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VILLAGE OF RYCROFT 

BYLAW 197-18211-19 

“COUNCIL PROCEDURAL BYLAW” 

A BYLAW TO REGULATE THE PROCEEDINGS OF THE COUNCIL MEETINGS OF THE 

VILLAGE OF RYCROFT IN THE PROVINCE OF ALBERTA. 

WHEREAS the Municipal Government Act RSA 2000 M-26 Section 145 and amendments 

thereto states that a council may pass a Council procedural bylaw,  

NOW THEREFORE the Council hereby establishes the following rules and regulations to 

provide for the order and efficient conduct of Council meetings. 

1.   Title: 

This bylaw may be cited as the “Procedural Bylaw”. 

2.  Purpose: 

The purpose of this bylaw is to establish rules to follow in governing the Village of 

Rycroft. 

3.  DEFINITIONS AND INTERPRETATION 

In this Bylaw: 

a) “Agenda” means the agenda for a regular or special meeting of Council prepared 

by the CAO. 

b) “Business arising” means business which has been raised at a previous meeting 

and which has not been completed. 

c) “Bylaw” means a Bylaw of the Village of Rycroft. 

d) “Chairperson” means the member selected by the Council to preside at a regular 

meeting thereof, in the absence or incapacity of both the Mayor and the Deputy 

Mayor. 

e) “Chief Administrative Officer (CAO)” means the Chief Administrative Officer 

appointed by Council. 

f) “Council” means the Mayor and Councillors of the Village of Rycroft for the time 

being elected pursuant to the provisions of the Municipal Government Act, and the 

Local Authorities Election Act. 

g) “Delegation” means one or more persons who have formally requested, and have 

been granted, an audience with Council at a regular Council meeting. 

h) “Deputy Mayor” means the member selected by the Council to preside at a 

regular meeting thereof, in the absence or incapacity of the Mayor. 

i) “Mayor” means the Chief Elected Officer of the Village of Rycroft, whose duties 

are set out in the Municipal Government Act. 

j) “Member” means a member of Council, duly elected and continuing to hold office. 

k) “Quorum” shall mean the majority of those members elected and serving on 

council including the Mayor. 

l) “Village” means the Corporation of the Village of Rycroft. 

4.  APPLICATION OF BYLAW 

From the date of the passing of this Bylaw, the following rules and regulations shall be 

observed for the order and dispatch of business in Council thereof.  This Bylaw applies to 
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all regular and special meetings of Council, as well as the conduct of the meetings of all 

Committees of Council. 

Section 1 – Organizational Meeting (MGA 192) 

a) The Council will hold an Organizational Meeting annually not later than two weeks 

after the third Monday in October. 

b) Council, at the Organizational Meetings: 

(i) Shall elect one member to serve as Mayor for a one- year term. The 

Mayor shall be the spokesperson for Council. 

(ii) Shall elect one member to serve as Deputy Mayor for a one- year 

term. 

(iii) Council shall elect members for a one year term period for the various 

Council committees and board liaisons. 

(iv) Establish the date, time, and place for regularly scheduled meetings. 

(v) Review the Council Code of Conduct Bylaw 

(vi) Review the Village Signing Authorities 

(vii) A spokesperson of Council shall be identified at the organizational 

meeting each year and that person shall be the person who deals with 

all the news releases and interviews with the media on any item that 

relates directly to any functions, decisions or future plans of Council. 

Section 2 – Agendas for Council Meetings 

a) The agenda for each regular and any special meeting shall be prepared by the 

CAO and together with copies of all pertinent correspondence and reports, shall 

be posted on the Village website  not later than 4:00 pm on the Friday prior to 

each meeting. 

b) Any member of Council, staff member or any other person wishing to have an 

item of business placed on the agenda shall make the submissions to the CAO 

not later than noon on the Thursday of the week prior to the meeting.  The 

submission shall contain adequate information to the satisfaction of the CAO to 

enable Council to deal with the matter. 

c) No item of business shall be considered by the Council if the item has not been 

placed on the agenda unless the majority of the members of Council present 

agree to the item being placed on the agenda.  The Mayor, any Councillor or 

the CAO shall be given an opportunity to state why an item should receive 

consideration on the agenda because of its emergent nature before the motion 

is put to a vote. 

d) Any issue deemed by Council to require research and answers from the CAO 

and staff must be so requested by resolution and deferred to a later meeting. 

Section 3 – Minutes of Council Meeting 

a) The previous meeting minutes shall be presented to Council with a request for 

a motion to adopt them.  

b) If there are any corrections or if a majority of the members of Council deem 

any corrections to be necessary for the accuracy of the minutes, they shall be 

incorporated therein upon resolution of Council prior to adoption.  The motion 

to adopt shall then be “as amended”. 

