Instructions for Delegation to Council or Committee

Pursuant to the Procedure Bylaw of Council, all requests to make a Delegation shall be scheduled at
each Regular Meeting of Council or scheduled Special Meetings of Council or a Committee Meeting.

Please Note: *Delegations-Are Limited to A Maximum Of Ten (10) Minutes

Instructions on Requesting a Delegation

1. Any person desiring to address the Council or Committee shall complete the request form
prescribed for Delegation under Schedule A1, and submit to the Clerk no later than the Monday, 9
days prior to meeting at Four o’clock (4:00 p.m.) The form should be legibly printed by hand, but the
preferred method is a fillable electronic format. The delegation request form shall not contain any
defamatory statements, allegations, inferences, impertinent, disrespectful or improper matters, or
deemed by the Clerk to be an affront to the dignity of Council/Committee or staff. If a request form is
received after the deadline date or if the Agenda is deemed full, the request may be considered at
the next scheduled Meeting.

2.Related or background information shall also be provided at the time of submitting the request
and/or by the deadline. Such material shall be included in the agenda for review before the Meeting.
The delegation materials shall not contain any defamatory statements, allegations, inferences,
impertinent, disrespectful or improper matters, or deemed by the Clerk to be an affront to the dignity
of Council or Committee or staff. If not all supporting documents are received by the deadline then
the delegation will not appear before Council or Committee at that meeting.

At the Meeting

All Delegations shall be scheduled immediately following Presentations, or immediately following
Adoption of Minutes. The Chair will invite individual(s) making the Delegation to speak on their
issue(s). Delegations are limited to Ten (10) minutes, but may be extended at the discretion of the
Chair. The delegation shall not contain any defamatory statements, allegations, inferences,
impertinent, disrespectful or improper matters.

Following the Delegation, only Members of Council or Committee or staff may ask questions for
clarification. The Delegate is not permitted to speak to the gallery. Upon closure of the discussion,
Council or Committee shall receive the Delegation for information purposes. If a request for action on
the part of Council or Committee is made, the matter will be introduced at a future meeting or referred
to Administration or Committee, if applicable for future report or further advice.

Individuals who submit information to Council should be aware that any personal

information contained within their communications may become part of the public
record, made available through the Council Agenda process.
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