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Information Report 
Meeting Date:  October 16, 2024  

Report From: Jennifer Isber-Legge, Economic Development Coordinator 

Subject: CCWG.24.01 Meeting Procedures 

Appendices:  

 

Report Summary 

The rules of procedure set out in By-law 76-2021 shall govern all proceedings of Council and 
Committee/Boards. All points of order or procedure not provided for in this By-law shall be 
decided in accordance with Robert’s Rules of Order, as revised, and the Chair shall submit the 
ruling. 
Also attached for review by the committee are the  

 Social Media Policy 

 Staff Code of Conduct 

 Respect in the Workplace 

 

Background 

Staff and Committees of Council are required to abide by the included policies.  

 

 

Analysis  
As required, documents will be available to sign in person during the meeting. 

 

 

 
 

Link to Strategic/Master Plan 

 6.5 Engaging People and Partnerships 

  

                                  The Corporation of the  

                                    Municipality of Arran-Elderslie 
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Financial Impacts/Source of Funding 

None 

 

Approved By:  Emily Dance, Chief Administrative Officer 
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1. Definitions 
1.1. “Act” or “Municipal Act” shall mean the Municipal Act, S.O. 2001, c. 

25, as amended from time to time. 

1.2. “Acting Chair” shall mean the presiding officer of a Committee/Board or 
Council  who shall act in the place of the Mayor or Deputy Mayor when 
both are absent from a meeting of Council or in place of the 
Committee/Board Chair who is  absent for any cause and who shall 
exercise all the rights, powers and authority of the Mayor or Chair. 

1.3. “Addendum” shall mean any addition to a completed published Council 
agenda or addition to an item on the Council agenda that the Clerk believes 
is of an urgent nature and requires immediate attention or consideration. 

1.4. “Ad Hoc Committee/Board” shall mean a Committee/Board established 
by Council resolution to review a specific issue; once the Committee/Board 
has reported to Council with respect to its findings and recommendations, 
the Committee/Board is dissolved. 

1.5. “Advisory Committee/Board” shall mean an advisory Committee/Board 
established by  Council that has a defined purpose and mandate to allow 
residents with experience, interest and/or opinions in a particular subject 
area to provide input on a specific issue, through a balanced public 
process. 

1.6. “Alternate Council Member” shall mean the Council Member appointed 
by Council of the Municipality to attend Bruce County Council meetings in 
the place of the Mayor or Deputy Mayor of the municipality, when the 
Mayor or Deputy Mayor is unable to attend a Bruce County 
Council/Committee/Board of the whole meeting for any reason. Such 
appointment shall be for the entire term of Council. 

1.7. “Business day” shall mean Monday to Friday, inclusive, except for 
statutory or civic holidays observed in the Province of Ontario, or any other 
day the Arran-Elderslie Municipal Office is not open for business. 

1.8. “Call to Order” shall mean when the Chair notifies Members and the 
public that the meeting is commencing. 

1.9. “CAO” shall mean the chief administrative officer of the municipality. 
1.10. “Chair” shall mean the presiding officer of a Committee/Board or 

Council meeting. 

1.11. “Clerk” shall mean the Clerk of the municipality or designate. 

1.12. “Code of Conduct” shall mean a By-law to establish a Council Code 
of Conduct, as amended from time to time. 
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1.13. “Comment Period” shall mean a heading on a Council agenda that 
provides for comments by the public or media to Council with respect to a 
specific agenda item. A maximum of two (2) minutes per person is allotted 
for comments, with a maximum time of ten (10) minutes in total allotted for 
comment period. 

1.14. “Committee/Board” shall mean a Committee/Board, task force or 
other body constituted and appointed by Council, including the 
Committee/Board of the whole. 

1.15. “Committee/Board of the Whole” shall mean a Committee/Board of 
Council comprised of all Members of Council which may serve as a forum 
for the consideration of recommendations and public input on matters of 
Council business prior to consideration by Council; or such other purpose 
as Council may determine from time to time. 

1.16. “Confirming By-law” shall mean a By-law to confirm all of the actions 
of Council at the previous Council and special meetings as intended to 
be legal and binding. 

1.17. “Council” shall mean the Council of the Municipality of Arran-Elderslie. 

1.18. “Defer” shall mean to remove a main motion from consideration of Council 
or a Committee/Board until such time as provided for in the motion. 

1.19. “Delegation” shall mean a person or group of persons who are not 
Members of Council or Municipal staff who have requested and are 
permitted to address Council, individually or on behalf of a group. 

1.20. “Deputy Mayor” fulfills the responsibilities of the Mayor in the absence of 
the Mayor. 

1.21. “Division of Question” shall mean a request by a Member to have a 
motion containing separate questions, recommendations, or amendments, 
voted on in sections or parts. 

1.22. “Electronic Participation” shall mean the participation of a Member of 
Council who participates remotely in any open or closed Council or 
Committee/Board meeting via electronic means and has the same rights 
and responsibilities as if they were in physical attendance. 

1.23. “Emergency” shall mean an emergency situation as defined by the 
Emergency Management and Civil Protection Act, as amended. 

1.24. “Emergency Meeting” shall mean a meeting of the Council called to 
address circumstances of an emergency, notice provisions for a meeting 
of Council may be waived. 

1.25. “Ex-officio Member” shall mean the Mayor’s Membership on all Council 
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Committee/Boards, sub-Committee/Boards. Ex- officio means by “virtue of 
office” and therefore the Mayor may attend any Committee/Board 
meetings; however, the Mayor shall have voting privileges and shall not be 
included when determining the number of Members required for quorum or 
counted when determining if a quorum is present. 

