
PARKS & RECREATION COMMITTEE 
Wednesday, February 27, 2019, 6:00 p.m. 
Queen’s Park Arena – Powerplay Room 

AGENDA 

Call to Order 

1.0 ADDITIONS / DELETIONS TO THE AGENDA 

Motion to Add or Delete Items from the Agenda. 

2.0 ADOPTION OF MINUTES 

2.1 Adoption of the Minutes of January 30, 2019 

3.0 PRESENTATIONS 

3.1 Oath of Office – Carilyn Cook, Committee Clerk 

3.2 Parks and Recreation Committee Orientation – Carilyn Cook, Committee Clerk 

3.3 Esplanade Tugger Replacement Proposal – Erika Mashig, Manager Arboriculture, 
Horticulture, Parks & Open Space Planning 

3.4 Arts Council of New Westminster – Stephen O’Shea, Executive Director 

3.5 New Westminster Aquatic and Community Centre Update – Steve Kellock, Senior 
Manager, Recreation Services & Facilities 

4.0 UNFINISHED BUSINESS 

No items 

5.0 REPORTS 

No items 

6.0 CORRESPONDENCE 

No items 
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Parks & Recreation Committee Agenda  
February 27, 2019 

 
7.0 NEW BUSINESS 
 
7.1 Election of Alternate Chair - Committee 
 
8.0 NEXT MEETING 

 
Wednesday, April 24, 2019, 6:00 pm.  Location: Queensborough Community Centre 

 
 
9.0 ADJOURNMENT 
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PARKS & RECREATION COMMITTEE 
 

Wednesday, January 30, 2019, 6:00 p.m. 
Queen’s Park Arena – Powerplay Room 

 
MINUTES 

 
 
MEMBERS PRESENT: 
Councillor Jaimie McEvoy - Chair, City Council Member 
Aran Armutlu - Community Member 
Shawna Barkley - Community Member 
John Davies - Alternate Chair, Community Member 
Andrew Hull - Community Member 
Deanna Tan  - Community Member 
 
MEMBER REGRETS: 
Brynn Bourke - Community Member  
Maryam Naser - SD40 Representative 
Ronnie Nicolasora  - Community Member 
 
GUEST: 
Lauren Holmes - Local Resident 
Andrew Culp - Local Resident 
 
STAFF PRESENT: 
Dean Gibson - Director of Parks and Recreation  
Ron Booth - Manager, Queen’s Park Facilities 
Nell Gasiewicz - Parks and Open Space Planner 
Carilyn Cook - Committee Clerk  
 
 
Note:  Ron Booth, Manager, Queen’s Park Facilities, conducted a tour of the Queen’s 
Park Arena for Committee members prior to the start of the meeting.  
 
The meeting was called to order at 6:00 p.m. 
 
 
 
 
 
 
 



 

1.0 ADDITIONS / DELETIONS TO THE AGENDA 
 

1.1 Additions/Deletions to Agenda 
 

MOVED and SECONDED 
THAT the Agenda for the Parks and Recreation Committee meeting scheduled 
January 30, 2019 be adopted as circulated.  

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

2.0 ADOPTION OF MINUTES 
 

2.1 Adoption of the Minutes of November 28, 2018 
 
 MOVED and SECONDED 
 THAT the Minutes of the Parks and Recreation Committee meeting held November 

28, 2018 be adopted as circulated.   
CARRIED. 

 All members of the Committee present voted in favour of the motion.  
 

3.0 PRESENTATIONS 
 
3.1 Queen’s Park Facilities Operations Overview – Ron Booth, Manager of 

Queen’s Park Facilities 
 

Mr. Booth introduced himself and provided the following overview:  
 
Queens Park Arena (QPA) 
 
 The QPA has ice for seven months of the year which is mostly used for 

minor hockey and ringette. The dry floor is used for lacrosse, from Senior 
A down to the minors; 

 Special events held at the QPA include memorial services as well as the 
New Westminster Secondary School graduation ceremonies;  

 The walkway around the top of the arena is often utilized by people as a 
walking track and for other forms of exercise; 

 Both the QPA and the Moody Park Arena have electric ice resurfacing 
(Zamboni) machines, resulting in no air pollution in the rinks from 
combustion engines; 

 Staff are continuously working to ensure that both of the arenas’ systems 
and machinery are properly serviced  and remain in good working order; 
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 The City has a three-year plan to replace some major components and move 
into new technology which will significantly reduce the amount of 
ammonia used at both of the arenas;   

 While a consultant has shared that, structurally, the QPA is in great 
condition, the City continues to update and replace elements that require 
attention such as exterior stucco, etc.; and,  

 Staff strive to maintain a balance between filming usage and park users as 
the facilities are often booked for film parking and, occasionally, for actual 
filming which is arranged through the City’s Filming Coordinator.  

