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6.2 Demolition Permit Applications Received as of January 24, 2017 
 

ADDRESS YEAR BUILT NEIGHBOUHOOD 

Queen’s Park Arenex 1938 Queen's Park 

222 Osborne Avenue 1943 Glenbrooke North 

2013 Ninth Avenue 1939 Connaught Heights 

116 Miner Street 1951 Sapperton 

2010 Hamilton Street 1937 Connaught Heights 

821 Sixth Street 1931 Glenbrooke North 
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8.0 NEXT MEETING 

 

8.1 Next Meeting Date: 
March 1, 2017 6:00pm or at the call of the Chair 

 

9.0 ADJOURNMENT 

 

------------------------------------------------------------------------------------------------------------------------ 

 

Please RSVP by Tuesday, January 31, 2017 to: 
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COMMUNITY HERITAGE COMMISSION 
 

January 4, 2017 6:00 p.m. 

Committee Room #2 
 

MINUTES 
 

VOTING MEMBERS PRESENT: 

Councillor Jaime McEvoy    - Chair 

Damon Alberda    - Community Member 

Catherine Hutson      - New Westminster Heritage Preservation Society 

Wayne Janzen      - Community Member 

Christa MacArthur     - Community Member 

Lynn Radbourne      - Community Member 

David Sarraf   - Community Member  

 

VOTING MEMBERS REGRETS: 
John Davies     - Community Member 

Roger Nottingham      - Community Member 

 

STAFF: 
John Stark     - Acting Manager of Planning 

Rob McCullough    - Manager of Museums and Heritage Services 

Britney Quail     - Planning Analyst  

Lauren Blake     - Committee Clerk 

 

The meeting was called to order at 6:05 p.m. 

   

1.0 ADDITIONS TO AGENDA 

 

 The following items were added to the agenda: 

 

• Item 5.5 – Queen’s Park Arenex – Proposed Demolition and Removal from 

Register 

• Item 5.6 – Update on the Masonic Hall 

 

 

 

 

 

 

3



Doc#979095 Community Heritage Commission Minutes  Page 2 

January 4, 2017 

2.0 ADOPTION OF MINUTES 

 

2.1 Adoption of the Minutes of November 17, 2016 

 

 MOVED and SECONDED 
THAT the November 17, 2016 Community Heritage Commission minutes be adopted.   

  CARRIED. 
 All members of the Commission present voted in favour of the motion.  

   

3.0 PRESENTATIONS 

 
 There were no items. 

 

4.0 UNFINISHED BUSINESS  

 

4.1.1 BC Pen Cemetery Task Force Update  

 
There was no update provided. 

 

5.0 NEW BUSINESS 

 

5.1 406, 408 Eighth Street and 809 Fourth Avenue – Heritage House Colours 

 
Britney Quail, Planning Analyst, summarized the memorandum dated January 4, 2017, 

regarding the proposed heritage house colours for 406 and 408 Eighth Street and 809 

Fourth Avenue.  

 

In response to questions from the Commission, Ms. Quail advised that while the City 

had specified that the project should utilize colors from the Benjamin Moore “True 

Colours” Heritage Palette, the specific colors from the palette were chosen by the 

architect.   

 

The Commission expressed appreciation that the design and color palette will retain the 

homes’ individuality.  It was suggested that there could be a sign on site indicating that 

the colors are from the Benjamin Moore Heritage Palette.  

 

5.2 215 Manitoba Street – Heritage Alteration Permit for New Construction in 

Queen’s Park 

 
 Procedural note: Christa MacArthur declared a conflict of interest, and exited the 

meeting at 6:10 p.m. 
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Britney Quail, Planning Analyst, summarized the report dated January 4, 2017, 

regarding a Heritage Alteration Permit for new construction at 215 Manitoba Street. 

 

  

The Commission expressed concerns regarding the scope of the house, noting that it 

may be large for the streetscape.  It was also noted that the house appears tall in the 

renderings.  The Commission expressed appreciation for the parking provided for the 

project. 

 

In response to questions from the Commission, Ms. Quail advised that the proposed 

new home’s height would still be within the zoning requirements of 25 feet to the mid-

point of the roof. 

 

 Some of the Commission members who had voted in opposition the demolition of 215 

Manitoba Street at the August 3, 2016 meeting, expressed concerns regarding the 

proposed HAP for new construction at that address.  

 

 MOVED and SECONDED 
 THAT the Community Heritage Commission recommends that Council support the 

Heritage Alteration Permit for the new house at 215 Manitoba Street. 

  CARRIED. 
 All members of the Commission present voted in favour of the motion.  

 

5.3 326 Arbutus Street – Heritage Alteration Permit for Demolition in Queen’s Park 

 
Britney Quail, Planning Analyst, summarized the report dated January 4, 2017, 

regarding a Heritage Alteration Permit for demolition at 326 Arbutus Street. 

 

In response to questions from the Commission, Ms. Quail provided the following 

information: 

 

• The Heritage Control Period (HCP) is a temporary, year-long process that allows 

Council to legally temporarily withhold permits on heritage homes; however, the 

City cannot legally not accept a development application; 

• The HCP provides additional layers of process and review to consider heritage 

applications; 

• Applicants may wait until the end of the HCP to submit an application; however, it 

is not clear at this point what the application process will be following the HCP;  

• 326 Arbutus Street is not currently listed on the Heritage Register, nor was it 

identified on the heritage inventory. 

 

In addition, Councillor Jaimie McEvoy, Chair, advised that property owners maintain 

their property rights during the HCP.  Councillor McEvoy noted that the HCP provides 
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Council with additional options and degree of ability to make decisions with respect to 

heritage properties, and does not ban redevelopment of heritage properties. 

 

The Commission noted that the current home fits well with the streetscape of Arbutus 

Street; however, the Commission also noted that the home does not appear that have 

historical value.  

 

 MOVED and SECONDED 
 THAT the Community Heritage Commission recommends that Council support the 

Heritage Alteration Permit for the demolition of 326 Arbutus Street. 

  CARRIED. 
 Catherine Hutson and Lynn Radbourne voted in opposition to the motion.  

 

5.4 Request for Letter of Support for Private Member’s Bill C-323: An Act to Amend 

the Income Tax Act (rehabilitation of historic property)  

 
Britney Quail, Planning Analyst, summarized the memorandum dated January 4, 2017, 

regarding a request for a letter of support for a private member’s Bill C-323: An Act to 

Amend the Income Tax Act (rehabilitation of historic property). 

 

In response to questions from the Commission, Ms. Quail provided the following 

information: 

 

• Proposed Bill C-323 would amend the Income Tax Act, and would be the first 

heritage related tax incentive  of its kind in Canada; 

• The City regularly uploads its registered heritage homes to the Canadian Register 

of Historic Places;  

• In order to be eligible for the proposed tax incentives of Bill C-323, the work on a 

heritage homes must adhere to Standards and Guidelines of Historic Places; and, 

• Heritage would be defined by the City’s Heritage Register evaluation process, and 

could include sites based on cultural association, age, and prominent examples of 

architecture. 

 

The Commission noted that the proposed Bill C-323 outlines limitations to the 

rehabilitation that can be completed on heritage homes, such as the work must be 

completed by a registered architect; however, the Commission suggested that the 

proposed Bill C-232 could encourage owners to renovate and retain heritage homes.  

 

The Commission advised that the phrase “next year” on page two of the draft letter 

should read “this year”. 
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 MOVED and SECONDED 
 THAT the Community Heritage Commission recommends that Council send a letter of 

support to local Members of Parliament, and the Minister responsible for Parks 

Canada. 

  CARRIED. 
 All members of the Commission present voted in favour of the motion.  

 

5.5 Queen’s Park Arenex – Proposed Demolition and Removal from Register 

 
Britney Quail, Planning Analyst, summarized the on-table report regarding the 

proposed demolition and removal of the Queen’s Park Arenex from the Heritage 

Register. 

 

In response to questions from the Commission, Ms. Quail advised that Engineers have 

determined that the remaining portion of the building cannot be retained or salvaged 

due to the weather damage, the original material used, and the age of the original 

materials.  In addition, Rob McCullough, Manager of Museums and Heritage Services, 

noted that the Queen’s Park Arena has a different roof structure than the Arenex. 

 

Councillor Jaimie McEvoy, Chair, advised that an official report outlining why the roof 

collapsed will be brought forward to Council in the future.  In addition, the Parks 

department is trying to relocate the Arenex activities. 

 

MOVED and SECONDED 
THAT the Community Heritage Commission support the application for demolition of 

the building at 51 Third Avenue (the Queen’s Park Arenex); and, 

 

THAT the Community Heritage Commission recommend that Council remove the 

building at 51 Third Avenue (the Queen’s Park Arenex) from the City’s Heritage 

Register. 

CARRIED. 
All members of the Commission present voted in favour of the motion. 

 

5.6 Masonic Hall Update 
 

 Britney Quail, Planning Analyst, reported that a portion of the Masonic Hall located at 

508 Agnes Street had been damaged due to a structure failure; however, the damaged 

portion of the building was scheduled to be removed during demolition.  The portion of 

the building that is to be retained through the Heritage Revitalization Agreement was 

undamaged.   
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6.0 REPORTS AND INFORMATION 

 

6.1 Queen’s Park Heritage Conservation Area Process Update (Standing Item) 

 
Britney Quail, Planning Analyst, provided the following update regarding the Queen’s 

Park Heritage Conservation Area Process:  

 

• Approximately 150 individuals attended the first round of consultation scheduled 

from late November 2016 – early December 2016; 

• An additional round of consultation will be scheduled for the future; and, 

• Staff is working with Council to develop a Heritage Conservation Area policy. 

 

6.2 Demolition Permit Applications Received as of November 9, 2016 
 

ADDRESS YEAR BUILT NEIGHBOUHOOD 

223 Archer Street 1913 Victory Heights 

824 Chestnut Street 1950 Victory Heights 

175 Duncan Street  - industrial  1975; 1993 North Arm North 

41 Duncan Street - industrial 1940; 1959; 1972 North Arm North 

1238 Ewen Avenue 1955 Queensborough 

260 Twelfth Street 1953 North Arm North 

226 Wood Street 1912 Queensborough 

330 Fenton Street 1956 Queensborough 

458 Fader Street 1929 Sapperton 

349 Alberta Street 1953 Sapperton 

1026 Nanaimo Street 1921 Kelvin 

 

The Commission noted that 223 Archer Street is located in the Sapperton 

neighbourhood. 
 

7.0 CORRESPONDENCE 

 
 There were no items. 

 

8.0 NEXT MEETING 

 

8.1 Next Meeting Date: 

 
 February 1, 2017 at 6:00 p.m. or at the call of the Chair 
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9.0 ADJOURNMENT 

 
ON MOTION, the meeting was adjourned at 7:07 p.m. 

 
Certified correct, 

 

 

 

      

Councillor McEvoy  Lauren Blake 

Chair Committee Clerk 
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C I T Y  O F  N E W  W E S T M I N S T E R   

Committee Orientation 
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Orientation Package Overview 

 Rules of Conduct: Advisory Committees and Bodies 
of Council 

 Respectful Workplace and Human Rights Policy  
 Social Media Policy 
 Committee Schedule 
 Available online at: 

https://www.newwestcity.ca/committees/meeting-schedules  

 Freedom of Information (FOI) Permission Form 
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Rules of Conduct 

 “Advisory Committees are created by Council to 
provide information and advice to Council on issues 
of interest to the public to assist Council in its 
decision making process.” 

 Advisory Committees are not autonomous.  
 Committees will discuss issues within their mandate, 

or as directed by Council. 
 Council must approve a Committee to discuss issues 

outside of their mandate.  
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Rules of Conduct 

 “Council will select committee members based on 
appropriate skills and expertise to ensure well-
qualified, committed members.” 

 If you are no longer able to attend meetings, please 
discuss with the Chair or staff liaison. 

 Please submit resignations via email to your staff 
liaison, or the Legislative Services department at 
committees@newwestcity.ca.   

 If you miss three consecutive meetings, Council may, 
without further notice, remove you from the 
Committee. 
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Rules of Conduct 

 “Committees need to recognize that there are 
demands on staff time and resources and that the 
commitment of those resources is the responsibility 
of Council.” 