1.26. “Improper Conduct” shall mean conduct by any person which offers any 
obstruction to the deliberations or proper action of Council or a 
Committee/Board. 

1.27. “Inaugural Meeting” shall mean the first meeting of Council held after a 
municipal election in a regular election year. 

1.28. “In Writing” shall mean handwritten, typewritten or electronically 
displayed. 

1.29. “Local Board” shall mean a municipal service Board, transportation 
commission, Board of health, planning Board, or any other Board, 
commission, Committee/Board, body or local authority established or 
exercising any power under any Act with respect to the affairs or purposes 
of one or more municipalities, and for the purposes of this By-law, excluding 
the public library Board, police services Board, a school Board and a 
conservation authority. 

1.30. “Majority Vote” shall mean an affirmative vote of more than one-half of 
the Members present and voting. 

1.31. “Mayor” shall mean the head of Council of the Municipality of Arran-
Elderslie. 

1.32. “Meeting” shall mean any regular, special or other meeting of a Council, 
local Board or of a Committee/Board of Council where, 

a) a quorum of Members is present, and 

b) Members discuss or otherwise deal with any matter in a way that 
materially advances the business or decision-making of the Council, 
local Board or Committee/Board. 

1.33. “Member” shall mean a Member of Council or Committee/Board. 

1.34. “Motion to Receive” shall mean a motion to acknowledge the particular 
item, report or recommendation under consideration and to have it placed 
in the records of Council with no additional action being taken. 

1.35. “Municipality/ Municipal” shall mean The Corporation of The 
Municipality of Arran-Elderslie. 

1.36. “Notice of Motion” shall mean a motion brought forward by any Member 
for the consideration of Council.  
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1.37.  “Order of Business” shall mean the sequence of activities and/or 
discussions and decisions to be introduced and considered and may only 
be amended by a vote of Council. 

1.38. “Pecuniary Interest” shall mean a direct or indirect financial interest 
within the meaning of the Municipal Conflict of Interest Act, as 
amended. 

1.39. “Point of Clarification” shall mean when a Member wants to clarify 
something that was stated by another Member. This is a statement and 
not a question. 

1.40. “Point of Information” or “Point of Parliamentary Inquiry” shall mean 
a question asked about a motion or about the process taking place. 

1.41. “Point of Order” shall mean a question by a Member with the view to 
calling attention to any issue relating to the Procedure By-law or the 
conduct of Council’s business or in order to assist the Member in 
understanding Council’s procedures, making an appropriate motion, or 
understanding the effect of a motion. 

1.42. “Point of Privilege” shall mean a question by a Member who believes 
that another Member has spoken disrespectfully towards that Member, 
another Member, staff or a Member of the public who considers that his or 
her integrity or that of a person has been impugned or questioned by the 
Member. Can also be used when a Member requires something relating 
to personal comfort such as temperature, noise level etc. 

1.43. “Presentation” shall mean an address to Council or Committee/Board by 
a consultant or associated body, or at the request of Council, a 
Committee/Board or staff. 

1.44. “Quorum” In accordance with Section 237 of the Municipal Act, Quorum shall 
mean a majority of Council or Committee/Board Members. ). A majority is 
defined as more than 50%. i.e. if there are seven (7) Members on Council, 
then quorum would be four (4). Therefore, if a Council or Committee/Board 
has seven (7) Members, a majority would be four (4) Members. 

1.45. “Recorded Vote” shall mean the recording of the name and vote of every 
Member on any matter in question. 

1.46. “Reports of Members” shall be a heading on the agenda for the 
purpose of Members providing information only. Comments are not 
debatable, nor shall they introduce new business. Comments shall be 
limited to five (5) minutes per Member. 

1.47. “Resolution” shall mean the decision of Council or its Committee/Boards 
on any motion. 

1.48. “Special Committee/Board” shall mean a Committee/Board of Council 
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which is established to consider and report on a specific subject, project or 
undertaking. 

1.49. “Statutory Public Meeting” shall mean a meeting called to fulfill a 
statutory requirement of an act. 

1.50. “Sub-Committee/Board” shall mean a Committee/Board established by 
Council to work on and report on a specific function within the mandate of 
an advisory Committee/Board. For the purposes of this By-law, sub-
Committee/Boards may or may not contain Members of Council. 

1.51. “Public Meeting” shall mean a meeting of Council which provides an 
opportunity to hear from Members of the public at which Members listen. 

1.52. “Unfinished Business” shall mean agenda items from the previous 
agenda that were left undisposed of at the time of adjournment of the 
previous meeting. 

1.53. “Website” shall mean the official municipal website. 
 
2. Application 

2.1 General 

The rules of procedure set out in this By-law shall govern all proceedings of 
Council and Committee/Boards. 

2.2 Statutory Requirements 

Notwithstanding anything in this By-law, where Council or a 
Committee/Board convenes for the purpose of holding a hearing as 
required by any statute, the provisions of the statute and the Statutory 
Powers Procedure Act, as amended and as applicable, shall govern the 
proceedings. 

2.3 Rules of Order Not Covered 

All points of order or procedure not provided for in this By-law shall be 
decided in accordance with Robert’s Rules of Order, as revised, and the 
Chair shall submit the ruling. 

2.4 Use of Pronouns 

Any gender language in this document shall be deemed to be gender 
neutral. 