 
Moody Park Arena (MPA) 
 
 General public use includes all city-run skate lessons, school bookings, 

special events, and the skate shop; 
 The arena serves as a home rink for the Metro Minor Ball Hockey League; 
 New Westminster Secondary School students, along with special needs 

kids, participate jointly in a community development program at the arena;  
 The lacrosse partnership program enables staff to visit local elementary 

schools to teach basic lacrosse skills to students as part of their physical 
education curriculum.  This initiative is funded by the Metro Minor 
Lacrosse League and often remains an ongoing school gym activity; 

 Approximately 22,000 people attend the public skates annually, with about 
60 percent of those patrons participating in the Loonie skate; and,  

 Approximately 100 pairs of skates are rented out each day. 
 

Dean Gibson, Director of Parks and Recreation, took a few minutes to 
acknowledge Mr. Booth’s hard work over the years, noting that the City was very 
fortunate to have Mr. Booth as the manager of the arenas and Queen’s Park as he 
has been with the City for many years and brings an abundance of knowledge to 
his position.  Mr. Gibson also commended Mr. Booth’s excellent support staff, as 
well as the great leadership provided over the years by both Mr. Booth and Mark 
Stevens, Queen’s Park Maintenance Supervisor.    
 
In response to questions, staff advised:  
 
• There are over 100 photographs that could be included in a history project of 

the QPA and the Queen’s Park facilities.  Last year a Jane’s Walk tour was 
conducted which included the history of the development of the Park and the 
origins of New Westminster; and,  

• Ammonia is used for heat transfer from the ice rinks in order to maintain the ice 
surface.   
 

Procedural note:  Mr. Booth left the meeting at 6:10 p.m.  
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3.2 Off Leash Dog Area Lighting – Lauren Holmes, Local resident 
 

Ms. Holmes commenced with her on-table presentation of New Westminster dog 
park facilities and the possibility of implementing in-ground solar lighting to 
extend daily park usability during the winter months.   
 
In response to questions, staff advised:  
 
• Currently, the City does not have a tool to record the timing and usage of the 

dog parks; and,  
• User activated lights on a timer may be the most practical way to provide 

lighting at the dog parks as this system is currently utilized at various sports 
courts located in Moody Park.  This may also provide additional safety benefits 
for park users.   

 
Further discussion ensued, and the Committee provided the following comments:   
 
• Crime Prevention Through Environmental Design (CPTED) guidelines 

recommend to not to have nighttime lighting in parks, however, they do 
recommend having dog walkers in parks, so there could be opportunity for 
compromise; and,  

• The lights should be located above ground so they are not damaged by dogs 
running and playing.  

 
MOVED and SECONDED 
THAT staff report back on the feasibility of lighting in the City’s dog parks.  
  

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

 
4.0 UNFINISHED BUSINESS  
 
 There were no items.  
 
5.0 REPORTS 

 
5.1 Downtown Off Leash Dog Area Relocation – Nell Gasiewicz, Parks and Open 

Space Planner   
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Ms. Gasiewicz provided a presentation on the Downtown Off Leash Dog Area 
Relocation. 
 
In response to questions, staff advised:  
 
• The decline in tree health in the Moody Park dog area is a condition related to 

the ongoing compaction of the soils, and while this is not an overwhelming 
factor, it is considered in future off leash area planning; 

• While there is a strong desire from small dog owners to have a small dog area 
in order to avoid conflict with larger dogs, staff are considering all options in 
order to satisfy everyone’s needs;   

• Although off leash dog area planning already sees a fairly high response rate 
from residents, the City is always seeking new ways to reach out to citizens;    

• The City needs to keep in mind that, in the longer term, land area uses in the 
Albert Crescent Park area will be impacted by the new Pattullo Bridge and the 
resulting change of road network; and,  

• With respect to developers and owners renting vacant land to the City for 
temporary dog park use, specifically beside the Hyack Excel Tire store at 66 
Sixth Street and next to New Westminster Station at 812 Columbia Street, staff 
advised that, while this may be taken into consideration, it should be noted that 
historically the public will forget that the land use was for a temporary period 
of time and the land owner may end up being viewed in an unfavourable light 
when the contract ends.  

