiding 
unnecessary behaviours which would reasonably be considered to have a negative 
impact on others.  It involves taking responsibility for one’s behaviour/conduct in the 
workplace. 
 
A workplace disagreement or difference of opinion is not by definition disrespectful.  The 
manner in which a disagreement is described, discussed or resolved will determine 
whether or not the conduct is respectful.   
 
Examples of Respectful vs. Disrespectful Behavior 
 
Violations of this Policy will be determined on an objective and case-by-case basis, having 
regard to the overall circumstances of each Complaint, including the particular timing and 
context of the event(s) in question.  This commonly will be determined after receiving 
information from the Parties and Witnesses.  However, for illustrative purposes only, 
some examples of respectful versus disrespectful behaviour could include the following: 
 

 Quiet and calm communication which focuses on the issues rather than personal 
characteristics of the individuals involved vs. loud, profane, name-calling, and 
abusive language that may also focus on personal characteristics.   

 
 Expressing and resolving disagreement  in a calm and professional manner vs. 

insulting or belittling others through personal attacks, sarcasm or through non-
verbal behaviour that may include repetitive eye-rolling, loud sighing, disrespectful 
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facial expressions, shunning, stone walling discussions, walking out of discussions 
prematurely, or making physical or psychological threats.  

 
 Addressing issues and concerns regarding work performance or misconduct in a 

confidential, discreet manner through responsible managers vs. engaging in 
gossip, rumours, speculation or criticism of an individual to others or discussing 
issues in front of individuals who do not need to be a part of the discussion. 

 
 Sharing information required to deliver services effectively vs. repeatedly ignoring 

questions or requests for information or deliberately failing to provide 
necessary/helpful information. 

 
 Responding to on-call pages in a timely fashion vs. not being accessible or 

responding to pages when on-call. 
 

 Written communication made in a respectful professional manner vs. 
unprofessional comments made about colleagues or co-workers. 

 
Discrimination  
 
Discrimination is adverse differential treatment of an individual or group, whether intended 
or not, on the basis of race, colour, ancestry, place of origin, political belief, religion, 
marital status, family status, physical or mental disability, sex, sexual orientation, age or 
unrelated criminal conviction.  Discrimination of this nature imposes burdens or 
obligations on an individual or group that serves no work-related function.  It is important 
to note that such conduct is not only a breach of this Policy; it may also be a breach of 
the BC Human Rights Code. 
 
Discriminatory Harassment 
 
Discriminatory harassment is a form of discrimination and is also contrary to the BC 
Human Rights Code. Discriminatory harassment is abusive, unfair, offensive, or 
demeaning treatment of or disrespectful/disruptive conduct towards a person or group of 
persons related to their race, colour, ancestry, place of origin, political belief, religion, 
marital status, family status, physical or mental disability, sex, sexual orientation, age or 
unrelated criminal conviction that a reasonable person would know or ought to know or 
would: 
  

 have the effect of interfering with an individual’s work or participation in work 
related activities; or  

 create an intimidating, hostile or offensive environment for work or participation in 
a work-related activity. 
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Examples of Discriminatory Harassment: 
 

 Teasing, joking, taunting, insulting or criticizing a person, directly or indirectly, 
verbally or in writing, based on his or her prohibited grounds (e.g. race, gender, 
age).  This may include commentary regarding their ability to communicate clearly, 
physical appearance, work style, and level of intelligence.  

 
Sexual Harassment 
 
Sexual harassment is disrespectful/disruptive conduct of a sexual nature made by a 
person who knows or ought to reasonably know that such conduct or comment is 
unwanted or unwelcome; or an expressed or implied promise of a reward for complying 
with a request of a sexual nature; or an expressed or implied threat of reprisal for refusal 
to comply with such a request; or disrespectful/disruptive conduct of a sexual nature 
which is intended or reasonably would be known to create an intimidating, hostile or 
offensive environment. 
 
Examples of Sexual Harassment include: 
 

 verbal abuse or threats of a sexual nature; 
 unwelcome remarks, jokes, innuendoes or taunting of a sexual nature; 
 displaying of pornographic or other offensive pictures; 
 unwelcome and/or repeated sexual invitations or requests; 
 leering or other inappropriate sexually oriented gestures; 
 unnecessary physical contact such as: touching, patting or pinching; 
 sexual assault (this may also be a criminal matter); 
 negative comments that are gender-based, and  
 repeated behavior that a person has objections to and is known or should 

reasonably be known to the offender as being unwelcome. 
 
Personal Harassment 
 
Personal harassment is any behavior, including disrespectful/disruptive conduct by a 
person directed against another person that a reasonable person would know or ought 
to know would cause offence, humiliation or intimidation, where the conduct is not 
carried out in good faith and serves no legitimate work-related purpose. 
 
Examples of Personal Harassment: 
 

 swearing, yelling, or making derogatory gestures or comments to or about another 
individual;  

 engaging in embarrassing practical jokes, ridicule, or malicious gossip; 
 verbal or physical threats or physical assault. 
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Bullying  
 
Bullying is any repeated or systematic physical, verbal or psychological behaviour 
including disrespectful/disruptive behavior, which would be seen by a reasonable person 
as intending to belittle, intimidate, coerce or isolate another person. 
 
Note:  Personal harassment and/or bullying does not include social banter in the 
workplace that is objectively viewed as acceptable in tone and content.  Nor does it 
include actions occasioned through the good faith management of the employment 
relationship, including decisions related to hiring, selection, performance evaluations, and 
progressive corrective discipline, provided that such decisions are made and 
implemented in a manner that is respectful of those involved.   
http://www2.worksafebc.com/Topics/BullyingAndHarassment/RegulationAndGuidelines.
asp?ReportID=37223.   
 
Methods of Communication 
 
Inappropriate communication that may violate this Policy may be transmitted in person, 
on the phone, and in writing, through email, texts, Facebook, Twitter and other social 
media messaging, and otherwise.  Potential violations may consist of inappropriate 
communication made to a person and/or communication made about a person to others. 
 
Fairness  
 
Parties, Bystanders, and Witnesses have a right to fair treatment in the consideration and 
adjudication of complaints and concerns under this policy.  Fair treatment includes the 
right to: 
 

 bring forward their concerns pursuant to processes within the Policy within a timely 
manner;  

 being informed in a timely manner of Complaints made against them;  
 an impartial and objective consideration and evaluation of the circumstances, 

through informal or formal intervention;  
 confidentiality to the extent possible in the circumstances, including the avoidance 

of gossip, rumours and speculation by Party(ies), Witness(es) or others within the 
City;  

 protection to any Party(ies) or Witness(es) from retaliation for participation in 
processes under this Policy 

 being effectively informed of the outcome of any formal intervention; 
 union representation for unionized staff; and 
 other representation, for excluded staff. 

 
 
 

http://www2.worksafebc.com/Topics/BullyingAndHarassment/RegulationAndGuidelines.asp?ReportID=37223
http://www2.worksafebc.com/Topics/BullyingAndHarassment/RegulationAndGuidelines.asp?ReportID=37223
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Confidentiality 
 
All Bystanders, Witnesses, and Parties involved in a Complaint or in the informal/formal 
resolution of a Complaint, are expected to keep matters related to a Complaint 
confidential.  This includes managers and supervisors who are privy to the Complaint or 
Complaint resolution process. 
 
An established breach of confidentiality regarding a Complaint or Complaint resolution 
process shall be considered an independent violation of the Policy (regardless of the 
merits or conclusions regarding the Complaint) and may result in discipline.  
 
Any allegation or Complaint under this Policy will be considered personal information 
supplied in confidence for the purpose of Section 22(2) (f) of the Freedom of Information 
and Protection Privacy Act.  The names of those involved in the Complaint shall not be 
disclosed to any person except where necessary for the purpose of fairly investigating 
and determining the outcome of the complaint.  
 