3. Electronic Devices in Council Chambers 
3.1 Electronic Devices in Council Chambers 

Electronic devices are permitted in Council chambers during open sessions 
of a meeting only, provided that they are turned to silent or vibrate during 
the meeting and are not used to record any aspect of the Council or 
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Committee/Board meeting, unless the Clerk has given consent prior to the 
meeting and the recording is otherwise in accordance with this By-law. 
 

 3.2 Taping – broadcasting – permitted – conditions 
 

Council and Committee/Board meetings which are not closed to the public in 
accordance with the provisions of this By-law may be taped, televised or 
otherwise electronically or mechanically recorded by a cable television 
company, by any other licenced telecommunications company, or by any 
person provided that such taping, televising or recording is carried out in a 
manner which does not interfere with proceedings at the meeting and 
provided that such persons and representatives of such companies advise 
Council at the beginning of the meeting (if they have not so advised the Clerk 
prior to the meeting) of their intention to record. Should the recording interfere 
with the proceedings of the Council or Committee/Board meeting, the 
recording privileges may be withdrawn. The ruling of the Chair shall be final 
unless by appeal to the Council which shall decide on the question without 
debate. 

 
 3.3 Closed – Electronic Devices 
 

The use of electronic devices in Closed Session is subject to the following: (a) 
Members shall be permitted to take an electronic device into Closed Session 
and use an electronic device for the purpose of accessing the current Agenda 
and associated Reports, or where the electronic device is being used as a 
means of participation in the Closed Session;  
(b) The use of any electronic device by a Member for the purpose of recording 
or transmitting is prohibited;  
(c) The use of any electronic device by a Member for the purpose of 
communicating to other Members or the Public during a Closed Session is 
prohibited, other than as used for participation in the Closed Session 
generally, as in paragraph (a). 

 

4. Meeting Locations, Times and Notice 
4.1 Inaugural Meeting of Council 

The inaugural meeting of Council shall be held in Arran-Elderslie on the 
earliest opportunity following a      regular municipal election, as called by 
the Clerk, and agreed upon by the Clerk, Mayor and CAO, and shall be in 
a manner consistent with the Municipal Elections Act and the Municipal 
Act. 
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4.2 Inaugural Meeting Agenda 

4.2.1 The Inaugural Meeting shall be ceremonial in nature for purposes of 
the Members of Council taking their Oath of Allegiance and 
Declaration of Office. 

4.2.2 No business shall be conducted at the Inaugural Meeting until the 
Oath of Allegiance and Declaration of Office have been taken. 

4.2.3 The Clerk shall have prepared for the Members of Council at the 
inaugural meeting an "Order of Business" as follows, to also include 
other ceremonial proceedings as deemed necessary and/or 
desirable: 

 
4.2.3.1 Call to Order 
4.2.3.2 Oath of Allegiance and Declaration of Office 
4.2.3.3 Mayor’s Inaugural Address 
4.2.3.4 Confirmation By-law 
4.2.3.5 Statements by Members (non-debatable) 
4.2.3.6 Adjournment 

4.3 Meeting Schedule 

Council shall annually adopt a regular meeting schedule for its meetings to 
be held in the following year including the dates, times and locations for 
such meetings and the Clerk shall publish the schedule on the municipal 
website. 

4.4 Electronic Participation 

4.4.1 Any Member of Council who participates remotely in any open or 
closed Council or Committee/Board meeting via electronic means 
and has the same rights and responsibilities as if they were in 
physical attendance. 

4.4.2 Any Member of Council may participate in any open or closed 
Council, Special Council or Committee/Board meeting 
electronically and be counted for the purpose of establishing 
quorum. 

4.4.3 A Member who joins a meeting via electronic participation partway 
through the meeting shall advise the Chair and Clerk of their 
attendance at the meeting. 

4.4.4 A Member who is participating electronically in a meeting who, for 
any reason, will no longer be attending the meeting prior to 
adjournment, shall advise the Chair and Clerk of their absence 
from the meeting. 
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4.4.5 Members who have declared a pecuniary interest in accordance 
with the Municipal Conflict of Interest Act, R.S.O. 1990, c. M.50, as 
amended, with regard to a matter being discussed, and are 
participating electronically, shall not participate in any way with 
respect to the matter in question and shall disconnect from the 
meeting while such matter is being discussed, or as otherwise 
directed by the Clerk or the CAO. 

4.4.6 Delegations may participate in an electronic meeting via telephone, 
videoconferencing software and/or other technology methods 
deemed appropriate by the Clerk’s office, and in accordance with 
this By-law. 

4.4.7 Any Member of an advisory Committee/Board, local Board, 
agency, commission and association may participate in 
meetings electronically and be counted for the purpose of 
establishing quorum. 

4.4.8 Electronic Participation at Closed Meetings – Confidentiality 

4.4.8.1 Members who are participating electronically in a closed 
meeting shall declare at the commencement of the closed 
meeting that they shall maintain the confidentiality of the 
closed meeting and that no person, other than a person 
authorized to be in attendance, is with the Member, 
including those who may be in proximity of the Member 
and able to hear either the closed meeting or the 
Member’s participation. The Member shall take all 
reasonable precautions to ensure the closed meeting is 
not overheard by anyone not authorized to be in 
attendance, which may include the use of headphones. 

4.4.8.2 If it comes to the attention of the Chair that a Member 
who is attending the closed meeting has someone not 
authorized to attend, then the Chair shall forthwith have 
the Member disconnected from the meeting. 