Section 4 – General Rules of Council 

a) The Council shall hold as many meetings in each year as they consider 

necessary to adequately deal with the business of the Municipality.  Meetings 

shall be a maximum 2.5 hour period.  If a session is to last longer than the 2.5 

hour period a unanimous vote of Council must pass to extend the time of 

adjournment.    
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b) If Council changes the date or place of their regularly scheduled meetings, a 

minimum of 24 hours’ notice of the change shall be given to any Councillor that 

was not present at the meetings at which the change was made, as well as to 

the public.  Public notice shall be posted in the Village Office and on social 

media. 

c) In order to hold a meeting with less than 24 hours’ notice, all Councillors must 

sign a waiver of notice before proceeding. 

d) The Council shall hold their meetings openly and no person shall be excluded 

except for improper conduct.  Improper conduct shall be behavior exhibited 

that is disruptive in any way and the person chairing the meetings shall expel 

the offenders. 

e) Notwithstanding subsection (d), Council may by resolution exclude any person 

or persons from the meeting if matters under discussion are as outlined in the 

Municipal Government Act Section 197 (Public presence at meetings).  Council 

shall consider this meeting or portion thereof closed to the public or “In 

Camera”.  During this time, Council will have no power to pass a Bylaw or 

resolution, apart from the resolution necessary to revert to a meeting “open to 

the public”. 

f) The Mayor or Deputy Mayor shall take the chair and call the meeting to order at 

the advertised time of the meeting, provided quorum is present. 

g) If the Mayor or Deputy Mayor is not in attendance within 15 minutes after the 

hour appointed for the meeting and a quorum is present, the CAO shall call the 

meeting to order and a chairperson shall be chosen by the Councillors present.  

The chairperson shall preside during the meeting or until the arrival of the 

Mayor or the Deputy Mayor. 

h) If there is no quorum present within half an hour after the time appointed for a 

regular meeting of Council the CAO shall record the names of the members of 

Council who are present, and the meeting shall be absolutely adjourned until 

the next regular meeting unless a special meeting has been duly called in the 

meantime.  Notice of adjournment shall be posted on the outside door of 

access to the Council chambers. 

i) All members are expected to give their full attention to the topic for discussion 

at all times, and should not allow the use of electronic devices such as laptops, 

tablets, cellular phones, etc. to be a distraction at the meeting. 

j) The Chairperson shall preserve order and decorum and shall decide questions 

of order subject to an appeal to the Council by resolution, and the decision of 

the Chairperson shall be final unless reversed or altered by a majority vote of 

members present.   

k) When the Chairperson or presiding official is called upon to decide a point of 

order or practice he shall do so without argument or comment and shall state 

the rule of authority applicable to the case. 

l) Every member wishing to speak to a question or motion shall address him/her 

self to the Chairperson, and wait to be acknowledged prior to speaking. 

m) Any member may require the question or motion or discussion to be read at 

any time during the debate, but not so as to interrupt a member while 

speaking. 

n) The Chairperson will give each member who wishes to speak, an opportunity to 

do so before putting the question to a vote. 

o) Any member of the public, who, while in the Council chambers, shall not 

address the Council without permission of Council, shall maintain order and 

quiet and shall not applaud or otherwise interrupt any speech or actions of the 

members of Council, or any other person addressing Council.  Any member of 

the public who interrupts and disrupts the proceedings of Council by words or 

actions and who, when so requested by the Chairperson, refuses to end such 

interruption or to leave the Council Chambers if so requested, shall be guilty of 

an offence and liable on conviction to the penalties provided in the General 
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Penalty Bylaw of the Village of Rycroft and shall be subject to removal from the 

Council Chambers by the police. 

p) Where a question under consideration contains distinct and separate 

propositions, the vote upon such proposition shall be taken separately when 

any member so requests or when the Chairperson so directs. 

q) After any question is finally put by the Chairperson, no member shall speak to 

the question, nor shall any other motion be made until after the result of vote 

has been declared.  The decision of the Chairperson as to whether the question 

has been finally put shall be conclusive.  Any Councillor wishing to have a 

recorded vote shall request that this be done prior to or immediately following 

to the vote being taken. 

r) If a member of Council should arrive late, leave before the meeting is 

adjourned, or is temporarily absent from the meeting, the time of arrival or 

departure shall be so recorded in the minutes.  No one shall enter an “In 

Camera” a closed meeting session once it has commenced.  If anyone leaves 

an “In Camera”a closed meeting session, the time will be recorded and they will 

be unable to return. 

s) The CAO or recording secretary shall record in the minutes each time a 

member of Council excuses him/her self by reason of a pecuniary interest or 

conflict of interest and the reason for the abstention.  The time of departure 

and the time of return shall be clearly recorded. 

t) Voting on all matters shall be done by rising of the hand in such a clear manner 

that they may be easily counted by the presiding official.  No Councillor shall 

refrain from any vote when they are present in the Chamber. 

u) No second shall be required on any motion tabled before Council. 

v) Council may adjourn from time to time to a fixed future date any regular or 

special meeting of Council which has been duly convened but not terminated.  