The substance of investigative reports and the substance of meetings held by those in 
authority to make decisions in relation to a Complaint, regardless of whether it is 
substantiated, will be protected from disclosure to third parties in accordance with Section 
19 of the Freedom of Information and Protection Privacy Act. 
 
Complaint Resolution 
 
Complainants are encouraged to resolve Complaints/concerns with others as soon as 
they arise using the informal process set out below, unless it is clearly inappropriate in all 
of the circumstances. 
 
Without limiting its application, the informal resolution process is commonly used in 
circumstances where the alleged concern/conduct appears to be:  (a) non-repetitive (a 
‘one-off’ discussion/interaction); and (b) relatively minor in severity or seriousness, 
considering its content, potential impact on the individual and/or the safety/health of the 
overall organization. 
 
Although the Complainant(s) may indicate that he/she prefers the informal process, the 
City of Vernon may at any time exercise its discretion to initiate a formal process based 
upon its overall review of the circumstances.   
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PROCEDURES 
 
Informal Processes 
 
Step 1 – Resolution (Informal Conversation) 
 
Wherever reasonable, the Complainant(s) should address the person with whom he/she 
is having difficulty (the Respondent(s)) in a direct and discreet (confidential) manner as 
soon as possible following the incident. 
 
If the Complainant(s) is not comfortable taking this step, or if the Complainant(s) has done 
so without success, then the Complainant(s) should proceed to the next step. 
 
Step 2 – Resolution (Manager/Designate Involvement) 
 
The Complainant(s) or Bystander(s) should approach his/her manager or director with 
his/her concerns including particular examples of inappropriate statements or verbal or 
non-verbal behaviours by the Respondent(s), dates, times, witnesses, and as much detail 
as possible.  This should be done as soon as reasonably possible following the 
incident/behaviours. The manager or director should contact Human Resources.  
 
If the Complainant(s) or Bystander(s) is uncomfortable approaching any of these 
individuals, or if the individuals are the Respondent(s) or if the individuals are perceived 
by the Complainant(s) to be part of the problem, then the Complainant(s) or Bystander(s) 
can speak to Human Resources. 
 
Human Resources will review the concern and where appropriate should directly or 
indirectly facilitate a resolution in a manner that it considers most effective and reasonable 
considering all of the circumstances. 
 
Interventions by managers or directors, Human Resources in Step 2 may include one or 
more of the following possibilities (or other similar interventions): 
 

 meeting separately with each person involved in the concern to discuss and 
investigate the situation;  

 meeting together with the persons involved to facilitate a discussion aimed at 
understanding and resolving the issue in a practical, non-punitive manner or 
mediating a solution that works for all Parties; 

 coaching one or more of the Parties (verbally or in writing) on workplace 
expectations regarding appropriate workplace behavior or performance;  

 recommending or applying progressive discipline when warranted i.e. based on 
the findings and severity of the misconduct found;  

 engaging the support of Human Resources to assist with Step 2 processes, or 
 engaging an external third party facilitator or mediator to work with the Parties and 

others involved to achieve a confidential, practical and mutually agreeable 
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resolution to outstanding concerns without making findings against any Parties 
(Mediation). 

 
The above noted intervention/preliminary investigation should be completed on or before  
30 days after the final interview.  The time-lines will be reasonably extended at the request 
of the lead investigator based on a number of factors, including extenuating 
circumstances or complexities surrounding a particular investigation/intervention. 
 
If, at the outset of or at any time during the Step 2 process, the individual who receives 
the reported Complaint/concern concludes that, given the severity of the behaviours 
alleged in the Complaint, including their potential physical or psychological impact on the 
Complainant(s) or other employees at the City of Vernon, a formal investigation is 
warranted, then the matter should be immediately referred to Step 3 of the Policy for 
investigation and resolution. 
 
Formal Processes 
 
Step 3 – Investigation 
 
The formal process involves an objective investigation of a written Complaint/concern that 
has been brought forward to Human Resources, the Complaint.  
 
Once the Complaint has been received by the immediate supervisor, manager, or Human 
Resources representative; the Complainant(s) will be asked to complete a formal 
Complaint form. This form seeks the following details: 
 

 Complainant(s) name and position; 
 name and position(s) of the Respondent(s); 
 address or location where the incident occurred; 
 detailed summary of all of the specific incidents or examples of behavior that have 

led to the filing of the Complaint; 
 date(s) and time of each incident; 
 names of the individual(s) alleged to have engaged in the unacceptable conduct; 
 details of the Complaint(s) – that is, the specifics of what was said or done to the 

Complainant(s) to have triggered the Complaint;  
 identity of any potential witnesses; 
 impact of the behaviour on the Complainant(s); and 
 steps taken, though Steps 1 or 2 of the Policy, to address the Complaint and the 

outcome of those processes. 
 
The Complainant(s) must sign and date the Complaint and send to the designated 
individuals set out above by either: 
 

 envelope marked Confidential; or 
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 scanning the signed complaint and sending it via email indicating Confidential. 
 
The filing of a formal Complaint does not mean that a formal investigation will 
automatically be conducted.  The manner in which a Complaint is resolved will be 
determined by the City, following consultation with the Parties, and will depend on a 
number of factors, including the nature, extent and severity of allegations brought forward 
by the Complainant(s) and the history of circumstances leading up to the filing of the 
formal Complaint. 
 
Following this review, the individual(s) who receives the Complaint may take one of the 
following steps:   
 

 refer the matter back to Step 2 to resolve the matter through informal processes; 
or  

 assign an internal or external Investigator to conduct a formal investigation of the 
Complaint. 

 
Appointment of Investigator 
 
Factors that the City will consider in determining whether to retain an internal or external 
investigator may include:  the overall complexity of the facts/law related to the Complaint; 
the Parties to the Complaint, the anticipated length of time necessary to conduct the 
investigation; the potential severity of the outcome(s) of the investigation in relation to the 
Respondent(s) should the Complaint be substantiated; and any other relevant 
circumstances. 
 
Internal investigators shall have sufficient prior experience and/or training in conducting 
workplace investigations and shall have no previous involvement in the 
facts/circumstances giving rise to the Complaint. 
 
External investigators shall be appointed by the Director, Human Resources, in 
consultation with the Chief Administrative Officer (CAO) and at his/her discretion.   
 
Time Limits 
 
The time limit for making a formal complaint is within six (6) months from the date of the 
last incident.  This is consistent with the time limits noted in the BC Human Rights Code.  
 
Interim Measures 
 
It may be necessary to take interim measures, such as transfers/leaves/restrictions on 
contact or communication while a Complaint is being investigated.  Such measures will 
be precautionary, not disciplinary.   
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Mediation during the Formal Process 
 
Where appropriate, mediation is available to Parties to try to resolve the Complaint at 
any point during the process.  Any ongoing investigation will be suspended during 
mediation and will resume if mediation is unsuccessful. 
 
Unless explicitly agreed to by the Parties in writing, the investigator shall not act as the 
mediator and shall have no communication with the mediator regarding the Complaint at 
any time. 
 
 
Withdrawal of a Formal Complaint 
 
At any time during the course of an investigation of a formal Complaint, the 
Complainant(s) may choose to withdraw his or her Complaint without penalty so long as 
the Complaint was filed in good faith.  In such circumstances, there should be no 
indication of the complaint in the personnel files of the Complainant(s) or 
Respondent(s). 
 
The Investigation Process and Role of the Investigator  
 
The investigator will take a reasonable amount of time to conduct the investigation to 
interview the Parties and relevant Witnesses and obtain and review any potentially 
relevant documents. 
 
The investigator will prepare a report of investigation outlining his/her findings and 
conclusions and submit the report to the relevant Human Resources Representative. 
 
The findings and conclusions may relate to both the conduct at issue and the 
medical/emotional/financial impact of the conduct on those involved. 
 
The investigator may include recommendations in the report of investigation, where 
applicable and if requested by the City. 
 