4.4.8.3 Virtual backgrounds shall not be used by any Member in 
a closed meeting. 

4.4.8.4 Members who are participating electronically in a closed 
meeting shall maintain audio and/or video connections  at 
all times. 

4.4.8.5 If a Member’s electronic connection is interrupted or lost 
due to extenuating circumstances, then the Member may 
rejoin the closed session by telephone. 
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4.5 Cancellation due to Weather 

In the event of inclement weather or other reason, the Chair has the authority 
to cancel a Council meeting. 

4.6 Notice of Cancellations 

In the event of a meeting cancellation, staff shall post notice of the meeting 
cancellation on the municipal website and notify the Members by email or 
by telephone and by any further means deemed appropriate in the 
circumstances by the Clerk. If the cancellation occurs at the last minute or 
after regular business hours and staff is unable to post the cancellation as 
noted, notice shall be posted as soon as it is practical to do so. 

4.7 Adjournment 

Meetings shall stand adjourned seven (7) hours after being called to 
order.       Council may, by resolution, extend the meeting once for up to one 
(1) hour. Should the meeting agenda not be completed, all items left over 
shall be carried over to the next meeting. 

4.8 Notice 

Notice of all meetings of Council and Committee/Boards of Council shall 
include the agenda and supporting documentation and shall be provided 
to the Members via electronic mail and to the public via the municipal 
website. 

 

5. Closed Meetings of Council 
5.1 Exceptions to Open Meeting Requirements 

While all regular and special meetings of Council and Committee/Boards 
shall be open to the public in accordance with the Municipal Act, any 
meeting that has been deemed closed in accordance with this By-law 
shall be exempt from this requirement. 

238 (1) Except as provided in this section, all meetings shall be open to the public. 
 

Exceptions: 
(2) A meeting or part of a meeting may be closed to the public if the 
subject matter being           considered is: 
 

(a) the security of the property of the municipality or local Board; 
(b) personal matters about an identifiable individual, including municipal or 
local Board     employees; 
(c) a proposed or pending acquisition or disposition of land by the 
municipality or local          Board; 
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(d) labour relations or employee negotiations; 
(e) litigation or potential litigation, including matters before 
administrative tribunals, affecting the municipality or local Board; 
(f) advice that is subject to solicitor-client privilege, including 
communications necessary for that purpose; 
(g) a matter in respect of which a council, Board, Committee or other 
body may hold a closed meeting under another Act; 
(h) information explicitly supplied in confidence to the municipality or 
local Board by Canada, a province or territory or a Crown agency of any 
of them; 
(i) a trade secret or scientific, technical, commercial, financial or labour 
relations information, supplied in confidence to the municipality or local Board, 
which, if disclosed, could reasonably be expected to prejudice significantly the 
competitive position or interfere significantly with the contractual or other 
negotiations of a person, group of persons, or organization; 
(j) a trade secret or scientific, technical, commercial or financial information 
that belongs to the municipality or local Board and has monetary value or 
potential monetary value; or 
(k) a position, plan, procedure, criteria or instruction to be applied to any 
negotiations                 carried on or to be carried on by or on behalf of the 
municipality or local Board. 

 
Other criteria 
(3) A meeting or part of a meeting shall be closed to the public if the subject matter 

being considered is, 
 

(a) a request under the Municipal Freedom of Information and Protection of 
Privacy Act, if the council, Board, commission, or other body is the head of an 
institution for the purposes of that Act; or 

(b) an ongoing investigation respecting the municipality, a local Board or a 
municipally- controlled corporation by the Ombudsman appointed under the 
Ombudsman Act, an Ombudsman referred to in subsection 223.13 (1) of this 
Act, or the investigator referred to in subsection 239.2 (1). 

 
Educational or training sessions 

(3.1) A meeting of a council or local Board or of a Committee of either of 
them may be          closed to the public if the following conditions are both 
satisfied: 

1. The meeting is held for the purpose of educating or training the Members. 
2. At the meeting, no Member discusses or otherwise deals with any 

matter in a way that materially advances the business or decision-
making of the council, local Board or Committee. 

12



 
Schedule “A” 

11 | P a g e  
 

5.2 Closed Meeting Procedure 

A motion to go into closed session shall be passed in open seesion and 
shall state the nature of the matters to be considered. 

No vote shall be taken at a closed meeting except for a procedural matter, 
or for giving directions or instructions to officers, employees or agents of 
the Municipality, local Board or Committee/Board of either of them or 
persons retained by or under a contract with the Municipality or local 
Board. 

5.3 Reporting Out & Confidentiality of Closed Session Discussions 

Upon the recess of the closed meeting, the Mayor may at the public 
meeting report that: 
a) a closed meeting was held; 
b) the general nature of the matter or matters deliberated at the closed 

meeting; and 
c) only on matters on which the Mayor is authorized to report upon by 

Council at the closed meeting. 

No Member shall disclose or discuss, through any means, including 
written, electronic or verbal communication, to any individual or corporate 
third party, any information that has been or shall be discussed at a closed 
meeting of Council or a Committee/Board until such time, and only to the 
extent that Council or a Committee/Board has determined or has been 
advised by staff that the matter, or any part of the matter, can be made 
public subject to review by the Head or designate under the Municipal 
Freedom of Information and Protection of Privacy Act (MFIPPA) or directed 
to do so by a court. 

5.4 Application of Open & Closed Meeting Provisions to all 
Committee/Boards 

The provisions of Section 239 of the Municipal Act and of this Procedure 
By-law shall apply to all Committee/Boards. 

