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VILLAGE OF EMPRESS

BYLAW 2025-03

A Bylaw of The Village of Empress to provide for the orderly proceedings of
meetings held by Council and the various boards, committees, and other bodies
established by Council.

WHEREAS The Village of Empress Council may pass bylaws establishing procedures to be
followed by Council, committees, and other bodies established by Council pursuant to the
Municipal Government Act;

AND WHEREAS The Village of Empress may pass bylaws establishing procedures for public
hearings pursuant to the Municijpal Government Act;

NOW THEREFORE the Council of The Village of Empress enacts as
follows:

Title and Definitions
1 This bylaw may be cited as the Procedure Bylaw.

2 Words in this bylaw have the same meaning as set out in the Municipal Government Act
except for the definitions provided in Schedule ‘A’ of this bylaw.

Application and Purpose

3 This bylaw applies to all Council and committee meetings and to those participating in and
attending those meetings. The procedures established in this bylaw are to be used for the
orderly consideration of business and are to be applied in the spirit of fairness, equality, and
common sense.

1) Despite the above section, this bylaw does not apply to the Subdivision and
Development Appeal Board and the Assessment Review Boards.

4 This bylaw applies when Council acts as the:

(1) Subdivision Authority in accordance with the Subdivision Authonty Bylaw or
otherwise from time to time; and

(2) Development Authority in accordance with the Land Use Bylaw; a direct control
bylaw, or otherwise from time to time.

5 Despite the procedures established in this bylaw, if a committee establishes procedures that
differ from the procedures in this bylaw, the procedures of the committee take precedence
to the extent of the difference.
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Interpretation

6 Meeting procedures are a matter of interpretation by the Chair, subject to the rights and
privileges of members. The Chair is encouraged to seek advice when interpreting meeting
procedures.

(1) Although meeting procedures are a matter of interpretation by the Chair, it is the
responsibility of all members to ensure that the procedures in this bylaw are followed
during meetings.

7 If a matter of procedure arises that is not contemplated in this bylaw, the matter is decided
by reference to the most current edition of Robert's Rules of Order. If there is a conflict
between this bylaw and the most current edition of Robert's Rules of Order, this bylaw takes
precedence to the extent of the conflict.

Suspension of the Rules

8 Council or a committee may by resolution temporarily suspend specific rules established in
this bylaw. A suspension of the rules is only in effect for the meeting at which the resolution
was passed.

(1) Rules in this bylaw originating from the Municipal Government Act or other governing
legislation cannot be suspended.

9 If a suspendable rule in this bylaw is inadvertently not followed during a meeting, the rule is
deemed to have been suspended for that specific case.

Term of Appointment of the Deputy Mayor

10 The term of appointment of the Deputy Mayor is for one year and must not extend beyond
the term of office of that person as councillor. There are no limits on the number of successive
terms that can be served by the Deputy Mayor.

(1) Only one councillor may be appointed as Deputy Mayor at a time and the position of
Mayor must be filled at all times.

1" The term of appointment of the Deputy Mayor must be made, suspended, or revoked by
resolution. A resolution to suspend or revoke the appointment of the Deputy Mayor must
provide for the appointment of another councillor to that position.

Mayor as Chair and Deputy Mayor as Vice-Chair

12 The Mayor is the Chair and presides over Council meetings when they are present and able
to perform the duties of the position in accordance with section 154(1)(a) of the Municipal
Government Act
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The Deputy Mayor is the Vice-Chair and presides over Council meetings when the Mayor
is absent or unable to perform the duties of the position in accordance with section 152(2)(a)
of the Municipal Government Act

(1) The Deﬁuty Mayor has the same powers and responsibilities as the Mayor under this

bylaw w

en presiding over Council meetings

Responsibilities of Chairs and Vice-Chairs

14

15

The Chair of the meeting is responsible for:

(1)

(2)

presiding over the meeting when in attendance unless otherwise specified by this
bylaw or other The Village of Empress bylaws, policies, and procedures;

presiding over conduct at meetings, including providing for the orderly consideration
of business, preserving good order and decorum, deciding on and responding to
procedural questions, ruling on points of order and points of privilege, and
responding to challenges of the Chair;

managing the flow of business at meetings, including changing the order of the
agenda when appropriate and calling for recesses or for the meeting to stand at
ease without requiring a resolution; and

provide for the orderly queuing of speakers and ensuring that each member who
wishes to speak on a matter or motion is provided an opportunity to do so in
accordance with this bylaw.