 Committee work is one aspect of staff’s workplan. 
 Staff may work on multiple Committees. 
 The Committee should be respectful of staff time. 
 Requests to have staff conduct work outside of their 

workplan must be brought forward to Council for 
approval. 
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Attendance and Quorum 

 Committee members are expected to attend regularly 
scheduled meetings. 

 In order to ensure there is quorum, Committee 
members must advise whether or not they will be 
attending a meeting. 

 Without quorum, the Committee cannot hold an 
official meeting and pass recommendations. 

 If you miss three consecutive meetings, Council may, 
without further notice, remove you from the 
Committee. 
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Recommendations to Council 

 Any committee decision requiring action or an 
expenditure of funds must be submitted to Council 
through a Committee report. 

 Committee reports include staff comments on the 
Committee recommendation.  Staff may or may not 
support the Committee recommendation.   

 Council may or may not pass a Committee 
recommendation, or may pass an amended  
Committee recommendation.     
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Motions 

 A Committee member must MOVE (or introduce) a 
motion for consideration. 

 A motion must be SECONDED in order to proceed with 
discussion of the motion. 

 A seconder does not need to agree with the motion that is 
being moved; they are simply agreeing to debate the 
motion.   

 A seconder may still vote in opposition to the motion. 
 Committee members can request, through the Chair, for 

the Recording Secretary to read out the motion at any 
point during discussion if they are unclear. 
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Voting 

 Following discussion, the Chair will put the motion to a 
vote (or “call the question”).   

 Those voting in opposition must clearly raise their hand, 
or verbally indicate that they are voting in opposition. 

 Members who vote in opposition to a motion will have 
their names recorded in the minutes. 

 Committee members cannot abstain during a vote.  If a 
member does not CLEARLY indicate how they vote, their 
vote will be noted in favour of the motion. 

 A motion must have 50% + 1 of voting Committee 
members vote in favour in order to be carried. 

 A tie vote is considered a lost (defeated) vote. 
 Appendix A further outlines voting procedures. 
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Alternate Chairs 

 Each Committee will elect an Alternate Chair at the 
first meeting of each term. 

 The Alternate Chair will serve as the Chair if the 
Chair is unable to attend a meeting. 

 Legislative Services will schedule a training session 
for Alternate Chairs. 
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General Meeting Notes 

 During discussion of an agenda item, the Chair will 
maintain a speakers list.  Raise your hand to have 
your name added to the speakers list. 

 Minutes are not verbatim, and are meant to be 
reflective of the Committee as a whole. 

 Light catering is provided as a courtesy.  Catering 
orders may be adjusted throughout the term in order 
to ensure that we are not being wasteful. 
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 All persons associated 
with the CNW have a 
responsibility to ensure 
that the City’s working 
environment is free from 
disrespectful behaviour.   

 Disrespectful behaviour 
towards Council, staff 
and other Committee 
members is not 
tolerated. 

Respectful Workplace and Human Rights Policy 
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Social Media Policy 

 

 

 

As a member of your 
Committee, you are 
representing the City. 

Be careful of all social 
media postings and 
activity. 
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FOI Permission Form 

 Your personal information is collected under the 
Freedom of Information and Protection of Privacy Act. 

 By indicating “May use my personal contact information” 
on the FOI permission form, you are allowing staff to 
contact you with information that is unrelated to your 
committee work (i.e. – workshops, forums or open 
houses). 

 It is not mandatory that Committee members indicate 
yes on the form! 

 Staff cannot share Committee members’ contact 
information with other Committee members. 
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Q U E S T I O N / C O M M E N T S  C A N  B E  S U B M I T T E D  
T O  T H E  L E G I S L A T I V E  S E R V I C E S  

D E P A R T M E N T  
E M A I L :  C O M M I T T E E S @ N E W W E S T C I T Y . C A  

P H O N E :  6 0 4 . 5 2 7 . 4 5 2 3  

Additional Questions? 
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Committee Orientation Package 

1. Rules of Conduct: Advisory Committees and Bodies of Council
a. Appendix A: Committee Meeting Guidelines
b. Sections 90-93 of the Community Charter regarding Open and Closed

meetings

2. Respectful Workplace and Human Rights Policy (Human Resources Policy)

3. Social Media Policy (Human Resources Policy)

4. Committee Schedule

5. Freedom of Information (FOI) Permission Form
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CITY OF NEW WESTMINSTER 

RULES OF CONDUCT:   ADVISORY COMMITTEES & 
BODIES OF COUNCIL 

The following instructions are to guide the function of the advisory committees and 
bodies of Council.  These guidelines are provided as a supplement to a committee’s 
specific Terms of Reference or Bylaw, to the Council Procedure Bylaw and to any 
relevant legislation.  

The Guiding Principles establish the intent of forming a committee and define the 
expectations for the general conduct of the members and the committees as a whole. 

1. Advisory Committees are created by Council to provide information and advice to
Council on issues of interest to the public to assist Council in its decision making
process.

2. Council will provide a clear mandate for each committee in order to create timely
resolutions and responses to emerging issues. The mandate will be presented in the
terms of reference, or governing bylaw.

3. Advisory Committee members will work towards consensus, flexibility, and
inclusiveness with good will, commitment, cooperation, and respect for all parties.

4. Committees must provide a variety of perspectives and expertise on issues and act
as a forum for information sharing and education.

5. Council will select committee members based on appropriate skills and expertise
to ensure well-qualified, committed members.

6. Council and Committees will commit to clear communication between Council,
Committees, staff, and the community.

7. Committees will function in an open and transparent manner, with respectful
listening and committee rules fairly and equitably applied.

8. Committees need to recognize that there are demands on staff time and resources
and that the commitment of those resources is the responsibility of Council.

9. The City Council and staff recognize and appreciate the invaluable service that
committee members provide to their community.

10. Council representatives to external agencies will provide regular reports on
agency activities to Council by Council report or by circulating the minutes.

1
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THE ROLE OF COUNCIL, THE COMMITTEE CHAIR, MEMBERS AND CITY 
STAFF 
 
THE ROLE OF COUNCIL 
 
The majority of committees are advisory bodies to Council (the Board of Variance is an 
exception) and all the proceedings of a committee are subject to the approval of Council.  
Committees cannot take action on their own accord, and all requests and 
recommendations must be forwarded to Council as a report for approval.      
 
THE ROLE OF THE CHAIR 

 
Subject to specific Terms of Reference, a Council member appointed to the Committee 
will be the Chair. 
 
The role of the Chair is to lead the meeting and ensure that all Committee members 
present have the opportunity to speak.  Additional duties of the Chair include: 
 

• Once quorum is established, the Chair will open the meeting at the prescribed 
time; 

• Leading the Committee through the agenda in the appropriate order;  
• Preventing new issues, side conversations and/or unrelated matters from side 

tracking the agenda;  
• Enforcing the rules of conduct and decorum; 
• Maintaining a speakers list and ensuring that members do not interrupt each other, 

staff, presenters and guests or speak out of turn;   
• Respecting each members’ views;  
• Seeking agreement and building consensus;  
• Ensuring that Committee members’ present clear and succinct motions for the 

Committee to vote on;   
• Clarifying misunderstandings or requests clarifications regarding motions 

presented to the Committee. 
 
THE ROLE OF COMMITTEE MEMBERS 
 
Committee members are selected to provide a variety of perspectives and expertise on 
issues, working towards consensus with respect for all parties involved with the 
Committee.  To achieve this goal, Committee members will:   
 

• Advise the Committee Clerk/Recording Secretary whether or not they are able to 
attend the meeting; 

• Review the agenda package prior to the meeting;  
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• Raise their  hand during discussion to have their name added to the speakers list; 
• Respectfully listen and speak to staff, presenters, guests, and other members 

during discussion. 
 
THE ROLE OF THE STAFF LIAISON 
 
Most Committees are provided with a staff liaison.  A staff liaison is a non-voting 
resource of the Committee that:   
 

• Develops the agenda in partnership with the Committee/Recording Clerk and 
provides necessary supporting material; 

• Provides information and professional advice during the meeting;  
• Provides updates regarding the Committee’s work plan items; 
• Reviews minutes for accuracy;  
• Assists with writing Council reports on behalf of the Committee. 

 
THE ROLE OF THE COMMITTEE/RECORDING CLERK 
 
Each Committee is assigned either a Committee Clerk from Legislative Services or a 
Recording Clerk from the department that oversees the Committee.  The role of the 
Committee/Recording Clerk is to:  
 

• Develop the agenda in partnership with the staff liaison;  
• Distribute the agenda package; 
• Track attendance and ensure that there will be quorum;  
• Attend each meeting and record minutes;  
• Assist with writing Council reports on behalf of the Committee.  

 
OPERATION WITHIN MANDATE 
 
Committees are created by the Mayor and Council to deal with detailed information 
concerning specific issues which would otherwise absorb the time and attention of 
Council.  By fulfilling this role, committees enable Council to perform its legislative 
function more effectively and efficiently.  A committee must therefore operate in 
accordance with the specific mandate and terms of reference or bylaw approved for it by 
Council.  The Local Government Act provides that all proceedings of a committee are 
subject to the approval of Council (except if certain powers are delegated by bylaw). 
 
Committees may seek changes to their mandate, terms of reference or bylaw by making 
recommendations to Council for such changes. 
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COUNCIL & STAFF INVOLVEMENT 
 
The Mayor is an ex-officio member of all committees and is entitled to vote at all 
meetings.  Any Council member and the Chief Administrative Officer can attend any 
meeting, but only committee members may vote. 
 
RESOURCES FOR COMMITTEES 
 
Committee budgets and the allocation of resources, including staff time, is the 
responsibility of Council.  Should a committee wish to take on a project or issue that will 
require more than the allocated resources, a request must be presented to Council for 
consideration. 
 
MEETING TIMES 
 
The number of meetings held are per the terms of reference/bylaw and the meeting dates 
are set based on availability of Council, the Chair, staff and resources (ex: room 
bookings). The schedule will be presented to members at the first committee meeting of 
the year in order to allow for feedback with respect to attendance. The schedule will be 
available to the public on the City’s website at www.newwestcity.ca.  
 
ATTENDANCE OF COMMITTEE MEMBERS 
 
Appointed members to an Advisory Committee are required to attend regularly scheduled 
meeting.  The Committee Clerk, Recording Clerk and/or the Chair must be notified 
in advance of the meeting should a member be unable to attend. 
 
Any member who is absent from three consecutive regular meetings without notifying the 
Committee Clerk, Recording Clerk and/or the Chair in advance, or without a leave of 
absence, may be asked to resign or may be removed from the Committee by Council. 
 
Committee members are reminded that attendance is vital.  Without quorum, the 
Committee is unable to hold an official meeting and cannot pass recommendations onto 
Council.  
 
QUROUM  
 
A quorum of Committee members for an Advisory Committee meeting is outlined in the 
Terms of Reference for the Committee.  Typically, a Council member must be present for 
a quorum to be achieved.  Therefore, quorum is achieved when a majority of the 
members and a Councillor are present (50% +1).  The Mayor, when present, shall be 
counted in achieving quorum.   
 
Quorum for Statutory Committee meetings is determined by the enabled statue or 
establishing bylaw for the Committee.   
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When a quorum is not present fifteen minutes after the time established for a Committee 
meeting to start, the person responsible for recording the minutes shall record the names 
of those members present and the meeting will deemed to be cancelled.  If quorum is not 
achieved or lost during the meeting, the Chair may choose to continue the meeting on an 
information basis.  Should this occur, the Committee cannot vote on any issue or make 
any recommendations to Council.  The notes from the informal meeting will be 
forwarded to the Committee for information as part of the next meeting’s agenda 
package. 
 
COMMITTEE TERMS OF APPOINTMENT 
 
The terms for all Committees, except for the Library Board and Youth Advisory 
Committee, run from February 1 to January 31.  Unless stated otherwise in the 
Committee’s Terms of Reference, Committee members may serve multiple and 
consecutive terms. 
 
REMOVAL OF A MEMBER FROM A COMMITTEE 
 
Council may remove or ask that a Committee member resign at the request of the 
Committee or on its own initiative. 
 
RESIGNATION OF A MEMBER 
 
Any member of a Committee wishing to resign from the Committee is requested to 
provide the resignation in writing to the Committee or Recording Clerk.   
 