 
6. Special Meetings of Council 

6.1 Mayor May Request 

The Mayor may at any time summon a special meeting of Council. 

6.2 Members Request 

The Clerk shall, upon receipt of a written request of the majority of the 
Members, call a special meeting for the purpose and time mentioned in the 
petition. 
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6.3 Special Meeting Notice 

The Clerk shall provide all Members with at least forty-eight (48) hours’ 
notice of a special meeting. 

6.4 Special Meeting Minimum Notice Requirements to Members 

Minimum notice shall consist of electronic notice followed by a telephone 
message to all Members if required. If Members accept the electronic 
meeting request, telephone communication shall be deemed unnecessary. 

6.5 Special Meeting Notice to the Public 

Notice for special meetings of Council shall be posted, as soon as practical 
after being established, on the municipal website. Agendas and supporting 
documentation shall be posted as soon as practical prior to the special 
meeting. 

6.6 Special Meeting Business 

The only business to be dealt with at a special meeting is that which is 
identified in the notice of the meeting. 

6.7 Special Meeting Validity 

The Clerk shall attempt to contact every Member in relation to a special 
meeting. The lack of receipt of a notice or of an agenda for a special 
meeting by any Member shall not affect the validity of the meeting or any 
action taken thereat. 

6.8 Special Meetings under The Emergency Management and Civil 
Protection Act 

A Special Meeting may be held, without notice, to deal with an emergency 
situation as defined under The Emergency Management and Civil 
Protection Act, provided that an attempt has been made to reach the 
Members by telephone and/or e-mail at their respective residence and/or 
place of business. No business, except business dealing directly with the 
emergency situation, shall be transacted at that meeting. The forty-eight 
(48) hour notice requirement may be waived in the case of emergency as 
may be determined by the Mayor (or alternate) and/or CAO/Clerk/CEMC 
(or alternate) and documented in writing (memo or e-mail) to the Clerk. 

 
7. Quorum for Council/Absence of Council Members 

7.1. Majority for Quorum 
7.2. A quorum shall consist of a majority of Members of Council. i.e. if there are seven 

(7) Members on Council, then quorum would be four (4). A majority is defined 
as more than 50%. Therefore, if a Council or Committee/Board has seven (7) 
Members, a majority would be more than 3.5, which makes the quorum four 
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(4) Members. 

7.3. No Quorum Present at Beginning 
If a quorum is not present at a scheduled meeting fifteen (15) minutes after 
the scheduled commencement time, the meeting shall stand adjourned until 
the date of the next regular meeting and the Clerk shall record the names of 
the Members present. 

7.4. Loss of Quorum During Meeting 

If a quorum is lost during a meeting, the meeting shall recess. If the 
quorum is not re-established within fifteen (15) minutes, the meeting shall 
stand adjourned, and all unfinished business shall be carried forward to the 
next meeting. 

7.5. Loss of Quorum During Electronic Participation 

If quorum cannot be maintained during a virtual and/or a virtual/electronic 
meeting, due to the loss of a Members’ electronic connection, the Clerk or 
CAO will advise the Chair that quorum is lost and the meeting will recess 
for up to fifteen (15) minutes or until the Members’ electronic connection is 
resumed, which could result in a delay to the next available business day.  
The Clerk will ensure the proper notices respecting the continuation of a 
Council meeting to the following day or the next available day is on the 
Municipality’s website. 

7.6. Quorum and the Municipal Conflict of Interest Act 

Notwithstanding Section 7.3 where the number of Members, who by 
reason of the provisions of the Municipal Conflict of Interest Act, are 
prohibited from participating in a meeting is such that, at that meeting, the 
remaining Members are not of sufficient number to constitute a quorum, 
the remaining number of Members shall be deemed to constitute a 
quorum, provided such number is not less than two. 

7.7. Absence of Council Members 

Notwithstanding Subsection 259(1)(c) of the Act, an office is not vacated 
by a Member of Council who is absent for 20 consecutive weeks or less if 
the absence is as a result of the Member’s pregnancy, the birth of the 
Member’s child or the adoption of a child by the Member in accordance 
with Subsection 259(1.1) of the Act. A Member of Council on pregnancy 
and/or parental leave shall continue to be paid their respective 
honorarium. 

Where a Member is, will be, or anticipates they will be absent for any 
reason, including those listed in the foregoing paragraph, the Member 
shall provide the Clerk with written notice of such actual or anticipated 
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absence, including the expected duration of the absence, . Council shall 
appoint another Member or Members to attend Committee/Board meetings 
that the Member is appointed to in the Member’s absence, where 
appropriate.  

7.8. Temporary Replacement, Member of Upper Tier Council 

Council may appoint an alternate Member of Council as a temporary 
replacement for a Member on the upper-tier Council pursuant to section 
268 (1), (2) & (3) of the Municipal Act by a resolution of Council. 

 

8. Agenda Preparation 
8.1. Agenda Timing and Composition 

The final regular Council meeting agenda, along with copies of any 
supporting documentation shall be prepared by the Clerk and made 
available to Members and posted on the website by 12:00 pm on the 
Friday prior to the meeting.  

Members shall request the majority of Council to add an item under “New 
Business” prior to the adoption of the agenda. 