The City will advise both the Complainant(s) and Respondent(s) of the findings and 
conclusions of the investigation and any recommendations related to their conduct, 
through a written summary of the report.  Other Parties involved in the complaint 
(Witnesses and others) will be advised that the investigation has been concluded 
(without being provided any further information). 
 
Appeals 
 
Within 15 days of receiving a summary of the report of investigation, either Party(ies) 
may file an appeal with the City.   
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The appeal shall be based upon and restricted to, specific concerns related to the 
investigative process.  The appeal shall not constitute an avenue in which to re-
investigate the Complaint. 
 
The CAO shall review the report of investigation to evaluate the fairness of the process 
and has sole discretion to take further action based upon his/her review.   
 
The decision of the CAO is final. 
 
Complaints involving City’s Chief Administrative Officer, the Mayor or Members 
of City Council 
 
External Investigator 
 
Complaints brought under this policy against the Chief Administrative Officer, the Mayor 
or Members of City Council shall be presented to an external investigator with expertise 
regarding matters covered under this policy. 
 
The external investigator will be retained by and will report directly to the Mayor and 
Chief Administrative Officer in cases involving the Members of Council.  In cases 
involving the Mayor, the external investigator will be retained by and will report directly 
to the Chief Administrative Officer.  In cases involving the Chief Administrative Officer, 
the external investigator will be retained by and will report directly to the Mayor.   
 
 
Outcomes 
 
General Outcomes  
 
Once the appeal period has expired or the appeal has been concluded, the City will 
inform the Complainant(s) and Respondent(s) of its final implementation plan based 
upon the report of investigation. 
 
Part of the implementation plan may include processes similar to those set out in Step 
2, in order to help rebuild/repair the relationships. 
 
Outcomes that may be included in the implementation plans include one or more of the 
following: 
 

 oral and/or written apology from the parties;  
 adjustments to the workplace environment;  
 coaching of expectations – verbal or in writing; 
 medical assessment referrals; 
 training; 
 transfers to a different department; and/or 



 

Corporate Policy 
Bullying and Harassment  Page 13 
 

 institution of formal discipline and disciplinary processes, up to and including 
suspension/removal from premises for contractors, visitors and volunteers; and 

 mediation. 
 
Discipline in accordance with Corporate Policy may arise if such action is warranted 
based on the severity of the findings/conclusions of the investigation. 
   
The Complainant(s) and Respondent(s) will only receive information relevant to their 
role in the final implementation plan; they will not be privy to recommendations related 
to the other Party(ies).  
 
 
Outcomes  
 
City management will determine and implement specific consequences and remedies 
that are reflective of and relevant to the investigative findings/conclusions within a 
reasonable period of time after receipt of the report of investigation. 
 
Any Party(ies) who disagrees with the nature/extent of action or disciplinary action 
imposed by the City as a result of the investigation should access the usual 
grievance/appeal process set out in the relevant collective agreements and City of 
Vernon policies.  
 
 
Other Important Points 
 
Malicious/Vexatious/Frivolous Complaints of Misuse of the Policy 
 
In circumstances where a Complaint is found to have been made in bad faith or 
determined to be vexatious, frivolous or a general misuse of the Policy, the 
Complainant(s) may face similar outcomes as a Respondent(s) as set out above (ie. 
Interventions ranging from coaching to formal disciplinary intervention). 
 
This section of the Policy may apply to filed Complaints as well as any circumstances in 
which individuals repeatedly threaten to file Complaints against others in order to 
achieve similar ends. 
 
A Complaint, or threatened Complaint, will be deemed to have been made in bad faith 
when, considering all of the circumstances surrounding the complaint including its 
timing and context, the Complaint was found to have been made solely in an attempt to: 
 

 influence or overturn decisions related to the Complainant’s employment; 
 intimidate, threaten or cause trouble to the Respondent(s);  
 create a hostile or intimidating workplace environment for others, including the 

Respondent(s);  or 
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 create a potential personal benefit or entitlement to the Complainant(s). 
 
Misuse of the Policy may include unreasonable, repetitive filing of Complaints or 
concerns that are consistently found to be unsubstantiated. 
 
In circumstances where a Complaint has been found to be malicious, vexatious or a 
misuse of the Policy, the Respondent(s) may be awarded the same remedies as those 
available to Complainant(s) as set out above (interventions ranging from an apology to 
compensation for established losses). 
 
Unsubstantiated Complaints 
 
If the investigator finds insufficient evidence to support the Complainant’s allegations 
and finds that there has been no misuse of the Policy or bad faith in filing the Complaint, 
no action will be taken in relation to the complaint.  There will be no record of the 
Complaint on the Respondent’s file. 
 
Consequences of Retaliation 
 
Any established retaliation against any Party(ies), Bystander(s) or Witness(es) involved 
in an informal or formal resolution process shall be considered an independent violation 
of the Policy (regardless of the merits or outcome of the initial concern or Complaint) 
and shall result in discipline commensurate with the severity of the conduct.   
 
Multiple Proceedings 
 
This Policy is in addition to and not in substitution for any rights an individual may have 
to pursue action, whether under collective agreements, policies including any applicable 
legislation, including human rights legislation. 
 
If at any time a staff member elects to initiate other legal proceedings or if the staff 
member takes any steps outside of those contemplated in this policy, the City many 
discontinue any procedures taken under this policy as a result of the Complaint 
(depending on a consideration of all of the circumstances). 
 
Potentially criminal behaviour such as an assault, significant threats, or attempts at 
extortion shall be directly referred to the RCMP by the City upon receipt of a Complaint 
of this nature.   
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committee. 
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streamline Committee 
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Council Committees. 
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Committee members via a 
memo presented at next 
Committee meeting 

 
 
POLICY 
 
The Mayor and/or the Council of the City of Vernon establish committees and 
appoint(s) Council and/or citizen members to the committees to: 
 

• provide information and well considered advice to Council, through 
Administration on issues of concern to the public and the City, as requested 
by Council. 

 
 
DEFINITIONS 
 
“Standing Committee” are advisory bodies to Council pursuant to Section 141 of the 
Community Charter as follows: 

 
Standing Committees of Council 
141     (1) The mayor must establish standing committees for matters the  
  Mayor considers would be better dealt with by Committee and must 
  appoint persons to those committees. 

(2) At least half of the members of a standing committee must be 
 council members. 
(3) Subject to subsection (2), persons who are not council members 
 may be appointed to a standing committee. 
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“Select Committee” are advisory bodies established by Council pursuant to Section 
142 of the Community Charter as follows: 
 

Select Committees of Council 
142 (1) A council may establish and appoint a select committee to consider 
  or inquire into any matter and to report its findings and opinion to  
  the Council. 

(2) At least one member of a select Committee must be a Council  
  member. 

(3) Subject to subsection (2), persons who are not council members  
  may be appointed to a select committee. 

 
“Statutory Committee” means boards, commissions, or committees established 
pursuant to a specific enabling statute including a Library Board established pursuant to 
the Library Act, a Police Board established pursuant to the Police Act, a commission 
including a Parks Commission, and Recreation Commission, etc., established pursuant 
to the Local Government Act or Community Charter, a Family Court Committee 
established pursuant to the Provincial Court Act and any other body established 
pursuant to enabling legislation which serves in an arms-length capacity on behalf of or 
in cooperation with the municipality. 
“Staff Liaison” is the staff member assigned by the Chief Administrative Officer to 
assist a committee in a non-voting advisory and resource capacity. 
 
“Committee Clerk” is the staff member who acts as the recording secretary for the 
Committee’s and prepares the Agendas, Minutes and Correspondence resulting from 
decisions and recommendations from the Committee’s. 
 
PROCEDURE 
 
1.0 Membership  
 
 1.1 Diversity 
 
 Membership of committees will be diverse, and broadly reflective of the 

community.  The Terms of Reference for each Committee may identify 
specific desired experience, knowledge/education, expertise and 
geographic location in the community. 