 
MOVED and SECONDED 
THAT Staff proceed with the recommended Option A, Simcoe Park north, with the 
inclusion of a small dog off-leash area at the site.  

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

 
5.2 Connaught Heights Park Playground Redevelopment - Nell Gasiewicz, Parks 

and Open Space Planner 
 

Ms. Gasiewicz commenced with her presentation.   
 
In response to questions, staff advised:  
 
• Community gardens received an unenthusiastic reception by those who 

attended the open houses; 
• A school requesting to use park space for gardening as part of the academic 

program would typically have to present a formal application to the City, 
outlining why they are unable to have a garden on school property; 
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• The City’s arborist has been on site and all healthy trees will remain, while the 
other trees will be replaced;  

• Staff had difficulty getting responses to the survey and those that did respond,  
preferred Option C first, Option A second, and Option B third; and,  

• The same number of swings will be installed at the Park as what is currently 
there, including a special needs swing.  However, many people have requested 
the installation of additional swings, and since they require a lot of space for 
safety reasons, the City may consider a design option that can accommodate 
more than one swing and hold a number of kids at once while at the same time 
encouraging them to interact with one another.  This matter will be addressed 
at the next open house.  

 
Further discussion ensued, and the Committee provided the following comments:   
 
• Based on the popularity of ziplines at Queen Elizabeth Park in Vancouver and 

Lion’s Park in Port Coquitlam, it was suggested that a zipline be included in 
the new park. It was noted that smaller ziplines do not require supervision as 
compared to commercial ziplines in forest settings;  

• The addition of a zipline could be prioritized due to their popularity at other 
parks, even though staff have not completed a costing for the inclusion of such 
an apparatus;   

• The City needs to also consider planting additional trees in the greenspace as 
we need to think about how our parks are going to be in years to come and not 
just over the next few years; and,  

• It is nice that the newer parks in the City contain elements that have distinctive 
looks and features and will not be married to a specific era as we have seen 
with parks in the past. 

 
MOVED and SECONDED 
THAT the Parks and Recreation Committee supports, in principle, the preferred 
Option C for the Connaught Heights Park Playground Redevelopment as 
presented.  

CARRIED. 
Deanna Tan voted in opposition of the motion.   

 
6.0 CORRESPONDENCE  
 

There were no items. 
 

7.0 NEW BUSINESS 
 
7.1 Riverfront Park Workshop Volunteers – Dean Gibson, Director of  

Parks and Recreation  
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Mr. Gibson advised the Committee that the City is gearing up to host a 3rd open 
house for Riverfront Park, an expansion of Westminster Pier Park.   He shared that 
due to the significance of the Park and the prominence it will have in the 
community, the City will host a workshop session that includes invited 
stakeholders who will work through what the preferred option for the Park would 
look like and asked for three volunteers from the Committee to attend the 
Tuesday, February 12th workshop from 6:00 p.m. to 8:00 p.m. at City Hall.  A 
follow up email will be sent to members and this item will come back to the 
Committee for further discussion.   

 
8.0 NEXT MEETING 

 
Wednesday, February 27, 2019, 6:00 pm.  Location: Queen’s Park Arena 

 
9.0 ADJOURNMENT 
 

ON MOTION, the Parks and Recreation Committee meeting was adjourned at 
7:35     p.m. 

  CARRIED. 
Certified correct,  
 
 
 
 
Councillor Jaimie McEvoy 
Chair 

 Carilyn Cook 
Committee Clerk 
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Parks and Recreation Committee   2019 
Orientation Package 

1. Committee Terms of Reference

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

meetings

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

4. Social Media Policy (Human Resources Policy)

5. Committee Meeting Schedule
Also available at: https://www.newwestcity.ca/committees/meeting-schedules

6. Freedom of Information (FOI) Permission Form
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PARKS AND RECREATION COMMITTEE 

 
Terms of Reference 

 
Mandate: 
 
1. To advise Council on parks and recreation issues referred to the committee for further 

examination. 
 