The agenda shall generally consist of the following headings, the order of 
which may change as the Clerk deems appropriate: 

i. Call to order 

ii. Mayor’s Announcements (if required) 

iii. Adoption of agenda 

iv. Disclosure of pecuniary interest and general nature thereof 

v. Unfinished Business 

vi. Minutes of previous meetings 

vii. Business arising from the minutes 

viii. Minutes of Sub-Committee Meetings 

ix. Public meetings 

x. Delegations/Presentations 

xi. Correspondence (requiring action and for information) 

xii. Staff reports 

xiii. Notice of Motion 

xiv. Member Updates 
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xv. New Business 

xvi. By-laws 

xvii. Closed session  

xviii. Reconvene in open session 

xix. Adoption of recommendations arising from closed session  

xx. Adoption of closed session minutes 

xxi. Confirming By-law 

xxii. Adjournment  
 

8.2. Addendum to the Agenda 

An addendum shall include any addition to a completed published Council 
agenda or addition to an item on the Council agenda that the Clerk believes  
is of an urgent nature and requires immediate attention or consideration. 
Addendums shall be circulated to Members and published on the website 
not later than 12 noon on the Business Day prior to the meeting. 

8.3. Electronic System Failure 

In the case of an electronic system failure, power interruption, or any other 
extenuating circumstance that hinders the posting of the agenda, it shall be 
posted as soon as possible. Council Members shall be notified by such 
other method as the Clerk determines to be appropriate. 

 
9. Order Of Business 

9.1. Agenda Order 

The business of Council shall be taken in the order in which it stands upon 
the agenda as prepared. 

9.2. Items Left Undisposed 

When any agenda item or items are left undisposed of at the time of 
adjournment, either for want of a quorum or otherwise, such agenda item or 
items shall be taken up in succession under the heading Unfinished 
Business or as the first order of business of each respective heading at the 
next meeting or special meeting called for that purpose of Council. 

9.3. Moving Items Forward on the Agenda 

The order of items may be prioritized by a majority vote of Council to 
address identified issues for those in attendance. 
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10. Council Minutes 
10.1. Content of Minutes 

The minutes of Council, as taken by the Clerk, shall consist of: 
 

10.1.1. The place, date and time of the meeting; 
 

10.1.2. The name of the Chair and the attendance of the Members and 
staff; 

 
10.1.3. Each item heading and the decision; 

 
10.1.4. The results of any recorded vote; 

 
10.1.5. Any disclosure of pecuniary interest; 
10.1.6. Correction and adoption of minutes of prior meetings; and 

 
10.1.7. Pursuant to the Municipal Act, the minutes shall be without note or 

comment. 
 

10.2. Draft minutes of Council shall be prepared by the Clerk and included on 
the next available agenda. 
 

10.3. At all regular Council meetings, the Chair shall ask Council if there are 
any objections to the minutes so delivered or any motion to correct, and 
after correction and/or change, shall declare the minutes adopted.  

 
10.4. After the minutes have been adopted, they will be signed by the Mayor 

and Clerk. 
 
11. Responsibilities of the Chair 

11.1. In addition to the responsibilities of the Head of Council as set out in the 
Municipal Act, it shall be the duty of the Chair to ensure an efficient 
meeting by: 

11.1.1. Maintaining order and decorum; 

11.1.2. Deciding on all questions of order, subject to an appeal by Council; 

11.1.3. Receiving and submitting, in the proper manner, all motions 
presented to the Members of Council; 

11.1.4. Putting to vote all questions which are properly brought before 
Council or that necessarily arise in the course of proceedings and 
announcing the results; 

11.1.5. Ruling on all procedural matters without debate or comment; 
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11.1.6. Declining to put to a vote motions which do not comply with the 
rules of procedure or which are not within the jurisdiction of Council; 

11.1.7. Focusing the Members, within the rules of order, when engaged in 
debate; 

11.1.8. Adjourning or suspending the meeting if he/she considers it 
necessary because of grave disorder; 

11.1.9. Remaining neutral and not entering into debate or discussions while 
in the Chair; and 

11.1.10. The Chair shall vacate the Chair in order to move, second or 
debate on a motion, and shall resume the Chair following the vote 
on the matter. 

11.2. Right to Expel 

The Chair may expel or exclude from any meeting any person or Member 
whom the Chair feels has exhibited improper conduct at the meeting in 
accordance with the Municipal Act S.241(2), as amended. 

11.3. Chair Moving a Resolution or Debating 

When the Chair wishes to move or second a resolution before Council or 
enter into debate on a specific topic, he/she may call the Deputy Mayor to 
the Chair, present his/her resolution or comments from the floor and 
remain out of the Chair until the motion, all amendments, and the main 
motion to it have been disposed of. In the event that the Deputy Mayor is 
unable to assume the Chair, the Mayor shall call for an alternate Member 
to assume the Chair. 

11.4. Absence of Mayor and Deputy Mayor 

In the absence of the Mayor and Deputy Mayor, the Clerk shall convene the 
meeting and call for a motion to fill the role of acting Chair. The matters 
contained herein shall apply to the acting Chair in the same manner as they 
apply to the Chair.  

11.5. Appeal of Chair’s Ruling  
If a Member disagrees with the ruling of the Chair, he or she may appeal the 
ruling of the Chair. The Chair, in response, shall call a vote on the question of 
sustaining the ruling of the Chair. The Chair may provide further explanation 
of the ruling prior to calling the vote.  