COMMITTEE VACANCY REPLACEMENT TERM 
 
In the event that there is a vacancy on a Committee, Council may, at its discretion, 
appoint a new member to fill the vacancy.  The newly appointed Committee member 
would hold that position for the remainder of the term. 
 
The regulations regarding Statutory Committee vacancies are determined by the enabling 
statue or establishing bylaw. 
 
CODE OF CONDUCT 
 
The following is a “Code of Conduct” which must be adhered to by all Committee 
members: 
 

• Regularly attend meetings 
• Prepare for meeting by reading agenda material in advance 
• Listen to others and observe the rule of one speaker at a time 
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• Speak when acknowledged by the Chair and through the Chair 
• Participate fully 
• Observe the rules of decorum and debate 
• Do not misrepresent yourself as having any authority beyond that delegated by 

Council 
• Put public interest above individual, group, or social interests and consider this 

position as an opportunity to serve society 
• Treat other Committee members, elected officials and municipal staff with respect 

and courtesy  
• Follow the City’s Respectful Workplace and Human Rights Policy 
• Never offer, give or accept gifts, favours or services that might tend to influence 

the discharge of duties 
• Never use position to secure advantage 
• Never disclose confidential information 
• Declare a conflict of interest and withdraw from Committee participation on any 

matter that involves a direct or indirect personal or financial interest  
 
OPEN MEETINGS 
 
The Local Government Act requires that all meetings of advisory committees and bodies 
established by Council be open to the public. 
 
Before a meeting or part of a meeting is closed to the public, the committee must state by 
resolution: 
a) the fact that the meeting (or portion of meeting) is to be closed; and 
b) the basis under section 90 (1) or (2) of the Community Charter (attached) on 

which the meeting is to be closed. 
 
MINUTES 
 
The recording secretary will provide a draft copy of the minutes to Committee members 
with the next agenda package, which is to be delivered to members electronically 
approximately five days prior to the meeting date.  
 
An unsigned PDF copy of the adopted minutes will be posted to the City’s website within 
one week of adoption. 
 
RECOMMENDATIONS TO COUNCIL 
 
Any committee decision requiring action or preparation of a report by staff, or an 
expenditure of funds, shall be submitted to Council for ratification, in the form of a 
recommendation taken from the minutes of the committee meeting.  A recommendation 
that Committee members attend workshops, seminars or conferences is an exception to 
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this process.  These committee recommendations should be forwarded, in an approved 
report format, to the City Administrator for approval/denial or referral to Council. 
 
Recommendations are forwarded to Council for their consideration, and may not always 
be passed by Council. 
 
Any proposed communication with outside bodies, setting out a position or making a 
substantive request, must be requested in the form of a recommendation to Council taken 
from the minutes of the committee.  An advisory committee cannot undertake such 
communication on its own.   
 
VOTING  
 
All members of a Committee, including the Chair (unless otherwise stated in a 
Committee’s Terms of Reference) may vote on any question before it. 
 
When making decisions, a committee member must first make a motion for consideration 
by the group (the MOVER); this motion must then be seconded by another committee 
member (the SECONDER). Following the motion made by the mover and seconder, 
discussion regarding the recommendation may ensue amongst the group. Concluding 
discussion, the Chair will call for a vote. In order for a vote to be passed (unless 
otherwise specified in the terms of reference, bylaw, or legislation), 50% plus one of the 
attendees must vote in favour by a show of hands; otherwise, the vote is defeated. 
Members who vote in opposition will have their name recorded in the minutes. Please 
note, a tie vote is a lost vote.  
 
When voting, there are no abstentions (with the exception of the Board of Variance, the 
Library Board, and the Police Board); if one does not clearly convey their voting intent to 
the Chair, their vote will be noted in favour of the motion.  
 
CONFLICT OF INTEREST: 
 
Should a member consider that he or she is not entitled to participate in the discussion of 
a matter, or vote on a question in respect of a matter because the member has a direct or 
indirect pecuniary interest in the matter or for any other reason, the member should 
declare this and state the general nature of why the member considers this to be the case 
(which shall be noted in the minutes).  The member should then leave the meeting room 
for the duration that the matter is under consideration. 
 
PRESENTATIONS TO COUNCIL 
 
Committees may make presentations to Council by submitting a written request to 
Council to be heard at a Regular meeting or at the request of Council. A committee’s role 
is to provide information, expertise, and advice to assist Council in remaining informed 
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on the issues and in making decisions on those issues. If a member opposes a committee 
decision, the appropriate expression of that dissent is the recording of it in the minutes 
(see VOTING).   
 
REPORTS TO COUNCIL 
 
A standing committee can prepare a written report to Council, but the report must be 
presented to Council by the Director of the Department. The report can contain the 
signature of the staff liaison and Committee Chair.  
 
QUORUM 
 
Unless otherwise stipulated in Terms of Reference or bylaws, a quorum shall be half the 
currently appointed voting members plus one.  A committee cannot take action if a 
quorum is not present.  If members remain to discuss issues, notes of that discussion may 
be taken for information purposes, but they are not minutes and they cannot be adopted 
by the committee at a later meeting. 
 
Committee members shall be responsible for advising staff of whether or not they are 
able to attend a meeting. 
 
OPERATING PROCEDURES 
 
The Procedure Bylaw provides that committees are bound by Council’s rules of conduct 
with the following exceptions: 
 
 1.  There is no limit on the number of times a member may speak. 
 
The Chair shall provide committee members with guidance concerning these rules, and if 
there is any question or challenge of meeting procedures, the Chair shall make the final 
determination. 
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APPENDIX A 
COMMITTEE MEETING GUIDELINES 

 
The Agenda 
 
An agenda is prepared and forwarded to all Committee members approximately one week 
prior to the date of the meeting.  For a meeting to be productive, all members should: 
 

• Review the agenda and accompanying reports prior to the meeting;  
• Prepare questions and comments. 

 
Handling the Business of the Meeting 
 
Good decision making requires: 
 

• Background information; 
• Preparation before the meeting; 
• Options and recommendations through discussion;  
• Full participation during the meeting;  
• Regular attendance; 
• Cooperation by all members; and, 
• Consideration of others’ ideas and opinions. 

 
Voting and Debating Rights 
 
Each members of a Committee, including the Chair, may make or second motions and, 
may debate motions.  Any member that is designated as a voting member may vote on a 
motion.  Proxy votes are not permitted. 
 
Making Motions and Committee Recommendations  
 
A Committee recommendation is a motion made by the Committee to request a formal 
action by Council.  These recommendations are recorded by the Committee/Recording 
Clerk and forwarded to Council as part of a Committee report.  Recommendations are 
forwarded to Council for their consideration, and may not be adopted, or may be adopted 
as amended by Council.  
 
The steps of handling a main motion are: 
 

1. A Committee member makes a motion: 
 
“I move that…” 
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2. Another Committee member seconds the motion: 
 
“I second the motion.” 
 

3. The Chair of the Committee states the motion: 
 
“It is moved and seconded that…” 
 

4. The Chair opens the floor to debate, maintaining a speakers list and calling on 
speakers in order: 
 
“Is there any discussion?” 
 

5. The Committee members debate the motion. 
 

6. Once the debate is completed, the Chair puts the motion to a vote (also known as 
“calling the question”): 
 
“We are now voting on the motion to…  All those in favour?  [Those voting in 
favour raise their hands.]  All those opposed?”  [Those voting in opposition raise 
their hands, and can also make a verbal indication.  Those voting in opposition 
must clearly indicate their opposition.]  

 
7. The Chair announces the result: 

 
“The motion passes”; or, “The motion is defeated”; or, “Tie vote, the motion is 
defeated.” 

 
Amending Motions 
 
An amendment is a motion to change the wording of another (the “original” motion 
before voting on the “original” motion.  An amendment is always addressed prior to 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 also debatable and 
requires the same steps as a main motion.   
 

1. By inserting or adding words 
 
“I move that the motion be amended by adding the word[s]…” 
 

2. By removing words 
 
“I move that the motion be amended by removing the words…” 
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3. By removing 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 amendments are allowed.  A main motion can be amended (primary 
amendment) an amendment can be amended only once (sub-amendment).  No 
amendment is permitted to a sub-amendment. 
 
Debating Motions and Amendments 
 
When an amendment is made, discussion is allowed on the amendment only, not the main 
motion.  Once the vote on the amendment is taken, discussion proceeds on the motion (as 
amended, if the amendment is passed). 
 
Motion to Withdraw a Motion 
 
A motion may be withdrawn by the mover and the seconder of the motion, with the 
consent of all members present.  A motion may not be withdrawn after it has been voted 
on. 
 
Point of Order 
 
A statement that a rule of the Committee is being violated.  It is ruled on by the Chair 
who decision may be appealed to the Committee and decided by Committee resolution.  
 
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. 
 
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 or clarify 
a motion if he/she is unsure what it is or if she/he feels others may not understand the 
exact motion being considered. 
 
Rules of Decorum and Debate 
 
Committee meetings tend to be more informal than a City Council meeting; however, 
here are some meeting rules which may be helpful: 
 

• The mover of a motion has the right to speak first to their motion;  

36



• In order to speak a second time, a member should until all those who wish to 
speak have done so for the first time;  

• Members must remain courteous and avoid personal attacks on each other and 
staff; 

• Remarks must be confined to the motion before the Committee;  
• Members should not interrupt another speaker; and, 
• Motions should be phrased concisely and to the point. 
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References: Section 90-93 of the Community Charter 
 

Division 3 — Open Meetings 

General rule that meetings must be open to the public 

89  (1) A meeting of a council must be open to the public, except as provided in 
this Division. 

(2) A council must not vote on the reading or adoption of a bylaw when its 
meeting is closed to the public. 

Meetings that may or must be closed to the public 

90  (1) A part of a council meeting may be closed to the public if the subject 
matter being considered relates to or is one or more of the following: 

(a) personal information about an identifiable individual who 
holds or is being considered for a position as an officer, 
employee or agent of the municipality or another position 
appointed by the municipality; 

(b) personal information about an identifiable individual who is 
being considered for a municipal award or honour, or who has 
offered to provide a gift to the municipality on condition of 
anonymity; 

(c) labour relations or other employee relations; 

(d) the security of the property of the municipality; 

(e) the acquisition, disposition or expropriation of land or 
improvements, if the council considers that disclosure could 
reasonably be expected to harm the interests of the 
municipality; 

(f) law enforcement, if the council considers that disclosure 
could reasonably be expected to harm the conduct of an 
investigation under or enforcement of an enactment; 

(g) litigation or potential litigation affecting the municipality; 
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(h) an administrative tribunal hearing or potential administrative 
tribunal hearing affecting the municipality, other than a hearing 
to be conducted by the council or a delegate of council; 

(i) the receipt of advice that is subject to solicitor-client 
privilege, including communications necessary for that purpose; 

(j) information that is prohibited, or information that if it were 
presented in a document would be prohibited, from disclosure 
under section 21 of the Freedom of Information and Protection 
of Privacy Act; 

(k) negotiations and related discussions respecting the proposed 
provision of a municipal service that are at their preliminary 
stages and that, in the view of the council, could reasonably be 
expected to harm the interests of the municipality if they were 
held in public; 

(l) discussions with municipal officers and employees 
respecting municipal objectives, measures and progress reports 
for the purposes of preparing an annual report under section 98 
[annual municipal report]; 

(m) a matter that, under another enactment, is such that the 
public may be excluded from the meeting; 

(n) the consideration of whether a council meeting should be 
closed under a provision of this subsection or subsection (2); 

(o) the consideration of whether the authority under section 91 
[other persons attending closed meetings] should be exercised 
in relation to a council meeting. 

(2) A part of a council meeting must be closed to the public if the subject 
matter being considered relates to one or more of the following: 

(a) a request under the Freedom of Information and Protection 
of Privacy Act, if the council is designated as head of the local 
public body for the purposes of that Act in relation to the 
matter; 

(b) the consideration of information received and held in 
confidence relating to negotiations between the municipality 
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and a provincial government or the federal government or both, 
or between a provincial government or the federal government 
or both and a third party; 

(c) a matter that is being investigated under the Ombudsperson 
Act of which the municipality has been notified under section 14 
[ombudsperson to notify authority] of that Act; 

(d) a matter that, under another enactment, is such that the 
public must be excluded from the meeting. 