2. To monitor ongoing aspects of the delivery of recreational services by the New 

Westminster Parks and Recreation Department, and, when necessary, make 
recommendations to Council. 

 
3. To advise Council in matters pertaining to the operations of the New Westminster 

Museum and Archives and to monitor the ongoing aspects of the delivery of services at 
the New Westminster Museum and Archives. 

 
Voting Members: 
 
The Committee shall consist of 9 members, as follows: 
 
• Members of Council (1) 
• Representatives from the community (7), of which at least one shall have a background 

and/or interest in museums and archives  
• Representative from the School Board (1) 
 
Advisors: 
 
• Representatives from the Parks and Recreation Department 
 
Term: 
 
The term for all voting members appointed by City Council will be the period from February of 
the year to January of the following year. 
 
Chair: 
 
The member of City Council shall be designated Chair.  At the first meeting of the year, voting 
members shall elect an acting chair from its membership to preside over meetings when the 
Chair is absent. 
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Attendance: 

Members shall advise the Recording Secretary of their intent to attend or to 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 
Committee, or a reason satisfactory to the Committee, shall by Committee resolution, cease to be 
a member of the Committee.  The City Council shall have the power to remove any member of 
the Committee from office at any time. 

Quorum: 

A quorum shall consist of half the voting members plus one. 

If a quorum is not present within 30 minutes following the time at which the meeting was to 
commence, the Recording Secretary shall record the names of the members present at the 
meeting, and the meeting shall stand adjourned. 

Rules of Procedure: 

Committee procedures shall be governed by: 

1. The Council Procedure Bylaw; and
2. The “Rules of Conduct:  Standing Committees and Advisory Bodies” provided, and as

revised from time to time.

Amended:  Inaugural Meeting of Council, December 6, 1999 
Amended:  Closed Meeting, December 8, 2003 
Amended:  Closed Meeting, January 12, 2004 
Amended:  Closed Meeting, January 16, 2006 
Amended:  Closed Meeting, December 10, 2007 
Amended:  Closed Meeting, November 30, 2009 
Amended:  Special Closed Meeting, January 18, 2010 
Amended:  Regular Council Meeting, March 15, 2010 
Amended:  Regular Council Meeting, April 12, 2010 
Amended: Regular Council Meeting, January 18, 2016 (temporary amendments) 
TOR reverted back to April 12, 2010 version on February 1, 2017 
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RULES OF CONDUCT FOR  
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. 
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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. 
 
ROLES AND RESPONSIBILITIES 
 
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 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. 
 
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. 
 
THE ROLE OF THE CHAIR 
 
Subject to specific Terms of Reference or bylaw, 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. Additionally, the Chair will: 
 

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

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

the agenda; 
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• Enforce the rules of conduct and decorum;
• Maintain a speakers list and ensure that members do not interrupt each other, staff,

presenters and guests or speak out of turn;
• Respect each members’ views;
• Seek agreement and build consensus;
• Ensure that Committee members’ present clear and succinct motions for the

Committee to vote on; and,
• Clarify misunderstandings or request 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: 

• Participate in the committee as per the Meeting Protocol (see below) and
Committee Meeting Operating Procedures (Appendix A)

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

• Review the agenda package prior to the meeting;
• Raise their hand during discussion to have their name added to the speakers list;

and,
• Respectfully listen and speak to staff, presenters, guests, and other members

during discussion.

MEETING PROTOCOL 

The following is the protocol which must be adhered to by all Committee members: 

• Regularly attend meetings and participate fully;
• Listen to others and observe the rule of one speaker at a time;
• Speak when acknowledged by the Chair and through the Chair;
• 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;
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• Never use position to secure advantage;
• Never disclose confidential information; and,
• Declare a conflict of interest and withdraw from Committee participation on any

matter that involves a direct or indirect personal or financial interest.

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 whose role is to: 

• Develop the agenda in partnership with the Committee/Recording Clerk and
provide necessary supporting material;

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

COMMITTEE MEETING LOGISTICS 

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.  