 
12. Conduct of Members 

 
Members shall conduct themselves in accordance with the Municipal Code of 
Conduct (CLK03-2021). 
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12.1. No Member shall: 

12.1.1. Speak disrespectfully of any Member of Federal or Provincial 
parliaments, other Members, Council or any official or 
employee of Arran-Elderslie; 

12.1.2. Use offensive words or un-parliamentary language; 

12.1.3. Engage in private conversation while in a Council meeting or use 
electronic devices (including cellular phones) in a manner which 
interrupts the proceedings of Council; 

12.1.4. Leave his/her seat or make any noise or disturbance while a vote is 
being taken and until the result of the vote is announced; 

12.1.5. Speak on any subject other than the subject under debate; 

12.1.6. Where a matter has been discussed in closed session and where the 
matter remains confidential, disclose the content of the matter or the 
substance of deliberations of the closed meeting; 

12.1.7. Criticize any decision of Council except for the purpose of moving 
that the question be reconsidered; or 

12.1.8. Disobey the rules of Council or a decision of the Chair or of Council 
on questions of order or practice or upon the interpretation of the 
rules of Council. In case a Member persists in any such 
disobedience after having been called to order by the Chair, the 
Chair shall not recognize that Member, except for the purpose of 
receiving an apology from the Member tendered at that meeting or 
any subsequent meeting. 

12.2. Addressing the Chair 
 

Should more than one Member indicate the intent to address, the 
Chair shall determine who is entitled to the floor and the order of the 
remaining Members for speaking. 

If a Member disobeys a rule in this Procedure By-law or a Chair’s ruling: 

12.2.1. After the first occurrence, the Chair calls the Member to order; 

12.2.2. After the second occurrence, if the Member continues to disobey 
this Procedure By-law or the Chair’s ruling, the Chair shall 
immediately order the Member to leave his/her seat and observe 
the meeting from the audience for the remainder of the Meeting; 

12.2.3. If the offending Member informs the Clerk that he/she wishes to 
apologize, the Clerk shall inform the Chair of the Member’s request; 

12.2.4. At the next available opportunity in the meeting, the Chair shall allow 
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the offending Member to return to his/her seat to apologize to 
Council or a Committee/Board. The apology shall not include 
additional comments or debate by the offending Member or by 
Council or a Committee/Board; 

12.2.5. After an apology is made by the offending Member, Council or a 
Committee/Board may consent to allow the offending Member to 
return to the meeting; 

12.2.6. Should at any point the offending Member create a disturbance 
while seated in the audience, the Chair shall order the offending 
Member to leave the Council chamber or meeting room; 

12.2.7. Council cannot appeal and the offending Member cannot seek an 
apology from Council for the Chair’s ruling; 

12.2.8. If the offending Member refuses to leave his/her seat or leave the 
Council chamber or meeting room, the Chair may request that the 
CAO contact security or police for assistance. 

 
13. Duties of the Clerk 

13.1. Role of the Clerk assigned by the Municipality related to Council 

In addition to duties set out in the Municipal Act, other duties of the Clerk 
as assigned by the municipality; 

13.1.1. To sign every By-law and minutes approved by Council; 

13.1.2. To call the meetings to order and preside until the election of a Chair 
in the absence of the Mayor or Deputy Mayor; 

13.1.3. To advise the Chair on procedural matters; 

13.1.4. To prepare and circulate the agenda and supporting information; 

13.1.5. To prepare the draft minutes and distribute to Members to be included 
on the next available council meeting agenda; 

13.1.6. To advise all departments of decisions by Council; and 

13.1.7. To schedule delegations and presentations for Council meetings. 

13.2. Powers of Deputy Clerk 

In the absence of the Clerk, the Deputy Clerk shall have all of the 
powers and duties of the Clerk. 

13.3. Delegation of Powers 

13.4. The Clerk may delegate in writing to any person, other than a Member of 
Council, any of the Clerk’s powers and duties, but may continue to exercise 
the delegated powers and duties despite the delegation. 
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14. Delegations/Presentations 

14.1. Notice to Clerk 

Any person desiring to present information on matters of fact or to make a 
request of Council shall give notice and disclose the subject matter to the 
Clerk fourteen (14) calendar days prior to the Council meeting at which 
such person desires to be heard. No delegation is permitted to discuss the 
same matter with Council or Committee/Boards more than twice in a 
calendar year. 

14.2. Responsibility of Clerk  
The Clerk shall evaluate the request for delegation and decide whether the 
request complies with the criteria set out within this By-law and will schedule 
delegations accordingly on first come, first served basis. No more than three 
(3) delegations shall be permitted at any one meeting, and no delegations 
shall be permitted after the agenda is set, unless it is of a time sensitive 
nature and is authorized by the Mayor or Chair. 

14.3. Documentation Required 

Any person who is scheduled to appear as a delegation before Council is 
required to submit to the Clerk, a written and/or electronic request to appear 
as a delegation, noting the subject matter, not later than 12 p.m. (noon) at 
least seven (7) days preceding the Council meeting. All materials to be 
presented to Council must be included with the original request. 

14.4. Time Limit 

Each delegation shall be limited in speaking to not more than ten (10) 
minutes. Extensions to these limits shall be at the discretion of Council. 
The Mayor or Chair shall notify the delegate when the time has elapsed.  

14.5. Limit on Questions 
 Council Members shall limit their comments to questions for clarification 

purposes or obtaining additional information relevant to the presentation and 
shall not enter into debate with the delegations. All questions of delegations 
shall be addressed through the Chair. 

14.6. Delegate Address 

All delegates shall address the Chair and shall state their name and who 
they represent. 