(e) a review of a proposed final performance audit report for the 
purpose of providing comments to the auditor general on the 
proposed report under section 23 (2) of the Auditor General for 
Local Government Act. 

(3) If the only subject matter being considered at a council meeting is one or 
more matters referred to in subsection (1) or (2), the applicable subsection 
applies to the entire meeting. 

Other persons attending closed meetings 

91  (1) If all or part of a meeting is closed to the public, the council may allow 
one or more municipal officers and employees to attend or exclude them 
from attending, as it considers appropriate. 

(2) If all or part of a meeting is closed to the public, the council may allow a 
person other than municipal officers and employees to attend, 

(a) in the case of a meeting that must be closed under section 90 
(2), if the council considers this necessary and the person 

(i)  already has knowledge of the confidential 
information, or 

(ii)  is a lawyer attending to provide legal advice in 
relation to the matter, and 

(b) in other cases, if the council considers this necessary. 

(3) The minutes of a meeting or part of a meeting that is closed to the public 
must record the names of all persons in attendance. 
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Requirements before meeting is closed 

92  Before holding a meeting or part of a meeting that is to be closed to the 
public, a council must state, by resolution passed in a public meeting, 

(a) the fact that the meeting or part is to be closed, and 

(b) the basis under the applicable subsection of section 90 on 
which the meeting or part is to be closed. 

Application of rules to other bodies 

93  In addition to its application to council meetings, this Division and section 
133 [expulsion from meetings] also applies to meetings of the following: 

(a) council committees; 

(b) a municipal commission established under section 143; 

(c) a parcel tax roll review panel established under section 204; 

(d) a board of variance established under section 899 of the 
Local Government Act; 

(e) an advisory body established by a council; 

(f) a body that under this or another Act may exercise the 
powers of a municipality or council; 

(g) a body prescribed by regulation. 
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Policy Title: RESPECTFUL WORKPLACE AND HUMAN RIGHTS POLICY 

Issue Date: 2010 June 

Revised Date: 2016 January 
Prepared by: Joan Burgess, Director of Human Resources 

Document #: 133506 

1. PURPOSE

The City of New Westminster values all of its Employees and is committed to providing a
Workplace where people are treated, and treat each other, professionally and respectfully in
their interactions.  Through this Policy, the City supports the maintenance of a respectful
workplace by providing education about human rights, harassment, bullying, and appropriate
behaviour in the workplace and by setting out processes for resolution of respectful workplace
complaints.

Principles:

• A Respectful Workplace enhances job satisfaction, teamwork and productivity and thus
is in the best interests of the City, its Employees, Council, Boards and those providing
services to the City and the citizens of New Westminster.

• This Policy responds to the City of New Westminster's responsibility under the BC
Human Rights Code to prevent discrimination and harassment, to provide procedures to
handle complaints, to resolve problems and to remedy situations when a breach of this
Policy occurs.  This Policy is also intended to comply with WorkSafeBC’s policies on
workplace bullying and harassment.

• The City of New Westminster will not tolerate disrespectful behaviour. All persons
associated with and employed by the City of New Westminster are accountable for their
own conduct and are required to conduct themselves in a respectful and appropriate
manner at the workplace and at work-related gatherings.  They are also responsible for
reporting any breaches of this Policy to Human Resources (Managers, Karen Pollard or
Jeannie Ziraldo or Assistant Director, Richard Fong or the Director, Joan Burgess) and for

2
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participating in the City’s initiatives to improve respect and conflict management within 
their work units. 

• The City of New Westminster will provide training designed to support the 
administration of this Policy and to ensure that all persons governed by this Policy are 
aware of their responsibilities under this Policy. 

2. SCOPE 

2.1 This Policy applies to all Persons associated with and employed by the City of New 
Westminster, elected officials, and Boards, and to all aspects of the employment 
relationship. It governs conduct at the workplace and at work-related gatherings. 

2.2 This Policy does not limit the rights or responsibilities of the City of New Westminster to 
manage work performance appropriately and in good faith.  Actions by City Managers 
that are part of their responsibilities and performed for legitimate business purposes, 
such as changing work assignments or performance management, do not constitute a 
breach of this Policy. 

2.3 The City may investigate an incident(s) on its own initiative where there are concerns 
about alleged breaches of this Policy, and the potential impact of inappropriate conduct 
on a respectful workplace. 

2.4 This Policy supersedes previous City operating guidelines and/or policy on this matter. 

3. DEFINITIONS 

A Respectful Workplace: is characterized by courteous and considerate behaviour towards 
others; inclusion of all persons of different backgrounds, cultures or opinions; safety from 
inappropriate behaviour; and includes constructive resolution of disputes. 

Disrespectful Behaviour: means any conduct in breach of this Policy and includes Workplace 
bullying and harassment which are defined as including any inappropriate conduct or comment 
that a person knows or reasonably ought to know would cause another person to be humiliated 
or intimidated but excludes any reasonable action taken by the City relating to the 
management and direction of its Employees or the workplace.  Examples include verbal 
aggression or insults, calling a person derogatory names, reprimanding in the presence of 
others, harmful hazing or initiation practices, vandalizing personal belongings or the City’s 
equipment, and spreading malicious gossip or rumours.   

For the purposes of this Policy, disrespectful behaviour also includes discrimination and 
harassment as defined below. 

Allegation: is an unproven assertion or statement. 
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Complainant: is the person bringing forward a complaint or allegation of disrespectful 
behaviour. There may be more than one Complainant in a complaint. 

Discrimination: is unfair 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 serve no work-related function.  Such conduct is not only a breach of 
this Policy; it may also be a breach of the BC Human Rights Code. 

The City of New Westminster is under a legal duty to accommodate individuals, or groups 
protected from discrimination under the BC Human Rights Code, unless it would create undue 
hardship for the City. 

Employee: includes all employees (exempt, unionized, full-time, part-time, auxiliary, 
temporary, seasonal and probationary), applicants, apprentices, students, volunteers, members 
of Council and City Boards, contractors and consultants working for the City of New 
Westminster. 

Harassment: any behaviour that satisfies one or more of the following definitions of 
harassment: 

(a) Harassment based on a prohibited ground of discrimination:  Behaviour 
directed towards another person or persons that: 

• is abusive, unfair, offensive, or demeaning; and 

• is related to a prohibited ground of discrimination under the BC Human 
Rights Code; and 

• a reasonable person would know or ought to know would have the effect 
of interfering with an individual’s work or participation in work-related 
activities or would create an intimidating, hostile or offensive 
environment for work or participation in a work-related activity. 

(b) Sexual harassment: 

• conduct or comment of a sexual nature made by a person who knows or 
ought reasonably to know that the behaviour is unwanted or unwelcome; 
or 

• the expressed or implied promise of a reward for complying with a 
request of a sexual nature; or 

• the actual reprisal or an expressed or implied threat of reprisal for refusal 
to comply with such a request; or 
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• conduct or comment of a sexual nature which is intended to, or has the 
effect of, creating an intimidating, hostile or offensive environment. 

Examples of sexual harassment include unwelcome advances or flirtations, 
comments or physical contact, propositions or invitations for sexual favours; 
unwelcome suggestive jokes, the display or circulation of sexually suggestive or 
pornographic materials. 

(c) Personal harassment: Behaviour directed towards a specific person or persons 
that: 

• serves no legitimate work-related purpose; and 

• a reasonable person would know or ought to know would create an 
intimidating, humiliating, or hostile work environment. 

Examples of personal harassment include making derogatory comments, 
swearing, yelling, inappropriately interfering with another’s work, embarrassing 
practical jokes, ridicule, gossip, abuse of authority, physical assault. 

Mediation: is a voluntary process where the Complainant and the Respondent consent to meet 
with a Manager of Human Resources to determine whether the dispute can be informally 
resolved in a mutually satisfactory manner. In some instances the City may determine that an 
external mediator should be called upon to assist in achieving resolution. Mediation discussions 
between the parties are treated as private and confidential. 

Person(s): includes all Employees, suppliers delivering material to the City, and members of the 
public who are accessing City services or City operated facilities. 

Workplace(s): includes City buildings, facilities, sites, offices or work environment, locations 
visited by Employees while traveling on City related business including conferences, meetings, 
vendor/supplier or customer sites and locations of work-based social gatherings. 

Reasonable Person Standard: refers to whether or not a reasonable person in roughly the same 
position as the Complainant would determine disrespectful behaviour to have occurred. 

Respondent: is a person or persons against whom an allegation of disrespectful behaviour has 
been made pursuant to this Policy. 

Retaliation: is taking adverse action against another person for making a complaint in good 
faith or providing information in connection with an investigation or as a result of the 
resolution of a complaint.  Examples of retaliation may include withholding information, 
sabotaging a person’s work, denial of a transfer or promotion, unjust negative evaluations or 
references. 
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4. POLICY 

4.1 Disrespectful behaviour is not tolerated by the City.  All persons associated with and 
employed by the City of New Westminster are responsible for conducting themselves in 
a respectful manner in the Workplace and at work-related gatherings.  Any person 
found to be in breach of this Policy will be subject to discipline up to and including 
termination from employment, cancellation of contract or denial of services. 

4.2 All persons associated with and employed by the City of New Westminster will be 
treated equitably under this Policy. All matters arising under this Policy will be dealt with 
in a fair, unbiased and timely manner. 

4.3 All persons associated with and employed by the City of New Westminster have a 
responsibility for ensuring that the City's working environment is free from disrespectful 
behaviour. Council, Boards, management and union representatives bear the primary 
responsibility for maintaining a working environment free from disrespectful behaviour. 
They are expected to act on this responsibility whenever necessary, whether or not they 
are in receipt of a complaint. The expertise of the Human Resources department is 
available to all persons associated with and employed by the City to assist with the 
interpretation and implementation of this Policy. 

4.4 Efforts at informal resolution will be encouraged as a first avenue to resolution of a 
complaint. 

4.5 This Policy will be interpreted, administered and applied in accordance with the 
principles of procedural fairness and natural justice. In particular: 

(a) All persons will be advised of the provisions of this Policy and of the procedures 
available to them under the terms of this Policy. 

(b) Any Complainant who wishes the City to assist in the resolution of a complaint 
through mediation or investigation must be prepared to be identified to the 
Respondent. 

(c) Complainants and Respondents must be given the opportunity to present 
evidence in support of their positions and to defend themselves against 
allegations of disrespectful behaviour. 

(d) Complainants and Respondents may be accompanied by a support person, or a 
representative of their union, or legal counsel (for exempt Employees) 
throughout the process established by this Policy. 

(e) All complaints that proceed beyond the informal resolution phase must be 
submitted in writing. All submissions, responses, comments and decisions 
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pursuant to the Policy will be made in writing if the complaint proceeds beyond 
the informal resolution phase. 

4.6 Those responsible for interpreting, administering and applying this Policy will use a 
Reasonable Person Standard. 

4.7 This Policy will not be applied in such a way as to limit the rights and responsibilities of 
those in supervisory roles to manage and discipline Employees in accordance with 
collective agreements or applicable City policies and procedures. 

4.8 Persons associated with and employed by the City of New Westminster have an 
obligation to participate in the procedures established under this Policy and to 
cooperate in a forthright manner by providing honest, accurate and timely information. 

4.9 If, following an investigation, the City determines that a complaint has been made in 
bad faith or is frivolous, vexatious or malicious the City may take disciplinary action up 
to and including the termination of employment, cancellation of contract or denial of 
services.  A misunderstanding, a misinterpretation or an unfounded complaint do not 
constitute a complaint made in bad faith. 

4.10 A Complainant or a Respondent may object to the participation of a person in the 
administration of this Policy on grounds of conflict of interest or reasonable 
apprehension of bias. Such objection should be submitted in writing to the Director of 
Human Resources whose decision will be final. Where the objection relates to the 
participation of the Director of Human Resources, the Chief Administrative Officer will 
make the determination. 

5. RESPONSIBILITIES 

Employees: 

5.1 Employees must participate in appropriate training, familiarize themselves with this 
Policy and know their rights and obligations arising from it. They must not engage in 
disrespectful behaviour as defined in this Policy. 