MEETING LOCATIONS 

Committee meetings will be held in public locations, accessible by all members of the 
public, such as City Hall, Parks and Recreation meeting rooms and other civic buildings. 
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ATTENDANCE OF COMMITTEE MEMBERS 

Appointed members to an Advisory Committee are required to attend regularly scheduled 
meetings. The Committee Clerk, Recording Clerk and/or the Chair must be notified 
in advance of the meeting should a member be unable to attend. 

Depending on the Committee’s Terms of Reference, 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. 

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’s Staff Liaison and 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 
statute or establishing bylaw. 
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COMMITTEE MEETING PROCEDURES AND RULES OF ORDER 

QUORUM 

A quorum of Committee members for Advisory Committee meetings is determined by 
the Terms of Reference or bylaws for the Committee. A committee cannot take action if 
a quorum is not present. Committee members shall be responsible for advising staff of 
whether or not they are able to attend a meeting. 

Unless otherwise stipulated, a quorum shall be half the currently appointed voting 
members plus one. 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. 

When a quorum is not present thirty (30) minutes after the time established for a 
Committee meeting to start, the meeting will be called to order, the person responsible for 
recording the minutes shall record the names of those members present and the meeting 
will be adjourned. If quorum is not achieved or is lost during the meeting, and members 
remain to discuss issues, 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 City prefers not to continue the meeting in order save 
City resources. 

OPEN & CLOSED MEETINGS 

The Local Government Act requires that all meetings of advisory committees and bodies 
established by Council be open to the public. 

If a portion of the meeting agenda requires a confidential discussion, as per Section 90 of 
the Community Charter, then the meeting must be posted as a Closed Meeting 24 hours 
before the meeting is due to start.  

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 (Appendix B) on

which the meeting is to be closed.

If there are any questions about the procedures for Closed meetings, please refer them to 
the City Clerk. 
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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. 

Adopted minutes of Committee meetings must be signed by the Chair and Recording 
Secretary, and the original minutes placed in the appropriate committee binder in the 
Legislative Services Office.  

The Committee Secretary will post an unsigned PDF copy of the adopted minutes 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 
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. See Appendix A 
for further information. 

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.  
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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; 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 
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.  
 
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 OPERATING PROCEDURES 

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; and,
• 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 member of a Committee 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…” 

2. Another Committee member seconds the motion:
“I second the motion.” 
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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…” 
 

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. 
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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 
whose 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;
• 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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APPENDIX B 
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; 

Doc # 42448v6 
Revised: January 2018 Page 12 



(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 

Policy Title: RESPECTFUL WORKPLACE AND HUMAN RIGHTS POLICY 

Issue Date: 2010 June 

Revised Date: 2018 February 
2018 October 

Prepared by: 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 and for participating in the
City’s initiatives to improve respect and conflict management within their work units.
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• 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.

Complainant: is the person bringing forward a complaint or allegation of disrespectful
behaviour. There may be more than one Complainant in a complaint.
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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, 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

• conduct or comment of a sexual nature which is intended to, or has the
effect of, creating an intimidating, hostile or offensive environment.
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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 Human Resources representative 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. 

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 
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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 
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. 

5 



Respectful Workplace and Human Rights Policy 2010 
 

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. 

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. 
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5.6 Management will assist a Complainant to resolve a concern, including 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.  Reasonable steps may include referring the matter to the 
City of New Westminster Police Department for further investigation. 

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 
required at all stages of the investigation process including following the conclusion of 
the investigation 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 their supervisor, a support person, union 
representative or Human Resources 

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 
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 
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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, an HR 
representative. 

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.

• 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
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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 
Representative 

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 representative 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 a Human Resources representative, 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. 

If a Complainant requires assistance in filing a written complaint, they may request assistance 
from their Supervisor or Human Resources, who will ensure there is support for the filing of the 
written complaint. 

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 HR representative 
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, or as the law requires. 

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 
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is beyond the time limits for making a complaint. This decision must include the reasons for the 
decision and will be communicated to the Complainant in writing. 

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 HR representative, 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. 
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This Policy is meant to foster a respectful workplace environment through fair and equitable 
process and does not contemplate any form of financial remedy. 

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 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 

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
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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
• 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.
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• 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. 