When the Chair is absent from a meeting or unable to perform the duties of the position, the
Vice-Chair presides over the meeting. The Vice-Chair has the same powers and
responsibilities as the Chair under this bylaw when presiding over meetings.

Appointment and Responsibilities of an Acting Chair

16

An Acting Chair presides over meetings when both the Chair and Vice-Chair are absent or
unable to perform the duties of the position. The Acting Chair has the same powers and
responsibilities as the Chair under this bylaw when presiding over meetings.

(1)

(2)

the Chief Administrative Officer will call the meeting to order and preside over the
appointment of the Acting Chair if both the Chair and Vice-Chair are absent or unable
to preside over the appointment of the Acting Chair.

the appointment of the Acting Chair may be made by either resolution or unanimous
consent of the members in attendance at the meeting. The Acting Chair presides
over the remainder of the meeting once they are appointed, or until the Chair or Vices
Chair are able to preside over the meeting.

Scheduling Regular Council and Committee Meetings
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17 At its annual organizational meeting, Council schedules regular Council and committee
meetings for the following year as required, except for the Subdivision and Development
Appeal Board and Assessment Review Boards.

18 Council may from time-to-time schedule additional regular Council meetings by resolution.

19 Committees may from time-to-time schedule additional regular meetings in accordance with
the committee's terms of reference, or by resolution if the terms of reference do not provide
for an alternate process.

20 All councillors must be present when scheduling regular Council meetings pursuant to
section 193(1) of the Municipal Government Act

Scheduling Special Council and Committee Meetings

21 Special Council meetings may be called by the Mayor in accordance with section 194 of the
Municipal Government Act

22 Special committee meetings may be called by the Chair in accordance with the committee's
terms of reference, or by the Chair in accordance with section 194 of the Municipal
Government Act if the terms of reference do not provide for a process.

Notice of Council and Committee Meetings

23 Notice of regular Council and committee meetings, as well as organizational and inaugural
meetings of Council, is provided in accordance with the Municipal Government Act and the
Public Notification Bylaw.

(1) if time permits, notice is provided for at least two consecutive weeks prior to a
meeting. If time does not permit, notice is provided for as much time as possible
prior to the meeting.

24 Notice of special Council and committee meetings is provided in accordance with the
Municipal Government Act and the Public Notification Bylaw.

(1) If time permits, notice is provided for two consecutive weeks prior to a special
meeting. If time does not permit, notice is provided for as much time as possible
prior to the special meeting.

Rescheduling and Cancelling Council and Committee Meetings

25 Council may change the date, time, or place of a meeting by resolution or with the written
consent of a majority of councillors. Notice of the change is provided in accordance with the
Public Notification Bylaw with no less than 24 hours' notice pursuant to section 193(3) of the
Municipal Government Act
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26

27

Committees may change the date, time, or place of a meeting by resolution or with the
written consent of a majority of members. Notice of the change is provided in accordance
with the Public Notification Bylaw with no less than 24 hours' notice.

Council or committee meetings may be cancelled:

(1) by resolution passed at a meeting prior to the meeting to be cancelled with not less
than 24 hours’ notice of the cancellation. Notice of the cancellation is provided in
accordance with the Public Notification Bylaw; or

(2) with the written consent of a majority of members with not less than 24 hours' notice
of the cancellation. Notice of the cancellation is provided in accordance with the
Public Notification Bylaw.

Organizational Meetings of Council

28

29

30

Council holds an annual organizational meeting pursuant to section 192(1) of the Municipal
Government Act to appoint the Mayor and Deputy Mayor, schedule Council and committee
meetings, make appointments to committees and other bodies, and consider any other
business on the organizational meeting agenda.