 
 1.2 Appointments 
 

1.2.1 Appointments to Committee’s will be advertised in the local 
newspaper so that all Citizens who are interested in serving on a 
Committee will be given an opportunity to apply. 
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1.2.2 Unless there are extenuating circumstances, as determined by the 
Corporate Officer, advertisements will be done on an annual basis, 
using one advertisement for all vacancies. 

1.2.3 Committee members must be City of Vernon residents except as 
provided in a statutory committee enabling statute, establishment 
bylaw OR identified in the Terms of Reference set out by Council. 

1.2.4 Appointments for all Committees will be made in January of each 
year, for a TWO YEAR term, unless the Terms of Reference 
indicates otherwise. 

1.2.5 Organizations requested to provide representation, shall be 
advised that if there are various committees the organization is 
represented on, that the organizations shall strive to appoint 
different representatives to committees, in order to provide a 
broader range or representation.  In the event that the organization 
cannot secure other members of their organization, to serve on a 
Committee, Council may consider appointing the same 
representative to multiple Committees. 

1.2.6 In the event a Council appointed member of an organization within 
the Committees Terms of Reference, (i.e. Chamber of Commerce, 
DVA, etc.), is unable to attend a committee meeting, the 
organization may appoint an alternate to attend the meeting and 
vote on behalf of the organization.  Council approval is not 
required for appointment of an alternate. 

1.2.7 Committee membership shall be nine (9) appointed voting 
members, unless otherwise stated in the Terms of Reference of 
individual Committees. 

1.2.8 Committee members shall serve without pay at the pleasure of 
Council, unless otherwise provided in the enabling statute, 
establishment bylaw or Council resolution. 

1.2.9 All appointed Committee members will be required to sign an “Oath 
of Confidentiality” as attached to this policy as Schedule “A” 

 
 1.3 Applications for Membership  
 

1.3.1 Applicants are required to submit a “Volunteer Application Form”, 
attached to this policy as Schedule “B”. 

1.3.2 All applications for membership on committees shall be kept in 
confidence when submitted to the City and considered at an In-
Camera meeting of Council pursuant to Section 90 (a) of the 
Community Charter.  The Staff Liaison to the Committee will 
receive the applications, and bring them forward to Council with a 
covering memo in order to provide additional information. 

1.3.3 Existing members of Committees, whose terms have expired and 
who wish to be reappointed to a Committee, may submit a letter to 
Council. 
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1.3.4 Council will consider the following factors: 
• Length of time an individual has served on the Committee 
• Number of new applications received 
• Mix of experience desired on the Committee 
• Committee stability and membership continuity 
• Input, as requested, from the Staff Liaison to the Committee on 

the contribution and attendance of the individual seeking 
reappointment. 

  
 1.4 Terms of Appointment for Standing and Select Committees 
 

1.4.1 The term of appointment is two (2) calendar years unless otherwise 
provided for in the “Terms of Reference” for that committee. 

1.4.2 An individual can serve for up to two (2) consecutive terms on any 
one committee unless otherwise provided for in the “Terms of 
Reference” for that committee, or, as otherwise directed by 
Council. 

1.4.3 Where possible, all members remain in office until their respective 
successors are appointed. 

1.4.4 In circumstances where a Committee Member resigns within six (6) 
months of the end of their term, the Chair may choose to leave the 
seat vacant. 

   
 1.5 Terms of Appointment of Short Term Select Committees 

 
 The term of appointment of members to short term select committees is 

concurrent with the time frame provided to the short term select committee 
to complete its work; after which the members’ terms expire unless 
extended by Council resolution. 

 
 1.6 Terms of Appointment of Statutory Committees  
 
  The term and conditions of appointment of members to statutory 

committees is as provided in the enabling statute or establishment bylaw. 
 
 1.7 Committee Vacancy Replacement Term 
 
 In the event of a vacancy, the person appointed to fill the vacancy shall 

hold office for the remainder of the term of the vacated office. 
 

 
 1.8 Attendance of Members at Meetings 
 
  Unless otherwise provided in the enabling statute or establishment bylaw, 

any Member who is absent from two (2) consecutive regular meetings 
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without leave of absence from the Committee Chair or without reason 
satisfactory to the Committee shall forthwith cease to be a member of the 
Committee and the appointing authority shall be advised by the 
Committee.  Committee Members are permitted to attend the meeting by 
'electronic means' as authorized and directed under section 128 of the 
Community Charter. 

 
 1.9 Removal of Member from Committee 
 
  Council may remove or request the resignation at the request of the 

committee or on its own initiative any of its committee appointees for 
malfeasance in office, or any other good and sufficient cause. 

 
 1.10 Resignation of Member 
 
  Any member of a Committee wishing to resign from the Committee is 

requested to provide the resignation in writing to Mayor and Council and 
submit same through the Staff Liaison.  Upon acceptance of the 
resignation by Council, the Staff Liaison shall advise the Committee 
Members of the resignation through a memorandum presented at the next 
Committee meeting. 

 
2.0 Council Liaison/Council Membership 
 

2.1 Council or the Mayor will appoint members of Council as representatives to 
each select committee and each standing committee. 

 
2.2 The Chair and alternate Chair will be appointed annually by the Committee 

at the first meeting of the calendar year. 
 

2.3 Any person not appointed to a committee may attend the committee 
meetings as an observer, but is not entitled to vote.  Permission to speak 
at the meeting may be granted, on request, by the Committee Chair. 

 
2.4 Council representatives serve for a one year term. 

   
2.5 The role of Council representatives on committees is: 

 
  2.5.1 to be a voting member of the Committee to which they are 

assigned; unless otherwise noted in the Terms of Reference, 
and 

  2.5.2 to serve as a communication channel to Council. 
 

2.6 At the request of the appointed Council representative, or the Alternate 
Council representative, any Member of Council can be an ex officio voting 
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member of a standing or select committee (unless otherwise noted in the 
Terms of Reference), should the assigned Council representative or the 
Alternate Member not be available to attend a Committee meeting, and the 
ex officio voting Member is counted in determining if a quorum is present. 
 

2.7 The Mayor is an ex-officio member of every standing and select committee 
and as such has the same rights as other Committee members, but is not 
obligated to attend meetings and is not counted in determining if a quorum 
is present.  However, in situations wherein a quorum is not met, the Mayor 
may attend as a voting member. 

 
3.0 Staff Support 
 

3.1 A Staff Liaison may be appointed to each standing committee or select 
committee by the Chief Administrative Officer at the request of Council.  
The Staff Liaison is not a member of the committee and therefore is not 
entitled to vote.  The role of the Staff Liaison includes: 

 
3.1.1 Providing information and professional advice; 
3.1.2 supporting the Chair in developing agendas, arranging meetings, 

and promoting effective committee functioning; 
3.1.3 Writing covering memorandums to Council, which will include 

background information attached, as required, for all Committee 
recommendations; 

3.1.4 Providing an annual orientation to the work of the Committee, the 
structure of the City, and Council's annual goal setting and 
budgeting processes; and 

3.1.5 Performing other projects or tasks related to the function of the 
Committee only with the approval of the Direct Supervisor. 

 
3.2 The Committee Clerk will provide support to each Committee as follows: 
 

3.2.1 Preparing and circulating the Committee’s agenda at the direction 
of the Staff Liaison as prescribed in Section 7.0 – Agendas. 

3.2.2 Attending all Committee meetings to record the minutes as outlined 
in Section 8.0 – Minutes. 

3.2.3 Ensuring appropriate arrangements for committee meetings, 
including room bookings in accordance with City procedure. 

3.2.4 Maintaining and distributing the Calendar of Committee meetings, 
as required, and posts on the identified notice boards and City 
website; and, 

3.2.5 Performing other administrative duties or tasks related to the 
function of the Committee as assigned only by the Committee 
Clerks direct supervisor.  
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3.3 Any other projects or tasks requested of the Staff Liaison or Committee 
Clerk, require the approval of the Chief Administrative Officer or Corporate 
Officer, respectively. 