5.2 Employees must treat every person with dignity and respect; attempt to resolve 
differences with other Employees in a respectful way as soon as possible; raise concerns 
in a timely manner; cooperate in interventions and investigations to resolve complaints 
of disrespectful behaviour; and maintain confidentiality related to such complaints. 

Council, Management and Union Representatives: 

5.3 Management has primary responsibility for the administration of this Policy and must 
have a thorough knowledge of this Policy. Management will set and enforce standards 
of appropriate workplace conduct and will intervene as soon as practicable when they 
witness or receive a report of any disrespectful behaviour. 
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5.4 Council, Boards, management and union representatives will lead by example in treating 
all Employees with dignity and respect and exercising authority and, or leadership in a 
respectful manner. 

5.5 All complaints of disrespectful behaviour will be taken seriously. 

5.6 Management will assist a Complainant to resolve a concern, by facilitating a discussion 
between the Complainant and the Respondent. Where possible they will coach the 
Complainant and the Respondent to change their behaviour. 

5.7 Management will take all reasonable steps to deal with alleged disrespectful behaviour 
that they are aware of, or reasonably should have been aware of (even if a direct 
complaint has not been made), in a timely fashion while maintaining as much 
confidentiality as possible. 

5.8 Management will consult with Human Resources for guidance to address complaints of 
disrespectful behaviour. 

Human Resources: 

5.9 The Human Resources department will take a leadership role in providing training for 
management and employees on respectful workplace behaviour. They will also give 
advice on this Policy, addressing and providing assistance to resolve issues of 
disrespectful behaviour. 

5.10 The Human Resources department will provide mediation where the Complainant and 
the Respondent consent to meet to determine whether the dispute can be resolved in 
an informal and mutually satisfactory manner. In some instances, the Human Resources 
department may determine that a third party mediator should be called upon to assist 
in achieving resolution. 

5.11 The Human Resources department will determine how and when investigations will 
occur and will oversee the investigation process. 

6. CONFIDENTIALITY 

6.1 Allegations of disrespectful behaviour may involve the collection, use and disclosure of 
sensitive personal information. Confidentiality is required so that those who may have 
experienced disrespectful behaviour will feel free to come forward. Confidentiality is 
also required so that the reputations and interests of those accused of disrespectful 
behaviour are protected. However, either the Complainant or the Respondent may 
discuss the case in confidence with her/his supervisor, a support person or union 
representative. 

6.2 Subject to any limits or disclosure requirements imposed by law or required by this 
Policy, any and all information, oral and written, created, gathered, received or 
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compiled through the course of a complaint is to be treated as confidential by the 
Complainant or the Respondent, their representatives, witnesses, and any other 
persons designated by this Policy.  Information will be disclosed only to the extent 
necessary to investigate and resolve the complaint. 

6.3 All investigatory and evidentiary documents as gathered and/or prepared by Human 
Resources or their designate(s) including summary investigation reports will be deemed 
the property of the City and will be held in the strictest confidence. Such documents will 
not be copied or distributed, subject to disclosure requirements imposed by legal 
proceedings or required by this Policy or by agreement between the parties. 

6.4 All recorded personal information will be treated as "supplied in confidence" for the 
purposes of compliance with the Freedom of Information and Protection of Privacy Act 
of BC and responding to access requests under that legislation. 

6.5 The Director of Human Resources may provide information concerning a complaint, to 
appropriate City officials on a need-to-know basis. 

6.6 Any person breaching confidentiality may be subject to discipline or other appropriate 
action. 

7. PROCEDURES FOR RESOLVING DISRESPECTFUL BEHAVIOUR IN THE WORKPLACE 

7.1 The City of New Westminster recognizes that conflicts and disagreements can occur 
within the workplace and expects such issues to be resolved in a manner that 
contributes to a healthy and productive workplace. Employees are encouraged to 
resolve disputes at an early stage through respectful and open dialogue between 
themselves, or by calling upon the assistance of their supervisors and, or, someone from 
the Human Resources department. 

7.2 The following procedures have been established so that complaints can first be 
addressed informally; and only if that is not possible, then formally. The goal of this 
Policy and its procedures is to prevent, correct and remedy situations of disrespectful 
behaviour and not to be punitive; although, depending on circumstances, discipline may 
result. 

7.3 Complaints against, or by members of City Council or Boards should be directed to the 
Chief Administrative Officer. 

The Informal Process 

Step 1: The Informal Conversation 

• Persons who experience disrespectful behaviour are strongly encouraged to engage in a 
conversation with the Respondent to clarify and resolve the concerns. 
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• Where a Complainant is unable to have the conversation directly with the Respondent, 
he/she should contact his/her Manager or Supervisor as soon as possible. If needed, the 
Manager/Supervisor will offer assistance such as scheduling the conversation between 
both parties or attending the meeting as an observer. 

• Union participation and support is welcome. 

Step 2: Mediation with the Direct Assistance of a Manager/Supervisor or Human Resources 
Personnel 

If there is no resolution under Step 1 and the Complainant continues to seek resolution, then 
he/she should approach his/her Manager or Supervisor with the concern(s). The goal is to 
understand and mutually resolve the issue so that persons conduct themselves in a civil, 
respectful and cooperative manner. 

Steps taken by the Manager/ Supervisor/ or Human Resources personnel could include: 

• Meeting separately with the Complainant and the Respondent to review the concerns; 

• Meeting together with the Complainant and the Respondent to facilitate a conversation 
aimed at understanding and resolving the issue; 

• Reviewing applicable policies with the Complainant and the Respondent and reinforcing 
expectations of respectful conduct; 

• Seeking commitments from the Complainant and the Respondent that they will conduct 
themselves in a respectful manner; 

• Following-up where appropriate with the Complainant and the Respondent after the 
resolution process to ask whether commitments to respect are being adhered to; and, 
or 

• Recording steps taken in the resolution process. 

In the event Employees cannot resolve their differences by informal conversation between 
themselves, or with the help of management or Human Resources personnel, the Human 
Resources department may provide the assistance of an external mediator to support the 
Employees informally, and to find a mutually acceptable way to resolve the conflict.  This 
external mediator will report to Human Resources on the conclusion of the mediation. 

Interim Measures 

It may be necessary that interim measures be taken while a complaint is being resolved, 
investigated or decided. Such measures will be precautionary, not disciplinary and may include 
separating the Complainant from the Respondent by transfer or by assignment of different 
hours, etc. 
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The Formal Process 

Step 3: Formal complaint 

If there is no resolution under Steps 1 and 2, and the Complainant continues to seek resolution, 
then he/she must file a written complaint to his/her Manager or to the Director of Human 
Resources. 

A complaint must be filed within three (3) months of the alleged incident, or of the last incident 
if there is more than one incident. The Director of Human Resources may extend that time limit 
in exceptional circumstances. 

Information required for a written complaint 

• The specific incident(s) that have led to the filing of the complaint — if there is more 
than one, number them; 

• The date the incident(s) occurred; 

• The identity of the Respondent; 

• What the Respondent(s) said or did that was in breach of this Policy; 

• The names and department(s) of any potential witnesses; 

• How the incident(s) affected the Complainant; and any impact the incident(s) had on the 
Complainant’s work. 

• Any attempts made to resolve the complaint under Steps 1 or 2; what those were, and 
who assisted. 

The Investigation 

Once a written complaint is received, the Director of Human Resources or delegate will 
undertake an investigation immediately. 

The names of the parties and the circumstances related to the complaint will not be disclosed 
except where necessary to investigate the complaint, or to take appropriate disciplinary 
measures. 

The Director of Human Resources may reject a complaint on the grounds that it is made in bad 
faith, is frivolous, vexatious or malicious, or that it lies outside the jurisdiction of this Policy, or 
is beyond the time limits for making a complaint. This decision must include the reasons for the 
decision. 
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If a complaint of disrespectful behaviour is made against the Director of Human Resources, the 
Chief Administrative Officer will receive the complaint and handle all matters related to the 
investigation and resolution of the complaint. 

If a complaint proceeds, the Director of Human Resources may appoint an external investigator 
to investigate the allegations made in the complaint. The Complainant and the Respondent will 
be notified that an investigation will proceed and given the name and contact information of 
the investigator.  The Director of Human Resources, or delegate, will oversee the investigation 
process. 

Respondents will be provided with the opportunity to explain themselves and to have those 
explanations fully considered by whoever is carrying out the investigation. 

The investigator’s mandate will include interviewing the Complainant, Respondent and 
witnesses where appropriate; making findings of fact; determining whether the facts constitute 
disrespectful behaviour in breach of this Policy; and issuing a summary report consistent with 
the mandate. The investigation will be thorough, objective, expeditious and fair for all parties 
involved. 

In reaching a decision on whether this Policy has been breached, the investigator will use a 
standard of proof corresponding to the civil burden of proof on a balance of probabilities.  

The investigator’s report will be delivered to the Director of Human Resources. All 
documentation related to the investigation is the property of the City. The Complainant and the 
Respondent will be advised of the outcome of the investigation, but will not be provided with a 
copy of the report.  Witnesses who participate in the investigation will be advised that the 
investigation has concluded. 

In the event of legal proceedings (e.g. grievance and arbitration); documentation required for 
the judicial process will be made available by the Director of Human Resources to the 
requesting legal counsel, or union representative, representing the parties. 

The Director of Human Resources will consider the findings contained in the report and 
determine what steps or remedy to take. These may include education, counseling, discipline, 
or some other action. The Director of Human Resources will communicate this decision in 
writing to the Complainant, the Respondent, and their representatives, if applicable. 

The Complainant or Respondent may request a review of this decision by the Director of 
Human Resources; this request must be made in writing within thirty (30) days of receipt of the 
Director’s decision. 

This Policy is meant to foster a respectful workplace environment through fair and equitable 
process and does not contemplate any form of financial remedy. 
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8. THE CONSEQUENCES OF NON-COMPLIANCE WITH THIS POLICY 

8.1 Any person who breaches this Policy will be subject to remedial measures and/or 
disciplinary action, up to and including termination of employment, cancellation of 
contract or denial of services. 

8.2 Where behaviour may constitute a criminal offence, the City will refer the matter to the 
City of New Westminster Police Department for further investigation. 

8.3 Every person has the right to report, in good faith, incidents of disrespectful behaviour 
without fear of retaliation. The City prohibits any form of retaliatory action against any 
person who, in good faith, files a complaint. Retaliation by any person against anyone 
involved in an informal, internal or external formal complaint process will be subject to 
discipline, up to and including termination of employment, cancellation of contract or 
denial of services. 

9. EMPLOYEE'S RIGHTS 

9.1 In the event an Employee makes a complaint under this Policy, the Employee retains the 
right to make a complaint to the BC Human Rights Tribunal or WorkSafeBC. If the Union 
has filed a grievance on behalf of the Employee, the Employee will not be entitled, later, 
to make a complaint under this Policy based on the same facts. 
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Policy Title: SOCIAL MEDIA 

Issue Date: January 2012 

Revised Date: October 2013 

Prepared by: JOAN BURGESS, Director of Human Resources 

Document #: 179625 

1. Purpose

The purpose of this policy is to provide a framework for public communication using
electronic social media tools.  This policy provides appropriate and reasonable
guidelines, direction and awareness for social media usage at the City of New
Westminster and sets forth the City’s expectations and requirements concerning such
participation.

This policy is intended to:

• Ensure effective online communication while adhering to legal requirements,
particularly Freedom of Information and Protection of Privacy Legislation.

• Ensure that you understand your responsibilities to the City and your co-workers.
• Protect the privacy, confidentiality, interest and reputation of employees and the

City.
• Ensure a respectful workplace free from harassment and discrimination.
• Establish a standard for professional and respectful online communication.
• Protect the City’s confidential business information.

2. Definitions

a) Social media is defined as freely accessible online tools used to produce, post and
interact using text, images, video and/or audio to communicate, share, collaborate
or network with others.  Social media includes, but is not limited to, personal

3
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websites, blogs, wikis, online forums, message boards, email groups, social networks 
(e.g. Facebook, Twitter, LinkedIn, YouTube, etc) and any other similar online tools.   