At organizational meetings, Council:

(1 in accordance with section 159(1) of the Municipal Government Act, appoints the
Mayor and Deputy Mayor for the term of appointment provided for in sections 10
and 11 of this bylaw;,

(2) schedules regular Council and committee meetings as required, except for the
Subdivision and Development Appeal Board and Assessment Review Boards;

3 makes appointments to committees and other bodies as required using the process
established by sections 36 through 40 of this bylaw, and

(4)  considers any other matter on the organizational meeting agenda.

During organizational meetings:

(1) the Chief Administrative Officer calls the meeting to order and presides over the
appointment of the Mayor and their oath of office;

(2) Once appointed, the Mayor presides over the appointment of the Deputy Mayor and
their oath of office; and

(3) the Mayor then presides over the remainder of the organizational meeting.

Inaugural Meetings of Council

31

Inaugural meetings are the first organizational meeting of a new Council held after a general
election and are held in accordance with sections 31, 32, and 33 of this bylaw.
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32

33

34

35

36

37

During inaugural meetings:

(1) the Chief Administrative Officer calls the meeting to order and presides over the
oaths of office for councillors;

(2) the Chief Administrative Officer then presides over the appointment of the Mayor
and their oath of office;

3 Once appointed, the Mayor presides over the appointment of the Deputy Mayor and
their oath of office; and

(4) the Mayor then presides over the remainder of the inaugural meeting.
Appointments and Votes by Secret Ballot

When Council or a committee makes appointments to a position, either at an organizational
meeting or as otherwise required from time to time, the following process will be used:

©) the Chair calls for nominations for the position.

(2) members nominate their preferred candidate for the position. Members may only
nominate one candidate for a position; and

3) when there are no further nominations for the position, the Chair closes nominations
without requiring a resolution.

If only one nomination is received for a position, they are declared the successful nominee
and are appointed to the position by acclamation for the specified term of office.

If more than one nomination is received for a position, a vote by secret ballot is conducted
to determine the successful nominee using the following process:

(1) if a nominee receives a majority of votes on the first ballot, they are declared the
successful nominee and are then appointed by resolution to the position for the
specified term of office; or

(2) if no nominee receives a majority of votes on the first ballot, the nominee with the
fewest votes is dropped from the ballot and subsequent ballots are conducted until
only the nominee with the most votes remains. The successful nominee is then
appointed by resolution to the position for the specified term of office; and

(3) if after multiple ballots it is clear that no one nominee will receive a majority of votes,
the Chair may direct the scrutineers to draw a name to determine the successful
nominee. The successful nominee is then appointed by resolution to the position for
the specified term of office.

The Chief Administrative Officer will provide for scrutineers to conduct votes by secret ballot
and will ensure that all ballots are destroyed after the meeting at which the vote by secret
ballot was conducted is adjourned.

All appointments, including appointments determined through a vote by secret ballot, must
be confirmed by resolution pursuant to section 185.1(2) of the Municipal Government Act
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Recording and Livestreaming Meetings

38 Council meetings maybe recorded and livestreamed to the public with the exception of
closed sessions. Committee meetings may be recorded and livestreamed to the public with
the exception of closed sessions.

39 If there are technical difficulties while livestreaming that are unable to be resolved, the Chair
advises those present at the meeting that the livestream is not available. Notice of the
technical difficulties will be provided to the public on The Village of Empress's public website.

(1) The meeting may continue without a livestream.

40 The use of audio/video recording devices or photographs by the public or the media during a
meeting is prohibited unless authorization is provided by the Chair and Chief Administrative Officer.

41 Meeting recordings will be retained and provided in accordance with The Village of Empress's
bylaws, policies, and procedures. Meeting recordings will only be transcribed by The Village

of Empress if required in connection with any litigation, audit, or investigation.

Electronic Participation in Meetings

42 Members are expected to participate in meetings in-person unless there is a clear need to
participate electronically. Members may participate in an in-person meeting electronically in
accordance with this bylaw.

43 Any member, except for the member presiding over the meeting, may participate in
a meeting electronically for personal or family reasons so long as they participate in a location
that is free of distractions, secure, and appropriate for participation in the meeting.

(1) The Chair cannot electronically preside over in-person meetings and must vacate
the position for that meeting if they wish to participate electronically.

44 The Chair has the authority to end a member's electronic participation in a meetingif in
their determination, it is disruptive to the meeting, or the location of the member is not secure

or appropriate.