 
4.0 Meeting Schedule 
 

4.1 Standing and Select committees will meet as required.  All meetings will 
be held weekdays, Monday to Friday, and Committees are encouraged to 
meet between 8:00 am and 6:00 pm, when possible, in order for the Staff 
Liaison and Committee Clerk to attend. 

 
4.2 Statutory committees meet as provided in their enabling statute or 

establishment bylaw. 
 
5.0 Quorum 
 
 Unless otherwise provided in a committee’s enabling statute or establishment 

bylaw, a majority of the members of a committee constitute a quorum.  For 
Standing Committees the quorum must include a member of Council.  Quorum 
shall be based on the number of occupied voting positions on the Committee.  A 
staff liaison or alternate must be present in order for the meeting to proceed.  If a 
quorum is not met, no meeting shall take place. 

 
6.0 Chair 
 
 Each committee shall, at its first regular meeting in January or as soon thereafter 

as possible, or as provided in its enabling statute or establishment bylaw, elect a 
Chair and Vice-Chair if the Mayor and/or Council has not already done so, each 
of whom hold office for a period of one year, to carry out the duties normally 
attributed to such office in conducting the business of the committee. 
 

7.0 Agendas 
 
 The Staff Liaison is responsible, to coordinate, with the Committee Chair, the 

preparation of committee agenda items, which are then provided to the 
Committee Clerk for preparation of the agenda and made available to all 
members, as required.  The Committee Chair shall approve all agendas prior to 
distribution.  Agenda items and all background material shall be provided to the 
Committee Clerk at least one week prior to the scheduled meeting date wherever 
possible.  Late agenda items are strongly discouraged, and in order to be added 
to the agenda, the item must be time sensitive, and approved by the Chair and 
the Staff Liaison, prior to introduction at the meeting. 

 
 Agendas, shall be posted on the City of Vernon website. 
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8.0 Minutes 
 

8.1 Committee minutes, setting out the decisions made and the key discussion 
points of the proceedings of all meetings of committees shall be legibly 
recorded by the Committee Clerk.  Minutes should not be 'verbatim'.  The 
Committee Clerk will record the points of discussion and any resulting 
resolutions. 

8.2 The Staff Liaison shall review the minutes prepared by the Committee Clerk 
and said minutes shall be included on the next meeting of the Committee 
for adoption. 

8.3 Following adoption of the minutes: 
 8.3.1 the Chair shall certify by signing the adopted minutes 
 8.3.2 the Committee Clerk will forward said minutes to the Corporate  
  Officer for distribution to Council 
 8.3.3. the Committee Clerk shall post on the City of Vernon website 
 8.3.4 file the signed original minutes into the approved Records   
  Management System file. 
 

8.4 All Committee minutes will be in the prescribed format as shown on 
attached Schedule “C” 

 
9.0 Rules of Procedure 
 

9.1 Each committee shall follow the guidelines attached as Appendix “A” and 
the current Council Procedure Bylaw.  The Committee may rely for 
reference upon the advice of the Committee Clerk, Staff Liaison or the 
Corporate Officer. 

9.2 Questions of procedure which cannot be resolved by the Committee upon 
the advice of the Committee Clerk shall be referred to the Corporate 
Officer. 

9.3 Committees will NOT accept delegations at the Committee meetings 
unless directed by Council or provided for in the Committee Terms of 
Reference. 
*This does not apply to the Finance Committee or any other Committees 
wherein all members are strictly Members of Council. 

 
10.0 Voting 
 
 All members of a committee, including the Chair and Vice-Chair, shall have a 

vote on any question before it, and in all cases in the event of a tie vote, the 
motion shall be deemed defeated.  Any member who abstains from voting, 
without having declared a conflict of interest and leaving the meeting, shall be 
deemed to have voted in the affirmative. 

 
11.0 Conflict of Interest 
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11.1 Committee Members to Avoid Conflicts of Interest 

 
  A conflict of interest exists where: 

 
 a) A committee member is a director, member or employee of an 

organization seeking a benefit from the City upon which the 
committee will make a recommendation; 

 b) The committee member has a direct or indirect pecuniary interest 
in the outcome of committee deliberations. 

 
  A conflict of interest does not exist if: 
 
 a) The pecuniary interest of the committee member is a pecuniary 

interest in common with members of the municipality generally; or 
 b) The pecuniary interest is so remote or insignificant that it cannot 

reasonably be regarded as likely to influence the member in 
relation to the matter. 

 
  Where a conflict of interest exists, Committee Members: 
  

a) Must declare to the committee that a conflict exists and the nature 
of the conflict; and 

b) Must leave the meeting following the declaration; and  
c) The conflict will be noted in the minutes; and 
d) The Committee Member may not take part in any discussion or 

vote on the subject once they have disclosed their conflict; and 
e) May return to the meeting once the matter has been dealt with. 

 
11.2 Perceived Conflict of Interest 

 
 Where a perceived conflict of interest might exist, the Member may note 

that a perception of conflict might exist but need not declare a conflict and 
need not exit the meeting if in the Member’s view there is no actual 
conflict of interest. 

 
11.3 Council Review 

 
 Where in the opinion of a committee a member is in a conflict of interest 

and has not so declared, the Committee may ask for a review of the 
matter by the Corporate Officer.  The matter, if unresolved, may then be 
referred for Council review. 

 
12.0 Sub-committees 
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Committees may establish working groups (sub committees) to review a 
particular task/subject and report back to the parent Committee with a 
recommendation. 

 
The parent Committee will appoint a Member(s) of the Committee to the 
working group (sub committee) and provide them with clear direction on 
the task of the group.  The appointed member(s) may recruit appropriate 
members of the public, review the task requested, and report back to the 
Committee with a recommendation. 

 
The Committee Member of a working group (sub committee), will report 
back to the parent Committee at each meeting, with an update on the 
status of the group – providing notes from meetings, and any 
documentation that is utilized in determining a recommendation of the 
working group (sub committee). 
 
The parent Committee will receive the information from the working group 
(sub-committee). 
 
The Staff Liaison and Committee Clerk are not required to provide 
services to a sub-committee.  Formal agendas and minutes are not 
required. 

 
13.0 Reporting 
 

13.1 Establishment and Authority 
 

 Members will not misrepresent themselves as having any authority 
beyond that delegated by Council. 

 
13.1.1 Standing and Select committees must refer recommendations 

through the Staff Liaison,  to Council for authority to act. 
13.1.2 Short Term Select committees conduct their task within the time 

prescribed by Council following which they report their findings and 
opinions to Council for consideration through the Staff Liaison. 

13.1.3 Statutory committees conduct their business in accordance with the 
terms of their enabling statute, establishment bylaw and/or the 
policies of the authority which established the committee. 

 
13.2 Reporting on Issues 

 
 When responding on an issue referred by Council the Staff Liaison will 

submit a memorandum, to Mayor and Council indicating the motion or 
decision of the Committee.  Such memo shall contain the background 
information, as required, in support of the recommendation. 
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14.0 Authority 
 
 Except as may be provided in their enabling statute or establishment bylaw, 

committees do not have the authority to communicate with other levels of 
government, to pledge the credit of the City of Vernon or to authorize any 
expenditures to be charged against the City. 

 
 Media inquiries must be referred to the City of Vernon Communications Officer.  

Committee Members are not permitted to speak on behalf of the City of Vernon 
to the media. 

 
15.0 Budget 
 

15.1 Unless otherwise provided in their enabling statute or establishment 
bylaw, committees may request budget funds from Council in accordance 
with the City budget preparation schedule and procedure.   

15.2 Any solicitation of funds from other organizations requires the prior 
approval of Council. 

15.3 The Committee shall have reasonable use of City miscellaneous services 
such as photocopying, paper supplies, meeting areas, etc. which are 
primarily provided through the Committee Clerk. 

 
16.0 Personal Liability 
 
 No member of a committee shall be liable in his or her personal capacity for any 

debt or liability of the committee.  It is the responsibility of the City to insure the 
members of committees against all liabilities related to fulfilling their 
responsibilities as a member of the committee. 