The absence or lack of explicit reference to specific social media does not limit the 
extent of the application of this Policy. 

b) Personal information is defined as information about an identifiable individual, but
does not include contact information.  Personal information includes, among other
things, an individual’s name, email address or username if it includes the individual’s
name, a portion of their name, or is a pseudonym that is attributable to an
identifiable individual by using other readily available information; home address or
email; appearance and image; educational and employment history; and personal
opinions.

c) Contact information means information to enable an individual to contact an
individual at a place of business, such as business name, business title, business
address, business telephone number, business email, etc.

3. Scope

This Policy applies to all persons associated with and employed by the City of New
Westminster, elected officials and Boards, and to all aspects of the employment
relationship (Regular Full-Time, Regular Part-Time, Temporary, Auxiliary, Seasonal,
Volunteer, Contractor, etc).

This Policy applies to all social media using any type of Internet-enabled device, whether
work issued or personal.

4. Related Policies and Procedure

This policy is applied in conjunction with the following City Policies which include but are
not limited to:

• Code of Conduct Policy
• Conflict of Interest Policy
• Respectful Workplace and Human Rights Policy
• Record Management Policy
• Email/Internet Policy
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This policy is governed by the following legislation which includes but are not limited to: 

• BC Human Rights Code
• BC Freedom of Information and Protection of Privacy legislation

5. Social Media Usage

Guidelines

• All information placed on social media sites is considered public information similar
to information published on City pages.

• All communications on behalf of the City should adhere to the highest professional
standards of communication.

• Social media sites will not be the primary distribution method for City information.
• Information that the City posts on social media sites should be duplicates that can

be retrieved on our Internet or traditional media sources and will not be considered
a record of the City.

• The City will monitor its’ social media sites and will remove any material that uses
ethnic slurs, personal insults, obscenity, or engage in any objectionable or
inflammatory conduct that are contrary to Canadian law.

• Consideration will be made to forwarding these types of postings to the City’s
Human Resources Department and/or the Police Service for possible investigation.

• The City will post a disclaimer on its’ social media sites informing users that they are
providing personal information to the site and the City and that the City does not
have ownership or control of the information because this information resides with
the social media service.

• The City will post a disclaimer if the social media site is hosted outside of Canada.

Social Media User Responsibilities 

• You are expected to use common sense, caution and good judgment when
participating in social media and conduct ourselves in a way which reflects positively
on the City.

• Social media usage, even when anonymous or conducted under a pseudonym, must
be in compliance with the BC Human Rights Code, BC Criminal Code, BC Freedom of
Information and Protection of Privacy legislation, copyright and patent laws as well
as must be in accordance with the City’s Code of Conduct Policy, Conflict of Interest
Policy, Respectful Workplace and Human Rights Policy and Email/Internet Policy.

• When making work-related postings as a representative of the City, you must not
post anonymously or use a pseudonym; you should use your work email address,
identify yourself by name and your role at the City.

56



• When commenting online about work-related issues in a personal capacity, you
should use a private email address, identify yourself by name, your role at the City
and make every effort to make it clear that you are speaking for yourself, not as a
representative of the City.

• You are personally responsible for the content of anything you send, receive,
download or post on social media sites.

• You should be aware that communication made through social media is public, even
if posted anonymously, or to a limited group of individuals, and can exist online in
perpetuity or in individual computers even if the original posting is removed.

• You should ensure that any comment on City matters is appropriate to your position
and does not conflict with your role at the City.

• You should not disclose any City information or content that you are not specifically
authorized to disclose.

• You should not use the City’s logo or trademarks when using social media unless
specifically authorized.

• You should be aware that your connection to the City may be indirect or even
implicit based upon the use of your name and your association with the City.

• Your participation in social media should in no way harm the City’s reputation or the
reputation of any persons associated with and employed by the City of New
Westminster, elected officials and/or Boards.

• You will be held accountable for off-duty conduct on social media sites if it
negatively impacts the City.

Access to Social Media 

• Only designated persons should access and use social media during work hours as
part of your job duties.

• You are permitted to access social media sites using your work computer for
personal use only outside of work hours (e.g.  prior to the start of your shift, after
the end of your shift, on coffee and/or lunch breaks).

Unacceptable Uses of Social Media 

• Social media activities should not interfere with work commitments and/or job
performance.

• Persons who do not have social media job responsibilities are not permitted to
access social media sites using their work computer for personal use during work
hours.

• Work computers should not be used to view or transmit sexual and/or pornographic
images, offensive or illegal material.

• Any behavior or conduct that would not be appropriate in the physical work
environment is also not appropriate in the virtual online environment.
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Duty of Fidelity 

• You must not breach your duty of fidelity (loyalty) to the City.
• The duty of fidelity states that you are under a duty to serve the City with good faith,

loyalty and fidelity and not deliberately do something which may harm the City.
• You will have breached your duty of fidelity if you engage or even threaten to

engage in conduct which is detrimental to the City’s legitimate business interests or
reputation, regardless whether the City is named directly or identifiable in any other
manner.

Privacy 

• You should not share or disclose personal information such as comments, posts,
photographs or video about co-workers without their express consent because this
breaches the co-worker’s privacy.

• The City may post images of you performing your work and/or participating in City
events or functions as these images are City records.

• You should not post or report on conversations that are meant to be private or
internal to the City.

• You should not cite or reference employees, members of City Council, contractors,
suppliers, partners or customers without their approval, even if such persons are not
directly identified.

Respectful Communications 

• You have the right to a respectful and harassment free workplace.  If you encounter
harassment on a social media site from the general public or a City employee, you
should report this to your supervisor immediately for appropriate action under the
City’s Respectful Workplace and Human Rights Policy and/or Criminal Law.

• The City’s Respectful Workplace and Human Rights Policy prohibits unlawful
harassment and discrimination and applies to all social media communications
whether such communications are posted during work hours, personal time at work,
or at home where you are identified as a City employee.

• Social media sites are not appropriate forums to engage in differences of opinion
with respect to work-related issues, engage in criticism of management or co-
workers (constructive or not), or address concerns regarding the performance or
competence of employees.

• You are prohibited from posting threatening comments and from the harassment
and bullying of co-workers, customers and others when using social media.

• You are prohibited from posting insubordinate, derogatory, defamatory,
discriminatory, or otherwise offensive comments in social media sites about the City
and any persons associated with and employed by the City of New Westminster,
elected officials and/or Boards, even if such persons are not directly identified.
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• Comments that would otherwise be inappropriate because they are considered
insubordinate, constitute harassment, result in a poisoned work place, or have
potentially negative consequences for the City should not be posted on social media
sites.

• You must respect your audience and should not use ethnic slurs, personal insults,
obscenity, or engage in any objectionable or inflammatory conduct that would not
be acceptable in the workplace.

Confidential Business Information 

• You must not breach your duty of confidentiality to the City.
• Social media discussions, comments and posts, including textual or visual material

(both during work time and personal time) should not disclose confidential business
information belonging to the City and any persons associated with and employed by
the City of New Westminster, elected officials and/or Boards.

• Confidential information includes any non-public financial or operational
information, and anything else that is of value to the City that is not already public.

• You must not use City identifiers, such as logos or trademarks without the express
consent of the City.

6. Monitoring

• The City reserves the right to monitor Internet use and the use of social media to
ensure Policy compliance.

• The City retains ownership of all computer systems and data.
• Social media usage on the City’s network, computers or electronic devices is neither

private nor confidential and may be monitored or recorded without any further
notice by the City as per the City’s Email/Internet Policy.

• The City reserves the right to investigate social media sites if any matter comes to its
attention which it considers may constitute a potential breach of this Policy.

• The City reserves the right, at any time and without any further notice, to revoke,
limit or alter your rights to access any Internet use, including the use of social media,
on your work computer or electronic devices.

7. Consequences of Non-Compliance

• Any breach or violation of this policy or the components contained herein, or any
breach of law, will be treated as misconduct regardless if it occurred during work
hours or otherwise and whether committed on City equipment or communication
systems or otherwise.
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• Any person suspected of breaching this Policy shall be required to cooperate with
any investigation.

• Misconduct will be reviewed and investigated without any further notice and may
result in disciplinary action being taken up to and including dismissal from
employment, legal action, and/or seeking restitution.

• The City reserves the right to require the removal of certain posts or content which
is deemed by the City to constitute a breach of this Policy or if it is necessary to
ensure compliance with applicable laws.

• Failure to comply with any such request may result in further disciplinary action
being taken.

8. Responsibilities

• Overall management of this Policy is the responsibility of the Director of Human
Resources.

• This Policy will be reviewed periodically by the Director of Human Resource and will
be amended or updated to ensure that it is current and relevant.
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Boards/Commissions/  
Committees/Panels 

Meeting 
Times 

Meeting Day Meeting Dates 

Access Ability Advisory 
Committee 3:00 p.m. Thursday February 9, April 13, June 15, October 12, December 14 

ACTBiPED 6:30 p.m. Wednesday February 15, March 8, April 5, May 3, June 7, September 20, October 18, November 22 

Advisory Planning 
Commission 

5:30 p.m. or 
6:30 p.m. Tuesday February 21, March 21, April 18, May 16, June 20, July 18, August 15, September 19, October 17, 

November 21, December 5 

Arts Commission 4:30 p.m. Thursday March 9, May 11, October 12, December 7 

Community Heritage 
Commission 6:00 p.m. Wednesday February 1, March 1, April 5, May 3, June 7, July 5, August 2, September 6, October 4, November 

1, December 6 
Community and Social Issues 

Committee 5:30 p.m. Tuesday March 21, May 23, October 3, December 5 

Economic Development 
Advisory Committee 8:00 am Friday March 3, May 5, October 6, December 1 

Emergency Advisory 
Committee 5:00 p.m. Wednesday March 8, June 7, October 11, January 10 (2018) 

Environment Advisory 
Committee 6:30 p.m. Wednesday February 22, April 19, June 21, September 13, November 15 

Electrical Utility Commission 1:30 p.m. Tuesday To be announced. 
Intelligent City Advisory 

Committee 9:00 a.m. Friday March 10, June 2, September 15, December 8 

Multiculturalism Advisory 
Committee 5:30 p.m. Wednesday To be announced. 

Neighbourhood Traffic 
Advisory Committee 5:30 p.m. Tuesday To be announced. 

New Westminster Design 
Panel 3:00 p.m. Tuesday February 28, March 28, April 25, May 23, June 27, July 25, August 22, September 26, October 24, 

November 28, December 12 
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Parks and Recreation 
Committee 6:00 p.m. Wednesday March 8, April 26, June 28, September 27, November 39, January 31 (2018) 

Public Art Advisory 
Committee 5:00 p.m. Thursday February 2, April 6, June 8, September 7, November 9 

Railway Community 
Advisory Panel 1:00 p.m. Wednesday April 12, September 13, January 10 (2017) 

Resident’s Association Forum 7:00 p.m. Wednesday To be announced. 
Restorative Justice 

Committee  - - To be announced. 

Seniors Advisory Committee 3:00 p.m. Thursday To be announced. 

Youth Advisory Committee 5:00 p.m. Thursday January 26, February 23, April 20, May 18 
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PERMISSION FORM 

From time to time, the City is asked to forward to committee, board, commission, panel, or task force 
members, information regarding City business not necessarily related to your appointment.  This could 
include invitations to workshops, forums, discussions, projects or other City and non-City events.   In 
order to deliver this type of information to you we need permission to use your personal information as 
listed below.  
__________________________________________________________________________________ 

I, ________________________ (please print) as a member of the __________________________ 

committee, board, commission, panel, or task force, agree that the City of New Westminster: 

May use my personal contact information to deliver to me information regarding, but not 
limited to; invitations, workshops, forums, discussions or other projects or functions not 
necessarily related to my appointment on the above-noted committee, board, commission, 
panel, or task force.  

Email address:  ______________________________________________ 

May not use my personal contact information to deliver to me information regarding, but not 
limited to; invitations, workshops, forums, discussions or other projects or functions not 
necessarily related to my appointment on the above-noted committee, board, commission, 
panel, or task force. 

This permission may be changed at any time by contacting your committee secretary.  The consent 
given here will cease when you am no longer a member of the above-noted committee, board, 
commission, panel or task force. 