45 Members must notify the Chair and Chief Administrative Officer as soon as they are aware
of their need to participate in a meeting electronically.

46 Members participating in a meeting electronically must have their cameras activated and be
visible to the other members of the meeting to be considered present, unless otherwise permitted
by the Chair. Unless otherwise permitted by the Chair, members will be considered absent
from the meeting if their cameras are not activated or if they are not visible during the meeting.

Holding Meetings and Hearings Electronically

47 Council and committee meetings and hearings may be held entirely electronically so long
as they are held in accordance with section 199 Municipal Government Act and comply with
the public notification and participation requirements of the Municipal Government Act
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48 The Chair may direct those meetings or hearings be held electronically if, in their determination,

49

50

51

electronic meetings are desirable or if they are required during emergency, public health,
or disaster events.

When a meeting or hearing is held electronically:

(1) All participants must identify themselves by name through their usernames on
Microsoft Teams and may further identify themselves by position or organization if
they wish.

(2) members participating in a meeting electronically must have their cameras activated
and be visible to the other members of the meeting to be considered present, unless
otherwise permitted by the Chair. Unless otherwise permitted by the Chair, members
will be considered absent from the meeting if their cameras are not activated or if
they are not visible during the meeting; and

(3) all materials that would otherwise be available during an in-person meeting or
hearing will be made available through The Village of Empress's public website.

The Chair must be physically present to preside over a meeting or hearing that is being held
electronically. If the Chair wishes to participate in the meeting electronically, they must
vacate the position for that meeting or hearing.

The Chair has the authority to end a member's electronic participation in an electronic
meeting or hearing if, in their determination, it is disruptive to the meeting or hearing, or the
location of the member is not secure or appropriate.

Closed Sessions

52

53

54

55

56

Council and committees may consider a matter, or a portion of a matter, in a closed session
only in accordance with section 197 of the Municjpal Government Act and the applicable
sections of the Freedom of Information and Protection of Privacy Act

(1 Closed sessions may be held electronically, and members may participate in a closed
session electronically in accordance with this bylaw.

In accordance with section 197(4) of the Municipal Government Act, Council or the
committee must pass a resolution to move into a closed session that specifies the matters
to be considered in the closed session and the applicable sections of the Freedom of
Information and Protection of Privacy Act.

The Chair of the meeting presides over any closed sessions held at that meeting and ensures
that only those matters included in the resolution to move into closed session are considered
during the closed session.

All members may participate in a closed session except if a member abstains from
participating in the matter to be considered in the closed session in accordance with the
Municipal Government Act

The Chair may allow others to attend closed sessions and may direct that others leave the
closed session as desired. The meeting minutes will record the names of those in
attendance for the closed session.
12|Page
PROCEDURE BYLAW 2025-03



VILLAGE OF EMPRESS

o7

61

62

63

Those attending a closed session must not record, take notes, or otherwise document the
proceedings of the closed session except for the Chief Administrative Officer for the purpose
of recording meeting minutes

Council or a committee cannot pass resolutions during a closed session except for a

resolution to move back into open session pursuant to section 197(3) of the Municipal
Government Act. All decisions arising from a closed session must be made by resolution
passed in open session.

All proceedings, discussion, opinions, advice, and materials provided in closed sessions are
confidential and must remain in confidence indefinitely by those attending the closed session
unless their release is directed by Council or the committee.

) Despite this section, materials provided in closed sessions may be released through
an access to information request in accordance with the Freedom of Information and
Protection of Privacy Act without direction from Council or the committee.

Before considering motions following a closed session, the Chair of the meeting will provide
reasonable notice to the public that the meeting is back in open session and will allow

sufficient time for the public to return to the meeting in accordance with section 197(5) of the
Municjpal Government Act.