 
17.0 Orientation 
 

All Committee members, upon appointment, will be provided with the Terms of 
Reference for the Committee, a current membership list and a copy of the 
Council Committee Policy. The Staff Liaison to each Committee will provide a 
verbal orientation for Committee members at the first meeting of the year.  
Attention shall be brought to the implications and requirements pertaining to the 
'Oath of Confidentiality' signed by each Committee Member. 

  
18.0 New Committees 
 
 In considering the formation of a new select committee, standing committee or 

statutory committee Council will request staff to prepare a Terms of Reference 
for consideration by Council prior to establishing the Committee. 
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19.0 Meetings Open to Public 
 
 All meetings of Council Committees are open to the public and no person shall 

be excluded except for improper conduct, except as may be provided in the 
committee’s enabling statute or establishment bylaw, or where the committee is 
considering an item where, in accordance with applicable legislative 
requirements or Council procedure, the public interest requires the exclusion of 
the public. 

 
 
APPENDIX “A” 
 
Committee Meeting Guidelines 
 
The Agenda 
 
• Have an agenda and stick to it.  Late items are strongly discouraged and may only 

be brought forward as approved by the Chair and the Staff Liaison. 

• The agenda can be seen as a contract between the Chair and the members: “In 
return for your preparation, time, and participation, we will deal with these issues.” 

• The agenda package should include supporting material which all members should 
read in advance.  

• The agenda package will be uploaded to the City of Vernon website for public 
information, one week prior to the meeting to allow sufficient time for review and 
consideration.  Committee Members shall be advised by email when the agenda is 
available on line for their review and information. 

 
Rule of the Clock 
 
• Start on time and end on time - do not reward latecomers. 

• Keep the meeting to 1 ½ to 2 hours.  More than that, people leave, bodily or 
otherwise.  Less than that, there is not enough time to develop and engage the 
team. 

 
Handling the Business of the Meeting 
 
• Some meetings tend to have too many issues on the agenda.  Focus on the issues 

that are for discussion or decision, are important and urgent, and where the 
background work has been done.  Keep the time spent "just informing" people to a 
minimum. 
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• Most groups do their most effective work at about 2/3 of the way through the 
meeting.  Plan the most difficult decisions and discussions at that point. 

• Think of a meeting as an aerobic exercise, warming the group up to effective team 
decision-making, and letting emotions and conflicts cool off before people leave. 

• Remember, good decision-making requires: 

⇒ background information 

⇒ options and recommendations 

⇒ the right people attending 

⇒ preparation before the meeting, along with enough time to review the material 

⇒ full participation 
 

Role of Chair 
 
• The role of the Chair is critical for effective meetings.  The Chair should be a: 
 

♦ leader ⇒ willing to give up personal interests, and willing to 
work with the whole group 

♦ facilitator ⇒ able to encourage people to participate, help people 
to listen to each other, and to reflect back the 
common threads of the discussion 

 ⇒ allow all Committee Members the opportunity to 
provide input and not allow any one Member to 
dominate the discussions at the meeting 

 
• The Chair’s duties are: 
 

⇒ work with Staff Liaison to prepare and approve the agenda in a timely manner 
in order to meet the distribution deadline 

⇒ discourage late agenda items (refer to next meeting instead) 

⇒ check if a quorum is present and open the meeting at the prescribed time 

⇒ announce the business in the proper sequence (as on the agenda) 

⇒ recognize members entitled to speak, in the order in which they request to 
speak 

⇒ state and put the questions (resolutions which have been moved and 
seconded) to a vote 

⇒ enforce the rules of decorum 
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⇒ expedite business 

⇒ decide questions of order and respond to parliamentary enquiries (with the 
assistance of the Staff Liaison or Committee Clerk) 

⇒ declare the meeting adjourned 

 
Decision-making 
 
Committees should strive for consensus in their decision-making.  However, final 
decisions are made by resolution adopted by a majority vote.  Decisions that relate to 
the internal operations of the Committee (ex. Establishment of a sub-committee), do not 
require endorsement by Council. Most other recommendations require consideration 
and endorsement by Council.  The Staff Liaison can assist with this.  (Please note, 
Committees of Council are advisory in nature, and Council may or may not endorse the 
Committee's recommendation). 
 
Voting and Debating Rights 
 
Each voting member of a committee, including the Chair, may make or second motions, 
may debate motions and may vote. 
 
Note:  A Member can vote on, or second a motion to approve the minutes of a meeting 
where he or she was not in attendance. 
 
Other Terms and Procedures 
 
• Unanimous General Consent is an informal method of resolving a routine and non-

controversial procedural issue. For example, the presiding member may seek 
unanimous general consent as follows: 

 
“Is there any objection to moving item 7 forward on the agenda and considering it 
now?  Hearing none, we will proceed now with item 7.” 

 
• Friendly Amendment is an informal method of making a minor change to a motion 

or amendment.  For example, during debate, it may be indicated that a minor 
change to a motion or amendment would better achieve the intent of the mover.  
The Chair may then ask: 

 
“Is there any objection to adding the words ‘…..’?  Hearing no objection, the words 
are added and the motion now reads: ‘….’ OR “Hearing no objection, the words are 
added.  Would the Committee Clerk please read the motion? … Is there any further 
discussion on the motion?” 

 
 Caution: Overuse of this method could result in confusion.  
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• Motions and Amendments 
 

A main motion is a proposal to take action or give direction.  The steps of handling 
a main motion are: 

 
1.  A member makes a motion: 

 
 “I move that …..” 

 
2.  Another member seconds the motion: 
 
 “Second” or “I second the motion” 
 
* Note that it is helpful if the Chair repeats the names of the mover and seconder. 
 
3.  The Chair states the motion or moves directly to debate: 
 
 “It is moved and seconded that …..” AND/OR “Is there any discussion?” 
 
4.  Debate, and amendment if any, takes place. 

 
5.  The Chair puts the motion to a vote: 

 
 “We are now voting on the motion to …….  Those in favour? [Those voting in the 

affirmative indicate by raising a hand.] Opposed? [Those voting against indicate 
by raising a hand]” 

 
 Members should always clearly indicate their vote by raising their hand at the 

appropriate time.  Those who do not vote by raising a hand are counted as 
voting in the affirmative.  

 
6.  The Chair announces the result: 
 
 “Motion passes.”  “Motion defeated.”  “Tie Vote - motion defeated.” 
 

 
• Amending Motions 
 

An amendment is a motion to change the wording of another motion before voting 
on it.  An amendment is always dealt with before the original motion.  In effect, the 
amendment temporarily sets aside the motion which it proposes to modify.  A 
motion to amend a debatable motion is debatable and requires the same steps as a 
main motion. 

 
⇒ Three Methods of Amending a Motion 
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1.  By inserting or adding words 
 
 “I move that the motion be amended by inserting the word[s] … between the 

word … and the word ….” OR 
 
 “I move that the motion be amended by adding the word[s] ...” 

 
2.  By striking out words 
 
 “I move that the motion be amended by deleting the words ….” 
 
3.  By striking out words and inserting replacement words 
 
 “I move that the foregoing motion be amended by deleting the words … and 

inserting the words … in their place.” 
 

 Only two levels of amendment are allowed.  A main motion can be amended 
(primary amendment) and an amendment can be amended only once 
(secondary amendment).  No amendment is permitted to a secondary 
amendment.  If further amendments are desired, the question on the 
amendment to the amendment must be called before another amendment to 
the amendment can be made. 

 
The steps in the process are: 

 
1.  A motion is made. 
2.  An amendment to the motion is made. 
3.  An amendment to the amendment is made. 
4.  The question on the amendment to the amendment is called.  (A further 

amendment to the amendment could be made here.)  
5.  The question on the amendment is called. (A further amendment to the 

main motion could be made here). 
6.  The question on the main motion is called. 

• Debate on Motions and Amendments 
 

When an amendment is made, discussion is allowed on the amendment only, not 
on the main motion.  Once the vote on the amendment is taken, discussion 
proceeds on the motion (as amended if the amendment passed). 