Signature of Member:  _________________________________ Date:  ________________________ 

Received by:  ________________________________________   Date:  ______________________ 

This information is collected to facilitate communication between the City and committee members for none committee purposes.   It is collected under 
FOIPPA section 26 (d).  For further information about the privacy of this information please contact the Records and Information Administrator at 604-
515-3764, FOI@newwestcity.ca, 511 Royal Ave, New Westminster. 

5
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CORPORATION OF THE CITY OF NEW WESTMINSTER 

 

 
 
 

COMMUNITY HERITAGE COMMISSION BYLAW NO. 6423, 1997  
 

EFFECTIVE DATE: December 15, 1997 
 

CONSOLIDATED FOR CONVENIENCE ONLY 
(January 16, 2017) 

 
 
This is a consolidation of the bylaws listed below.  The amendment bylaws have 
been combined with the original bylaw for convenience only.  This consolidation 
is not a legal document.  Certified copies of the original bylaws should be 
consulted for all interpretations and applications of the bylaws on this subject. 
 

AMENDMENT BYLAW  EFFECTIVE DATE 
 
   6899     January 12, 2004 
   7119 (Sec 6)    September 11, 2006 
   7263 (Sec 4a, b)   September 15, 2008 
   7808 (Sec 4a, b, 5a)  February 1, 2016 
   7897 (Sec 4b)   January 9, 2017 
 
 
The bylaw numbers highlighted in this consolidation refer to the bylaws that 
amended the principal Bylaw No. 6423, 1997.  The number of any amending 
bylaw that has been repealed is not referred to in this consolidation. 
 
 

Obtainable from the City Clerk’s Office 
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CORPORATION OF THE CITY OF NEW WESTMINSTER 
 

BYLAW NO. 6423, 1997 
 

A Bylaw to establish the New Westminster Heritage Commission pursuant to 
Section 953 of the Municipal Act, R.S.B.C. 1979 

 
 
A. Section 953 of the Municipal Act, R.S.B.C., 1979, C.290, authorizes a 

local government, by bylaw, to establish a Community Heritage 
Commission to advise local governments on matters relating to heritage. 

 

B. Residents of the City of New Westminster recognize and value heritage 
as an important legacy of the City’s past.  They recognize that heritage is 
integral to the City’s identity and that it should be preserved and enjoyed. 

 
C. The Council of the City of New Westminster recognizes the need to 

effectively manage the City’s heritage resources to ensure their 
preservation for future generations. 
 

THE CITY COUNCIL of the Corporation of the City of New Westminster in 
open meeting assembled ENACTS AS FOLLOWS: 

 

  This Bylaw may be cited for all purposes as the “City of New 
Westminster Community Heritage Commission Bylaw No. 6423, 1997.” 

 

Title 

 

1. The Commission is an advisory commission of Council and shall be 
known as the “New Westminster Heritage Commission” (hereafter 
referred to as the “Commission”). 

 

Definitions 

2. (a) “City” means the Corporation of the City of New Westminster. 

(b) “Community Heritage Commission” means a body created or 
authorized by a local government to assist in the management and 
implementation of local heritage conservation planning. 
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Purpose of the Commission 

 

The purpose of the Commission will be to identify and advise the Council of the 
City of New Westminster on heritage issues within the City, particularly with 
respect to Part 27 of the Municipal Act. 

 

Terms of Reference of the Commission 

 

1. The Terms of Reference for the Commission are as follows: 
 

To advise Council and staff on matters related to the City’s heritage 
program, including: 

� continuing public education and awareness of heritage; 
� maintaining the City’s heritage register and heritage inventory; 
� supporting the conservation of heritage resources; 
� implementing policies to protect heritage resources; 
� monitoring of identified heritage resources and the heritage program; 
� promoting and enhancing City owned heritage resources; and 
� requesting expenditures for heritage purposes, with Council approval. 

 

Bylaw No. 6899, 2003, Bylaw No. 7263, 2008  

Commission Membership 

Bylaw No. 7808, 2015 

 

4. (a) The Commission shall be composed of eight (8) voting members. 

 

Bylaw No. 7808, 2015; 7897, 2016 

 
(b) Membership on the Commission shall consist of: 
 

Voting Members: 
 

• One Councillor 

• One member of the New Westminster Heritage Preservation 
Society 

• Six members of the community at large with the following 
interests and knowledge: 
- local heritage conservation; 
- architecture, planning and design; 
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- building construction; 
- landscape architecture and horticulture; 
- history; and 
- business and tourism 

 
Non-Voting City Staff Liaisons: 
 

• the Manager of New Westminster Museum and Archives  

• the City Librarian 

• the Director of Development Services (or designate) 

• a City staff secretary to prepare agendas and take minutes of 
the meetings” 

 

(c) When appointing members, Council may consider the interests, 
skills and experience necessary to carry out the Commission’s 
Terms of Reference.  All members shall serve without 
remuneration. 

 
Bylaw No. 6899, 2003 

 
(d) Attendance 
 Members shall advise the Recording Secretary of their intent to 

attend or be absent from a meeting.  Any member who is absent 
from three consecutive meetings of the Committee, or in excess of 
one-third of all meetings over any six month period without leave of 
absence from the Commission, or reason satisfactory to the 
Commission, shall be resolution of the Commission, cease to be a 
member of the Commission.  The City Council shall have the power 
to remove any member of the Commission at any time. 

 

Terms of Appointment 

Bylaw No. 7808, 2015 

5. (a) The City Clerk shall advertise, on behalf of Council, for residents 
interested in participating on the Commission.  All members shall 
be appointed by Council for a two year term, with members’ terms 
being staggered.  Members will be selected from applications 
submitted to Council.  Council shall review applications and appoint 
members to the Commission by resolution of Council in December 
of each year. 
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(b) A member of the Commission may not serve more than six 
consecutive terms, however, after at least one year out of office 
that member may be re-appointed. 

 

(c) In the event of a vacancy, City Council may appoint a person to fill 
such a vacancy for the remainder of the term. 

 

Meetings 

 

Bylaw No. 7119, 2006 

6. (a) The Councillors serving on the Commission shall be appointed as 
Chair and Deputy Chair.  In their absence, the members shall 
select one of the voting members to act as Chair at that meeting. 

 (b) The Commission shall meet at the call of the Chair.  Residents are 
allowed to attend Commission meetings, but must have permission 
of the Chair if they wish to make a presentation to the Commission. 

 
(c) The Chair presides at all meetings and decides any points of order 

that may arise. 
 
(d) A quorum for the meeting shall be a majority of voting members of 

the Commission. 
 

(e) Expenditures of the Commission and its sub-committees will 
require a request to the City Treasurer.  Expenditures must be 
approved by City Council. 

 

(f) The Commission, may when necessary, establish sub-committees 
or task forces of a permanent or temporary nature to carry out 
duties of the Commission and report back to the Commission.  
Sub-committees will not have budget authority. 

 
(g) The Commission may request persons with a particular expertise to 

make presentations before the Commission on heritage related 
matters. 

 

(h) Regular meetings procedures of the City of New Westminster will 
apply to meetings of the Commission. 
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City of New Westminster   
 

R E P O R T  

 
DEVELOPMENT SERVICES DEPARTMENT 

 

To:                Community Heritage Commission 

 

Date: February 1, 2017 

From: Julie Schueck 

Heritage Planner 

 

File: HER00588 

Subject: 234 Second Street – Heritage Alteration Permit to build a New House in the 

Queen’s Park Neighbourhood 

 

 

PURPOSE 

 

On March 30, 2017, Council supported the demolition of the 1890 house at 234 Second 

Street and an application for a Heritage Alteration Permit to build a new house on this 

property has been submitted. The application was reviewed by the Queen’s Park 

Technical Review Panel on January 17, 2017 and their comments form part of this report. 

 

As per the Heritage Control Period administrative policy, the Community Heritage 

Commission is being asked to review the application for its design in the context of the 

heritage character of the Queen’s Park neighbourhood and to provide Council with a 

recommendation.   

 

A Site Location Map can be found in Appendix 1. 

 

POLICY CONTEXT 
 

Heritage Control Period 
 

Section 608 of Part 15 of the Local Government Act provides that a local government 

may identify a specific area for heritage conservation planning by adopting a bylaw 

declaring a period of up to one year during which all properties within the area would be 

subject to additional oversight of development.  

 

On June 15, 2016, Council adopted the Queen’s Park Heritage Control Period Bylaw. Per 

that bylaw, all new construction of single detached dwellings within the Queen’s Park 

must receive a Heritage Alteration Permit (HAP) in order to begin construction. 
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Heritage Alteration Permit 
 

A Heritage Alteration Permit, allowed through Sections 617 and 618 of the Local 

Government Act, is a permit issued by either Council or its delegate that authorizes 

alterations or other actions for property that is protected heritage property, such as those 

under a Heritage Control Period. It may not vary density or flood plain specifications.   

 

Council or its delegate may refuse to issue a Heritage Alteration Permit if they feel that 

the work proposed is contrary to the purposes of the Heritage Control Period. However, 

should a permit be denied, the City must inform the applicant of the requirements or 

conditions under which the property could achieve the site’s development entitlements. 

 

BACKGROUND 
 

Goal of the Control Period 
 

Heritage Control Periods are considered a method to achieve temporary protection under 

Section 608 (1) of the Local Government Act. The goal of the Control Period is to control 

the loss or alteration of dwellings and street character in the neighbourhood while 

exploring the implementation of a Heritage Conservation Area. 

 

HAP Application Process in Queen’s Park  
 

Following Council issuance of a HAP for demolition, the applicant would need to submit 

a second HAP application for the new building which would be reviewed by Technical 

Review Panel and the Community Heritage Commission with their recommendations 

going to Council for the consideration of the HAP issuance. 

 

HAP Application Review Bodies 

 

Role of Technical Review Panel 

 

As per the endorsed review process, HAP applications are reviewed by a Technical 

Review Panel established by the City. The Panel’s comments are forwarded to Council 

for their use in consideration of the application. The Review Panel evaluates HAP 

applications on technical, practical, and design aspects, and against the City’s interim 

evaluation criteria. 

 

Council endorsed the use of the existing Queen’s Park Historic District Residential 

Design Guidelines as criterion against which the Technical Review Panel would evaluate 

HAP applications (see Appendix 2). 
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Role of Community Heritage Commission 

 

As per the Control Period Bylaw and the endorsed review process, HAP applications are 

reviewed by the Community Heritage Commission (CHC) and a recommendation is 

provided by them to Council. As representatives of the community’s voice on heritage 

issues, the CHC evaluates the HAP application against the principles of heritage 

conservation and the City’s heritage policies. In the case of new construction, the CHC 

evaluates the proposed design in the context of the heritage character of the Queen’s Park 

neighbourhood. 

 

How is the Design for a New House Evaluated? 
 

New buildings in the Queen’s Park neighbourhood are required to apply for and be issued 

a HAP before applying for a Building Permit. A HAP for new construction is evaluated 

on the following two aspects: 

• Design 

• Context 

 

Design 

 

In the absence of the guidelines that would be created through the potential Heritage 

Conservation Area, staff use, as a benchmark for assessment of the designs, the 

following: 

 

• The voluntary Queens Park Historic District Residential Design Guidelines 

developed in 1999 

• The neighbourhood’s Heritage Value Statement created by consultants in 2008 

• The summary of Historic Values for the Queen’s Park Neighbourhood, developed 

by the Working Group as part of the Neighbourhood Heritage Study (2014-2016) 

 

Context 

 

The proposed design of a new house is also evaluated in terms of its appropriateness to 

the context of both the streetscape and the neighbourhood. For example, does the 

streetscape consist of mostly single storey ranchers and the proposed new house is tall 

and narrow? Or is the proposed design intending to use material that is not common to 

the neighbourhood?  
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DISCUSSION 
 

Property Description and Context 

 

234 Second Street is located in the south-eastern corner of the Queen’s Park 

neighbourhood. There are eight frontages consisting of single-detached houses along that 

side of the 200-block of Second Street.  The site is fairly flat. The existing house to the 

immediate south of the subject property contains a one storey 1971 single unit house. 

Next to that is a 2 ½ storey 1909 house with multiple units. The house to the immediate 

north is two storeys and was constructed in 1941. 