Bi-monthly, 
second 

Thursday 
February 28, April 11, June 13, September 12, November 14 

ACTBiPED 5:30 p.m. Monthly, first 
Wednesday February 21, April 3, May 29, September 4, November 6 

Advisory Planning 
Commission 

5:30 p.m. or 
6:30 p.m. 

Monthly, third 
Tuesday  

January 15*, February 19, March 19, April 16, May 21, June 18, July 16, August 20,  
September 17, October 15, November 19, December 3, January 21, 2020 

Arts Commission 5:30 p.m. Bi-monthly, 
first Thursday February 7, April 4, June 6, October 3, December 5 

Board of Variance 6:00 p.m. Monthly, last 
Thursday 

January 31, February 28, March 28, April 25, May 30, June 27, July 25,  
September 26, October 24, November 28, January 23, 2020 

Community Heritage 
Commission 6:00 p.m. Monthly, first 

Wednesday 
January 9*, February 6, March 13, April 3, May 1, June 12, July 3,  
September 4, October 2, November 6, December 4, January 8, 2020 

Community and Social Issues 
Committee 5:30 p.m. Bi-monthly, 

first Tuesday March 19, May 7, September 3, November 5 

Economic Development 
Advisory Committee 8:00 a.m. Quarterly, first 

Friday March 1, June 7, September 6, December 6 

Electrical Utility Commission 2:30 p.m. Tuesday January 15, March 19, May 21, July 2, September 17, November 19, December 10 

Emergency Advisory 
Committee 5:00 p.m. 

Quarterly, 
second 

Wednesday  
January 9*, April 10, June 12, October 9, January 8, 2020 

Environment Advisory 
Committee 6:30 p.m. 

Bi-monthly, 
third 

Wednesday 
February 20, April 17, June 19, September 18, November 20 

Intelligent City Advisory 
Committee 9:00 a.m. Quarterly, 

second Friday March 15, June 14, September 13, December 13 

Library Board 6:00 p.m. Monthly, 
second Tuesday 

January 8, February 12, March 12, April 9, May 14, June 11,  
September 10, October 8, November 12 
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Boards/Commissions/  
Committees/Panels 

Meeting 
Time 

Meeting Day  Meeting Dates 

Multiculturalism Advisory 
Committee 5:30 p.m. 

Bi-monthly, 
third 

Wednesday 
February 20, April 17, June 19, September 18, November 20 

Neighbourhood Traffic 
Advisory Committee 5:30 p.m. Bi-Monthly, 

second Tuesday February 26, April 9, June 11, September 10, November 12 

New Westminster Design 
Panel 3:00 p.m. Monthly, fourth 

Tuesday 
January 22*, February 26, March 26, April 23, May 28, June 25, July 23, August 27,  

September 24, October 22, November 26, December 10, January 28, 2020 

Parks and Recreation 
Committee 6:00 p.m. 

Bi-monthly, last 
Wednesday or 

Thursday 
January 30*, February 27, April 24, June, September 19, November 27, January 29, 2020 

Public Art Advisory 
Committee 5:30 p.m. Bi-monthly, 

first Thursday January 3*, March 7, May 2, September 5, November 7, January 9, 2020 

Railway Community 
Advisory Panel 1:00 p.m. 

Quarterly, 
second 

Wednesday 
January 9*, February 13, April 10, September 18, January 8, 2020 

Remembrance Day 
Committee 1:00 p.m. As scheduled May 28, September 13, October 9, November 5 

Residents’ Association Forum 7:00 p.m. 
Quarterly, 

second 
Wednesday 

February 13, June 26, September 11, November 13 

Restorative Justice 
Committee  5:00 p.m. Bi-monthly, last 

Tuesday March 12, May 28, September 24, November 26 

Seniors Advisory Committee 2:00 p.m. 
Bi-monthly, 

second 
Thursday 

March 14, May 9, September 12, November 14 

Youth Advisory Committee 5:30 p.m. 
Monthly, fourth 

Thursday 
(October-May) 

2018-2019 Term: November 22, January 24, February 28, April 25, May 23 
2019-2020 Term: October 24, November 28 
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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 are 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 FOI and Privacy Coordinator at 604-515-3828, 
FOI@newwestcity.ca, 511 Royal Ave, New Westminster. 
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