Meeting Minutes

64

The Chief Administrative Officer or designate prepares written records of the proceedings
and decisions of Council and committee meetings pursuant to section 208 of the Municipal
Government Act which must include, but are not limited to including, the following:

(1 the date, time, and location of the meeting;
(2) the names of the members present and absent from the meeting;

(3) the names and times of members who arrive or leave throughout the course of the
meeting or who are temporarily absent for a portion of the meeting;

(4) the names of the staff who participated in the meeting by presenting or responding
to questions and the names of the public who are permitted to address Council
during the meeting;

(5) the names of the public who speak at a public hearing pursuant to section 216.4(6)
of the Municipal Government Act

(6) the names of everyone, including members, staff, the public, or others, in attendance
during any closed sessions held at the meeting;

(7) all motions, which member moved each motion, whether each motion was carried
or defeated, and any members who were absent or abstained from the vote on the

motion;
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65

66

67

8 any abstentions of a conflict of interest or pecuniary interest made by members and
the reasons provided by the member in their disclosure of the interest, and

9) if a vote is a recorded vote, then the names of which members voted in favour
and in opposition to the motion if the result of the vote is not unanimous in
accordance with section 185(2) of the Municipal Government Act

Meeting minutes must be adopted by resolution of Council or the committee and be signed
in accordance with section 213(1) of the Municipal Government Act

Minor corrections may be made to approved meeting minutes without requiring a resolution
of Council or the committee provided they are limited and clerical in nature, such as
correcting spelling or grammar. Minor corrections to the meeting minutes must be approved
by both the Chair and the Chief Administrative Officer.

Major corrections to approved meeting minutes must be made by resolution of Council or
the committee. Major corrections include capturing the correct wording of motions, clarifying
whether motions were carried or defeated, or properly recording any disclosures or
abstentions made at the meeting.

Meeting Agendas

68

69

70

71

Council and committee meeting agendas are prepared by Administration in consultation
with the Mayor and the Deputy Mayor.

Council meeting agendas are approved by the Mayor prior to them being published to
Council, and the Mayor may reschedule agenda items to maximize the efficiency and
effectiveness of the meeting.

(1) The Deputy Mayor approves agendas and reschedules any agenda items if the
Mayor is absent or unable to do so.

Committee meeting agendas are approved by the Chair prior to them being published to the
committee, and the Chair may reschedule agenda items to maximize the efficiency and
effectiveness of the meeting.

(1 The Vice-Chair approves agendas and reschedules any agenda items if the Chair
is absent or unable to do so.

The Chief Administrative Officer publishes Council and committee agendas to Council or
the committee no later than seven days prior to each meeting and to The Village of
Empress's public website no later than six days prior to each meeting.

Addendums to an Agenda

72

The Chief Administrative Officer or designate may prepare and publish addendums to
Council or committee meeting agendas. Agenda addendums may include the following:

(1) supplementary reports and materials;
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73

74

(2) revised or corrected reports and materials;

(3) reports and materials for emergent business items:
(4) additional public submissions or public submissions not included in the agenda; and

(5) anything else that, in the determination of the Chief Administrative Officer, is required
for consideration of business at the meeting.

Prior approval from the Mayor or Chair, as otherwise required by sections 69 and 70 of this
bylaw, is not required for the Chief Administrative Officer to prepare and publish agenda
addendums.

The Chief Administrative Officer or designate publishes Council and committee agenda
addendums to Council or the committee and on The Village of Empress's public website no
later than two business days prior to the meeting.

Updates and Adoption of an Agenda

75

76

77

Meeting agendas must be adopted by resolution prior to consideration of any business at a
Council or committee meeting. When an agenda is adopted, the adoption includes any
addendums to the agenda published by the Chief Administrative Officer or designate.

After an agenda has been published to Council or a committee, Council or the committee
may only add or remove items from an agenda by resolution. Updates to an agenda should
be considered prior to the adoption of the agenda at the meeting.

(1) Despite this bylaw, Council or a committee may only add or remove items from a
special meeting agenda by resolution passed by a majority of members and only if
the entire Council or committee is present at the special meeting pursuant to section
194(5) of the Municipal Government Act

After an agenda has been adopted by Council or a committee, Council or the committee

may only add or remove items from the agenda by resolution passed unanimously by all
members present at the meeting.

Emergent Business

78

Only emergent business items may be added to a Council or committee meeting agenda
after the agenda has been published to Council or the committee. Emergent business items
are matters that were not included on a meeting agenda but due to urgency, time
constraints, or unusual circumstances must be considered at the meeting.
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