 

Site Statistics  

Frontage:  45.51 ft/ 13.87 m 

Average Depth:  131.99 ft/ 40.23 m 

Area:  6,006 sqft/ 558 sqm 

 

Project Description  

 

The proposal is to build a new, single detached house with no secondary suite. A 

proposed site plan and elevation drawings of the exterior design are attached as Appendix 

3.  

 

Project Statistics 

Floor Space Total: 3,002.34 sqft 

Floor Space Ratio: 0.50 (max permitted under RS-1) 

Parking Spaces: 2 

 

Proposed Design 

 

The proposed new house design follows the Craftsman/ Western Shingle style that was 

popular in the Lower Mainland from the 1880s to the 1930s. It contains such traditional 

features as horizontal siding on the lower portion of the house, shingled siding on the 

upper portion of the house, a shingled roof, exposed rafter tails, and brackets under the 

eaves and windows. The house would be two storeys with no chimney.  

 

The proposed design conforms to the Queen’s Park Historic District Residential Design 

Guidelines through the following elements: 

 

• Floor levels are expressed through building elements such as the porch and the 

windows; 

• The overall building proportion is balanced; 

• The main floor is three steps above grade; 
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• A traditional roof form is used with steep roof pitch; 

• Dormers have been used; 

• Windows facing the street have wide muntins; 

• Window sizes are appropriate for the function of the rooms; 

• An unusual small diamond-shaped window is placed on the front façade near the 

front door; 

• The front door is above grade and has side glazing; 

• There is a recessed and open front porch as a primary element of the front façade; 

• The front porch has a wood detailed railing; 

• There are wide bargeboards and the windows have wide trims; 

• Exterior siding and shingles are wood and are used on all elevations. 

 

Proposed Materials  

 

The following are the materials proposed for the exterior cladding, with colours indicated 

in brackets, where applicable: 

 

• Asphalt shingles (charcoal) 

• Wood louvre gable vents  

• Horizontal wood bevel siding, 5.5”(Victorian Peridot) 

• Stained cedar shingles on elevations (Victorian Peridot) 

• 2”x10” wood horizontal band board (Oxford Ivory) 

• Columns, cedar (Oxford Ivory) 

• Vinyl framed windows ( Oxford Ivory) 

• Stained fir solid wood door with sidelite  

• Wood porch floor and steps  

 

The proposed paint colours were selected from the Benjamin Moore Historic True 

Colours Palette.  

 

Technical Review Panel Comments & Recommendation 
 

Acknowledging that the previously provided comments were substantially addressed, the 

Panel supports the proposed design. The application for new construction at 234 Second 

St is recommended to proceed to a review by the CHC at their next regularly scheduled 

meeting. 

 

As a final improvement, the Panel would like to note that in the Craftsman style, the 

lower floor’s horizontal siding is traditionally painted a darker shade or colour than the 

shingles on the second storey above. Similarly, the Panel noted that, as traditional 

Craftsman homes did not include white as an exterior colour, the applicant could consider 
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buff for trim, soffits and details rather than the proposed “Oxford Ivory”. This suggested 

colour scheme would better align with the design approach of the historic Craftsman 

style. 

 

As soffit lights can greatly detract from a traditional design approach, the Panel also 

recommends that the following notation be added to the drawings: “Roof soffit lighting 

shall not be installed except at main floor porches”.   

 

OPTIONS 

 

The following options are available for consideration by the Community Heritage 

Commission: 

 

1) That the Community Heritage Commission recommends that City Council support 

the Heritage Alteration Permit for the new house at 234 Second Street;   or 

 

2) That the Community Heritage Commission recommends that City Council not 

support the Heritage Alteration Permit for the new house at 234 Second Street; or  

 

3) That the Community Heritage Commission gives an alternative recommendation. 
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Site Plan and Elevation Drawings 
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January 6, 2017 

 

 

Jake & Christie Power         File #HER00588 

234 Second St 

New Westminster, V3L 2K6 

 

 

New Westminster Technical Review Team and Community Heritage Commission 

City of New Westminster 

 

Dear Review Team and Commission members, 

 
Please accept this letter of explanation along with the 4 colored elevations for the second HAP 

application review of a proposed single family home at 234 second street. We appreciated the 

straightforward requests and information from both the Queen’s Park Technical Review Panel and the 

Planning Analyst – Britney Quail – in helping us to make the requested revisions. We are very pleased 

with the changes as they improve the overall look of the elevations. 
  

In point 1 of the letter dated Dec 13 (Doc#968825) the Panel conveyed suggestions in regards to 

window scale and elevation details. We have addressed most of the requested points as follows: 

- The large front windows have been reduced in size and centered 

- The support brackets for bays and roof overhangs have been moved in from the corners in all 

locations and are the same everywhere. 

- Gable vents were changed to wood louvres and the size has been standardized. They will not 

look like 'vents', but instead look like horizontal siding with gaps on the underside. 

- Gable end “keystone” motifs have been removed as requested 

- We attempted to consolidate the window pair on the west elevation into one bay adding a shed 

dormer above, but we decided against it for two reasons.  First, New West zoning bylaw only 

allows a max width of 5 feet for any bay window projecting into a side yard. Second, the shed 

roof looked nice on the drawing, but was going to add a lot of work, cost and complication for a 

part of the house which is not very visible to anyone. 

 

 

In point 2 of the same letter, the Panel conveyed suggestions in regards to the appearance of the front 

entryway. We addressed most of those suggestions as follows: 

- The suggestion to raise the front entryway and the whole house 2-3 feet is a good one for the 

appearance of the front yard, but we immediately came into conflict with zoning restrictions 

when we attempted to make changes. Due to the sloping nature of the lot, the designed house 

is already 3.5’ above the grade. If we were to raise the house at all, we would be infringing on 

the zoning rules and we would have to completely redesign the roofline and lower the interior 

ceiling heights. 

- We narrowed the front entry steps for the front porch. 

- We added another column and a detailed wooden porch railing along the front. 

 

 

Attached you will see our updated elevation drawings. Included in the elevation drawings is the color 

scheme and material list. 
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If you have any questions in regards to the drawings or anything else, please don’t hesitate to reach out 

with an email or phone call. Our contact information is listed below. 
  
Kind Regards, 
  

 

 
Jake and Christie Power 

Jake email: jakep@powerwood.com  |  Cell: 778-558-1602 
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AS NOTED NOVEMBER 2015

 RA

POWER RESIDENCE
234 SECOND STREET
CITY OF NEW WESTMINSTER
 
 
 

A1.0

ZONING INFORMATION:

Written dimensions shal l have precedence over scaled dimensions.  Contractor shal l
verify and be responsible for al l dimensions and conditions on the job, shall  request
clarif ication of errors, discrepancies, or doubtful information contained in contract
drawings and documents.  Failure to obtain such clarification renders the contractor
responsible for any resulting improper work and the cost of rectification.

Copyright reserved.  This plan and design is and at a ll times remains the 
exc lusive property of Ron Allen Architect Inc. and cannot be used or
reproduced without the express consent of Ron Al len Architect Inc.

NO. DATE REVISIONS BY

SUB- CONSULTANTS:             

STREET ADDRESS: 234 SECOND STREET, CITY OF NEW WESTMINSTER

LEGAL DESCRIPTION: SOUTHERLY HALF LOT 4 OF LOT 67 SUBURBAN BLOCK 5
GROUP 1 NWD PLAN 2620

LOT SIZE 45.5 WIDTH X 132.O FEET DEEP

6006 SQ. FEET

ZONING: RS-1

ALLOWABLE FLOOR AREA: 50% 3001.5 SQ.  FT.

PROPOSED FLOOR AREA: MAIN FLOOR 1528 SQ.FT.
UPPER FLOOR 1421 SQ.FT.

TOTAL 2949 SQ.FT

ALLOWABLE SITE COVERAGE:

PRINCIPLE BUILDING 35% 2102 SQ.  FT.
DECKS & PORCHES 10% 600 SQ.  FT.
DETACHED GARAGE 10% 600 SQ. FT.

PROPOSED SITE COVERAGE:

PRINCIPLE BUILDING 29% 1715 SQ. FT. 
DECKS & PORCHES  6% 400 SQ.  FT.
DETACHED GARAGE 10% 600 SQ. FT.

SETBACKS: ALLOWABLE PROPOSED

FRONT: 25'-0" 25'-0"

REAR: 10% or 25' -0" max 49'-0"

SIDEYARD NORTH: 10% - 4.55 FEET 4.55 FEET

SIDEYARD SOUTH: 10% - 4.55 FEET 4.55 FEET

PROJECTIONS INTO REQUIRED YARDS: ALLOWABLE PROPOSED

FRONT 4.0 FEET NONE

REAR 4.0 FEET NONE

EAST 2.25 FEET NONE

WEST 2.25 FEET 1.0 FEET

HEIGHT: ALLOWABLE: PROPOSED

25'-0" TO MIDPOINT 23.77 FEET  (320.375 FEET)
FROM EAVES TO PEAK

35'-0" TO PEAK 28.15 FEET    (324.75 FEET)

AVERAGE GRADE  296.6 FEET  (4 CORNERS OF PROPERTY)

DETACHED GARAGE:

AREA:   21'-0" X 28'-6" = 598.5 SQ.FT.

SITE COVERAGE:  10%

SETBACKS: FROM ANTHONY COURT 5'-0"

SIDEY YARD 3'-0"

MAXIMUM HEIGHT- ONE STOREY - 12 FEET TO  RIDGE

ROOF PITCH - 2 IN 12

AVERAGE GRADE AT 4 CORNERS -  297.6

HEIGHT AT  PEAK OF  SLOPED ROOF - 309.25 

HEIGHT = 309.25 - 297.6 = 11.65 FEET 

HEIGHT ABOVE FINISH FLOOR:

309.25 - 297.0 (GARAGE FLOOR ELEV.) = 12.25 FEET

1

2        

3

4

5

6

7

8

RON ALLEN 
ARCHITECT INC. 
3691 WEST 19TH AVE.
VANCOUVER, B.C. V6S 1C5
(604) 688-6532 
ronal len@aebc.com

FEB. 24/16 PRELIMINARY REVIEW 

NOV. 16/16 OVERALL REVISION
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Written dimensions shall have precedence over scaled dimensions.  Contractor shall
verify and be responsible for all dimensions and conditions on the job, shall request
clarif ication of errors, discrepancies, or doubtful information contained in contract
drawings and documents.  Failure to obtain such clarif ication renders the contractor
responsible for any resulting improper work and the cost of rectif ication.

Copyright reserved.  This plan and design is and at all times remains the 
exclusive property of Ron Allen Architect Inc. and cannot be used or
reproduced without the express consent of Ron Allen Architect Inc.
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RON ALLEN 
ARCHITECT INC. 
3691 WEST 19TH AVE.
VANCOUVER, B.C. V6S 1C5
(604) 688-6532 
ronallen@aebc.com

SCHEDULE OF COLOURS

STAINED WOOD BEVEL SIDING AND SHINGLES
BENJAMIN MOORE HISTORICAL TRUE COLOURS

VICTORIAN PERIDOT - VC-17

EXTERIOR WOOD TRIM- FASCIA BOARDS, WINDOW TRIM, COLUMNS ETC.
BENJAMIN MOORE HISTORICAL TRUE COLOURS

OXFORD IVORY - VC-1

ASPHALT SHINGLES

CAMBRIDGE - DUAL BLACK

WINDOW FRAMES, EXTERIOR DOORS, GUTTERS & RWL'S

BENJAMIN MOORE HISTORICAL TRUE COLOURS
EDWARDIAN PEWTER - VC-23
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A5.1
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City of New Westminster 

Development Service Department – Planning Division 

511 Royal Avenue  

New Westminster BC  V3L 1H9 

Phone: 604 527-4532  Fax: 604 527-4511 

www.newwestcity.ca 

 
 

Community Heritage Commission 

Meeting Dates 2017 
 

 

Regular meetings of the Community Heritage Commission are 

typically held at 6:00 p.m., on the 1
st
 Wednesday of the month (except for 

July and August which will be at the call of the Chair),  

in Committee Room No. 2 at City Hall. 

 

 

Meeting Dates 
 

January 4 

February 1 

March 1 

April 5 

May 3 

June 7 

September 6 

October 4 

November 1 

December 6 
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