The object of adjourning is to finish the business which the meeting was called 

to transact in the first place but which has not been completed. 

w) Any matter of meeting conduct which is not herein provided for shall be 

determined in accordance with “Roberts Rules of Order”. 

x) MGA Section 199 identifies how members may participate through electronic 

means. 

Section 5: Bylaws, Resolutions and Policies 

a) This Bylaw shall not be repealed, amended or suspended except so far as the 

terms thereof themselves permit. 

i) Draft Bylaws and policies shall be prepared at the request of Council. 

ii) Only the title or identifying number has to be read at each reading of the 

Bylaw.  Before a Bylaw is passed, it shall, in accordance with the Municipal 

Government Act, have three distinct and separate readings.  No more than 

two readings may take place at any one meeting of Council, unless 

unanimous consent is taken before third reading.  

b) When Council wishes to reconsider a motion or reading of a Bylaw that has 

been defeated, then a Councillor shall bring the matter before Council by Notice 

of Motion which shall: 

i) Be given at a regular meeting preceding the meeting at which Council 

wishes to reconsider the matter; and 

ii) Such Notice of Motion shall be provided to Council in writing, via the 

agenda, stating the information or conditions pertinent to reconsidering the 

motion or reading. 

c) A Notice of Motion may be accepted by Council to give reconsideration of a 

motion or a reading by a two-thirds majority vote of all Council currently 

holding duly elected offices.  If the Notice of Motion is passed by a two-thirds 

majority vote, the motion or reading may then be passed by a simple majority.  

No motion of reading shall be given more than one reconsideration prior to the 
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expiration of one year after the date of the original motion and shall not be 

introduced for reconsideration prior to the expiration of a minimum of six 

months. 

Section 6:  Delegations 

 

a) Any member of the public wishing to address Council must have submitted a 

Council agenda request form to the CAO not later than noon on the Thursday 

prior to the meeting.  These speakers shall be limited to 15 minutes unless 

extended by majority of Council. 

b) The written submission shall state a specific request to speak to Council, the 

name of the person or group representative wishing to speak before Council, 

their municipal and mailing addresses and phone numbers and a description of 

the subject matter they wish to speak on. 

c) Any member of the public shall be provided the opportunity to address Council, 

provided they have not addressed Council on the same subject within the 

previous six months.  If the subject is the same as the one addressed within 

the previous six months, then Council shall consider the request and determine 

whether or not to receive the delegation. 

d) In questioning delegations, members of council will only ask questions of 

clarification which are relevant to the subject of the hearing.   

e) Delegations speaking to the subject will be restricted to speaking to the 

relevant subject matter only. 

f) Council shall, at its next regular meeting following the delegation presentation 

make any decisions, if required, regarding the issue raised by the delegation; 

unless there is unanimous support for council decision at the regular meeting at 

which the delegation presentation was made. 

 

5.  SEVERABILITY 

Despite that any section or sections of this Bylaw, or any part or parts thereof, 

may be found by any court of law to be invalid or illegal that section or sections or 

part or parts thereof, shall be deemed to be severable, and all other sections of 

this Bylaw, or parts thereof, are separate and independent there-from and enacted 

as such. 

6.  OTHER BY-LAWS REPEALED OR AMENDED 

Bylaw 156-15197-18 is now repealed. 

This Bylaw will come into force on the date of third and final reading.  
 

 

 

READ A FIRST TIME this 26th 22nd  day of October 20182019. 

READ A SECOND TIME this 26th 22nd  day of October 20182019. 

READ A THIRD TIME AND FINALLY PASSED this 26th 22nd  day of October 20182019. 

 
 

 
 
_______________________   _________________________ 

Mayor       Chief Administrative Officer 
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VILLAGE OF RYCROFT 

BYLAW 197-18211-19 

THE PROCEDURAL BYLAW 

SCHEDULE “A” 

AGENDA 
 

1. Call to order 

2. Adoption of Agenda 

3. Adoption of Previous Meeting Minutes 

4. Public Hearings 

5. Delegations 

6. CAO Report 

7. Councillor Reports  

8. Previous Business 

9. New Business  

10. Information items 

11. In  Camera Closed Meeting 

12. Adjournment 