 
• Motions Permitted While Matter Under Debate 
 

During debate on a motion, there are a limited number of other motions which would 
be considered to be in order.  These are: a motion to adjourn or recess the meeting, 
a motion to withdraw if made by the original mover, to amend, to refer to a sub-
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committee or to the Staff Liaison for report, or to postpone to a certain day.  
Questions of Privilege and Points of Order can also interrupt proceedings. 

 
• Replacement Motion 
 

A replacement motion is like an amendment in that it sets aside the motion which it 
proposes to modify. If a replacement motion passes, there is no need to call the 
question on the original motion - the original motion is in effect gone.  
 
 “I move that the foregoing motion be replaced with the following: …” 

 
• Motion to Withdraw a Motion 
 

A motion which has been duly moved and seconded may only be withdrawn with the 
consent of the original mover and seconder. Once a motion to withdraw a motion 
has been carried, there is no record made in the minutes of the original motion 
having existed.  It will not appear in the minutes. 

 
• Motion to refer: 
 

A motion to send a main motion to a sub-committee or to staff for further study and 
report back (within the authority of the committee). 

 
“I move that the foregoing motion be referred to the sub-committee for review and 
report back to the committee by ….” 
 
Or 
 
"I move that the Committee recommends to Council that Administration be 
requested to research……and report back to the Committee." 

 
• Motion to defer indefinitely: 

 
A motion to decline to take a position on an issue or motion. 

 
“I move that this item be deferred indefinitely”  
 
OR 
 
“I move that no action be taken on this issue at this time.” 

 
• Motion to defer to a specific date: 
 

A motion to stop debate and amendment and postpone consideration of an issue or 
motion to a specific future date.  
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• Division of a question: 
 

A motion to divide a main motion into separate motions if each part can stand on its 
own.  

 
• Adjourn 
 

When a motion to adjourn is made, it means the meeting stops and will reconvene 
at another date and time.  A motion to adjourn is not required if the agenda is 
completed - the Chair simply declares the meeting “closed” or “concluded”. 

 
• Recess 
 
 A motion to take a break in the meeting.  A motion or call for a recess should specify 

the amount of time to be taken for the recess. 
 
• Point of Order  
 
 A statement that a rule of the Council is being violated.  It is ruled on by the Chair 

whose decision may be appealed to committee and decided by committee 
resolution. 

 
• Question of Privilege  
 
 Raising a request or motion relating to the rights or comfort of the committee or an 

individual.  It is decided by the Chair. 
 
• Point of Information 
 
 A request for information, e.g. from staff during debate.  
 
• Reading of Motions 
 
 A member may require the motion under consideration to be read.  The Committee 

Clerk would then read the motion.  Sometimes the Committee Clerk will ask to read 
a motion if he/she is unsure what it is or if he/she feels others may not understand 
the exact motion being considered. 

• Rules of Decorum and Debate 
 
 Committee meetings tend to be more informal than would a Council meeting.  The 

Chair of the committee has the duty and authority to allow the level of informality he 
or she feels would best facilitate the work of the committee.  
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 Here are some meeting rules which may be helpful and may be used by the 
committee:  

 
⇒ the maker of a motion has a right to speak first to their motion 

⇒ to speak a second time, a member should wait until all those who wish to speak 
have done so for the first time 

⇒ members must remain courteous and avoid personal attacks of each other and 
staff 

⇒ remarks must be confined to the motion before the committee 

⇒ remarks are always directed “through the chair” 

⇒ members should not interrupt another speaker  

⇒ there are no limitations on the number of times a member may speak, or the 
length of speeches  

⇒ motions should be phrased concisely and to the point 

⇒ a decision to close debate can be made by unanimous general consent, by 
resolution or by the Chair 

⇒ decisions of the Committee are by vote of majority.  Therefore, all members of a 
Committee shall respect the rules of democracy and the outcome of the vote.  A 
Committee member may not agree with the end result, but is expected to be 
respectful to the vote both during the meeting and thereafter. 

• Attendance at Council Meetings 
 
⇒ when a Committee wishes to address Council, at a Council meeting, it shall be 

through the Chair or Vice Chair of the Committee 

⇒ if a Committee member wishes to address Council, it shall be as a member of 
the public and not as a member of the Committee and should therefore not state 
they are a member of a particular Committee. 
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SCHEDULE “A” 
 
 

 
CITY OF VERNON 

 

 
OATH OF CONFIDENTIALITY 

 
 
 
 

I, ____________________, of the __________________ Committee, do promise and 
swear that I will, to the best of my knowledge and ability, fulfill the terms of my position 
in accordance with the Council Committee Structure policy and will respect and 
maintain the confidentiality of the information that I become aware of through my 
appointment to this Committee of Council. 
 
Sworn/Affirmed by me, at Vernon, B. C. on 

___________________________________________________________, 20__. 

 

 

________________________________________________________________ 
(Signature of person swearing/affirming oath) 

 

 
________________________________________________________________ 

 (Signature of person administering oath) 
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SCHEDULE “B” 

 
THE CORPORATION OF THE CITY OF VERNON 

3400 – 30 Street, Vernon, British Columbia   V1T 5E6 
City Hall Telephone:  (250) 545-1361    Fax:  (250) 545-4048 

Website:  www.vernon.ca 
_____________________________________________________________________ 

 
VOLUNTEER APPLICATION 

 
CIVIC COMMITTEES, COMMISSIONS AND BOARDS 

 
Name of Applicant: ___________________________________________________ 
 
Address of Applicant:  
(Individual Applicants MUST reside within Vernon City Limits, unless otherwise stated in 
Committee Terms of Reference): 
 
 ___________________________________________________ 
 
 __________________________        Postal Code:  __________ 
 
Contact:    Work: __________________________        Fax:      _____________ 
 
               Home: __________________________        E-mail:  _____________ 
 

1. Are you a business operator in the City of Vernon?   Yes □   No □ 
 
2. Are you applying as a representative of a community association or other 

organization?           Yes   □ No □ 
 If YES, identify the association/organization:  ______________________________ 

3. Are you currently serving on a Committee/Commission/Board?    Yes □   No □ 
If you answered YES, complete question 4 only. 
If you answered NO, proceed to fill out the entire questionnaire. 
 

4. Name of Committee/Commission/Board you are applying to:  _________________ 

5. Have you previously volunteered on any City of Vernon Committees? Yes □ No □ 
 If YES, provide name of Committee(s) and length of service. 

__________________________________________________ 

 

 

http://www.vernon.ca/
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6. Have you volunteered on any Committee(s) for another municipality or any 

community Organization?     Yes □ No □ If YES, provide details: 
_____________________________________________________________________ 

7. What skills and goals will you bring to the Committee/Commission/Board? 
 
_____________________________________________________________________ 
 
8. Business/Work experience in the past five years? 
 
_____________________________________________________________________ 
 
_____________________________________________________________________ 
 
9. How is your business/work experience related to the mandate of the 
Committee/Commission/Board? 
 
_____________________________________________________________________ 
 
_____________________________________________________________________ 
 
10. Educational background/Professional qualifications? 
 
_____________________________________________________________________ 
 
_____________________________________________________________________ 
 
11. Other relevant information, if any: 
 
_____________________________________________________________________ 
 
_____________________________________________________________________ 
 
 
Date of Application:  ___________________________________ 
 
Your application/resume will be made available to Vernon City Council, civic staff, and the 
applicable Committee/Commission/Board for the sole purpose of making appointments. 
Personal information contained on this form is collected in compliance and protected in 
accordance with the Freedom of Information and Protection of Privacy Act and will be used for 
the purposes of appointing members to the City’s advisory committees/boards. Questions about 
the collection and use of this information should be directed to the Head of FOIPP in the City 
Clerk’s office. 
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Contact Information: 
 

Corporate Officer, City of Vernon 
3400 – 30 Street, Vernon, BC   V1T 5E6 
Telephone:  (250) 545-1361 
Fax:  (250) 545-4048 
E-mail:  admin@vernon.ca 

mailto:admin@vernon.ca
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SCHEDULE “C” 

 
 

THE CORPORATION OF THE CITY OF VERNON 
 

MINUTES OF A “INSERT COMMITTEE NAME”  MEETING  
 

HELD “INSERT DATE” AT “INSERT LOCATION”  
 

PRESENT:  
 
 Staff:  
 
  Other:  
   
   

  
  

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

CERTIFIED CORRECT: 
 
 
 

 
 

________________________  
Chairperson:  
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           THE CORPORATION OF THE CITY OF VERNON 
 
 

Climate Action Task Force 
 

January 30, 2019 
 

Meeting Minutes – Draft 
 

In attendance: 
 
Brian Guy (Co-Chair) – Science, Technology and Environmental Services 
Mary Stockdale (Co-Chair) – Community Stewardship, Educator 
Victor Cumming (Mayor) 
Brian Quiring (Councillor) 
Kevin McCarty – Business and Commercial Services 
Colleen Dix – Utility Services and Providers 
Bill Darnel – Community Stewardship, via phone 
Ed Wilson - Community at Large 
 
Staff: Kim Flick, Jing Niu, Laurie Cordell 
              

A. Introductions – new staff  
Laurie Cordell, Manager, Long Range Planning & Sustainability  
Laurie introduced herself to the group and provided her work experience and 
background. 

 
B. Minutes from previous meetings  

a. December 18, 2018 – Motion to accept theses minutes moved by Mary, seconded 
by Kevin.  There was no discussion, all in favour. 

b. November 20, 2018 – Motion to accept these minutes moved by Ed, seconded by 
Colleen.  Discussion: Brian brought 5 items of revision which have all been 
updated by staff to the final adopted minutes. 

 
C. Unfinished items  

a. Update CATF Scope (BG and staff)  
Completed. 
 

b. CARIP and council report (staff)  
Staff reported that Council and task force have been provided with the CARIP 
Report. 
 

c. Membership update (staff) – staff will take to Council the two names we have 
received; staff have reached out to the school who expressed interest. Regarding 
including the Indian Band, this should go to Council as a request by the Task Force 
to amend the Terms of Reference to include an OKIB member. It was decided to 
put on hold the use of social media at this time. 
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d. Stakeholder mapping (staff) - Staff will share with the group the various lists 

already identified. 
 

e. Education contacts (staff) –Staff presented the chart of school contacts in 
Vernon we are working with. 

 
f. FCM grant update (staff) -funds for staff specific to climate action were not 

supported.  
 

g. CEA grant review & PCP Membership (staff) –Laurie advised that Kim reviewed 
what financial aid the City has already taken advantage of; Laurie will look at 
what other opportunities would be a good fit. Jing presented a short video by 
FCM for Partners for Climate Protection which identifies the support municipalities 
can access such as peer support, tools, case studies, funding opportunities. It has 
free membership. Mary commented that this was one of her first requests when 
approaching the City about this group. 
 

Motion put forward by Mary, seconded by Colleen: 
 

The Climate Action Task Force recommends that Council consider joining 
the FCM Partners for Climate Protection.  All in favour. 

 
2:37pm Kim Flick joined the meeting.   
 
Discussion regarding the motion: Brian G asked what the pros and cons of joining would be.  
Laurie and Jing suggested we are already meeting most of the steps required to join.  Brian G 
feels the networking alone is of real value. Kevin suggested we should all read the Declaration 
before forwarding the request to Council.  Jing brought up the list of resolutions for the group to 
read through and no issues of concern were identified. 

 
h. Task Force status (BQ) – Brain Quiring had asked for this Task Force to become 

a Committee for a couple of reasons; it would afford the opportunity for any 
Councillor attending in his absence to submit remuneration for their time and also 
that Committees seem to have more clout than a Task Force, especially since the 
work will be long term in function. It also has the advantage of assigned staff for 
record keeping.  Terms of Reference has been confirmed to be the same no matter 
which route they take.  Kim clarified this statement is true if Council does not 
change the TOR. The group reviewed the Terms of Reference.  Brian Q expressed 
concerned with the timeframe of the Task Force; he will end up requesting that the 
work continue so why not start out as a Committee which is not limited to 2 years. 
The question of continuity for members was raised but was deemed not a factor of 
concern as members are destined to come and go. The end product of this group 
is to create a plan that will amend the OCP so that bylaws must follow the resulting 
recommendations. The consensus was that Committee status would best serve 
the goals of this group. 
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Moved by Ed, seconded by Colleen Motion:  
 

The Task Force recommends that Council consider changing from Climate 
Action Task Force to Climate Action Committee. 

 
All in favour of the motion. 
 
Mayor Cumming joined the meeting at 3:15 
 

i. Vision & principles (staff) -Laurie had reviewed and edited the initial Vision and 
Principles documents and provided the group with the staff recommendations by 
providing copies for them to review. There was discussion about the urgency of 
this and it was decided that the group would have time to review and report 
back at the next meeting. Brian Guy commented that the Vision statement 
needs to include waste management as other municipalities have done. Kim 
commented that waste management falls under RDNO and our document cannot 
speak to what is outside of our control. This item needs further review and Laurie 
suggested she would facilitate this process at the next meeting. General 
discussion about the Vision statement needing to be inspiring and simple. It must 
engage the community and reflect the nine guiding principles of the OCP with 
Climate Action tenets.  It could appeal to the Okanagan Valley’s (Vernon) special 
and unique DNA to make our vision more personal.  
 

j. SFU ACT Program (BG) –Brian G reported that the SFU - Adaptation to Climate 
Change received a $750K grant (which they have to match) to engage 
communities around BC; to expand their goals and provide feedback on 
successes/problems. The initial meeting recently took place in Vancouver and 
Brian Guy attended and feels there is little cost and good value to COV 
participating.  It would mean 2 or 3 one day workshops per year for staff to attend.  
Kim will ask staff to review further and consider this. 
 

Brian Quiring left meeting at 330 
  

D. New Business (3:45 – 4:40 p.m.): 
a. Presentation on Climate Plan for federal operations (CD) - Colleen and Kevin 

provided some info on sustainable development goals (SDG) implementation 
through the United Nations Global Compact (UNGC). Colleen will come forward 
with a proposal from the UNGC at our next meeting. 
 

b. Working group updates  
 

i. Mitigation – Regarding Peter’s CAE document, scope and cost estimate, 
Kim Flick noted that staff will bring forward a request for funding to 
Council once the Task Force’s needs are finalized. Mayor Cumming 
brought up inviting a UBC representative to attend one of these meetings; 
perhaps there are PhD students working on these topics that would like to 
participate. 
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ii. Adaptation – The process required for a good adaptation include the built, 

natural, social and economic assets of the city possesses. Laurie advised 
that RDNO has invited everyone to a workshop on March 12, 2019 on 
Getting Climate Ready - Future Climate in the North Okanagan.   

 
iii. Engagement- Bill spoke about getting school age children involved with 

art/written projects; approach the local art community about ways of 
introducing this subject to the public; utilize local existing festivals to 
participate. The group needs to build around existing events and determine 
costs of doing that. There is still a need for clarification on who does 
what and how to determine costs so Kim can investigate funding.   
 

c. Report to council (staff) include the Okanagan Indian Band as a member of this 
Task Force. Try for end of March for funding. 
 

d. Next steps (staff) – Laurie commented that the action items developed during this 
meeting are the next steps. 

 
E. Next Meeting: March 6, 2019.  There was discussion over the length of meetings 

going forward as they were intended to be one hour in duration.  Staff will begin to 
take over some of the work that the members have had to do due to staff shortage.  
However, at this time the next meeting will be from 2-5pm. 

 
F. Adjourn (5:15p.m.) 

Motion to adjourn by Kevin, seconded by Colleen, all in favour. 
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