14.7. Conduct of Delegates 

No delegates shall: 

14.5.1. Speak disrespectfully of any person; 

14.5.2. Use offensive language; 
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14.5.3. Speak on any subject other than the subject for which he/she 
has received approval to address Council; or 

14.5.4. Disobey the rules of procedure or any decision of the Chair or 
Council on any other procedural matters. 

14.5.5. Speak beyond the time limit permitted. 
 

14.8. Delegation Curtailment 

The Chair may curtail any delegation, any questions of a delegate or 
debate during a delegation for disorder or any other breach of this By-law, 
and if the Chair rules that the delegation is concluded, the person or 
persons appearing shall withdraw. 

14.9. Refusal of Delegations 
Council may refuse to hear delegations when, in the opinion of the Council, 
the subject of the presentation is beyond the jurisdiction of the municipality or 
the presentation is abusive or includes profanity or threats, including threats 
of litigation. A person involved in a matter of litigation or potential litigation 
with an individual Member of Council or Committee of the Whole, the 
municipality as a body, or any municipal staff Member, shall not be permitted 
to address Council on any topic that relates to the litigation or potential 
litigation. 

14.10. Delegation, Correspondence and Petition Content 

Every communication, including petitions designed to be presented to 
Council must be legibly written, typed or printed and shall not contain any 
obscene matter or language and shall be signed by at least one person 
and filed with the Clerk. 
 

14.8 Presentations 

Presentations that are requested by Council shall have a time limit as 
determined between the Clerk and the presenter. Presentations can include 
training for council, information from contractors, presentations of study 
findings by consultants or other such  requests. 

15. Members of the Public 
15.1. Conduct of Audience at a Meeting 

Members of the public who constitute the audience at a meeting shall 
refrain from any activity or behavior that would affect Council deliberations 
and shall not: 

i. Address Council or Committee/Board without permission; 
ii. Bring signage, placards or banners into meetings; or 
iii. Interfere with the conduct of the Council or Committee/Board meeting in  
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any way. 
iv. Speak disrespectfully of any Member of Federal or Provincial parliaments, 

Council or any official or employee of Arran-Elderslie; 
v. Use offensive words or un-parliamentary language; 
vi. Disobey the rules of Council or a decision of the Chair or of Council on 

questions of order or practice or upon the interpretation of the rules of 
Council. 

vii. Enter into cross debate with the Presiding Officer, Members of Council, 
other delegations or staff;  

viii. Appear before Council for the sole purpose of generating publicity or 
personal attacks; 

 
16. Rules of Debate 

16.1. Addressing Council 

To address Council a Member shall request to speak, be recognized by the 
Chair and direct all comments through the Chair. Members shall not speak 
more than twice on a motion except with the consent of Council and shall 
not speak a second time unless all Members have had an opportunity to 
speak once. 

16.2. Address the Chair 

Prior to speaking to any question or motion, each Member shall address 
the Chair. 

16.3. Order of Speakers 

When two or more Members indicate their desire to speak at the same 
time, the Chair shall designate the order of speakers. 

16.4. Interruptions 

When a Member is speaking, no other Member shall interrupt the Member 
speaking except to raise a point of order, privilege or personal privilege; 

16.5. Motion to be Repeated 

Any Member may require a motion or question under discussion to be 
read at any time during the debate but not so as to interrupt the Member 
speaking. 

16.6. Speaking to a Question 

Members must indicate their intention to speak to a question through the 
Chair. No Member shall speak more than twice to the same question 
without Council’s permission, except that a reply shall be permitted only 
from the Member who has presented the main motion. The total time a 
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Member may take to speak and obtain any necessary clarification shall not 
be more than five minutes regardless if they speak one or two times. The 
mover and seconder of a motion have the opportunity to speak first to a 
motion. Members’ comments shall be relevant to the matter of business 
before Council or a Committee/Board. Members shall express themselves 
succinctly without repetition. 

16.7. Content of Questions 

A Member may ask a question only for the purpose of obtaining 
information relating to the matter under discussion and the question shall 
be stated briefly and asked only of the Chair, the previous speaker, the 
CAO, Department Heads or their designates. A Member may also state a 
point to the matter under discussion without asking a question. 

16.8. Point of Order 

When a Member rises on a point of order or point of privilege, the Member 
shall ask leave of the Chair to explain the point. After leave is granted, the 
Member shall state the point to the Chair and then remain silent until the 
Chair has ruled upon the point. Subject to being overruled by Council on a 
vote which shall be taken immediately and without debate, the Chair shall 
rule on the point. Any Member may challenge the ruling of the Chair 
immediately following the ruling. The Chair’s ruling is final unless it is 
challenged. Council’s decision, by vote, is final if the Chair is challenged. 

 
17. Motions 

17.1. Motions in Writing 

All substantive motions shall be in writing before being put to Council. 

17.2. Motions outside Jurisdiction of Council 

A motion or notice of motion in respect of a matter which is not within the 
jurisdiction of the Council shall not be in order and shall not be considered 
by the Council. 

17.3. Withdrawn Motion 

After a motion has been proposed and seconded, and placed in the hands 
of the Chair, it shall be considered to be in the possession of the Council 
but may be withdrawn by the mover and seconder if there are no objections 
from any Members. If any Member objects, the motion may only be 
withdrawn by a vote of the Members present to grant the request for 
withdrawal. Withdrawn motions are treated as if they had never been 
presented. 

 

25



 
Schedule “A” 

24 | P a g e  
 

17.4. Motions Permitted Without Written Notice 

Oral motions may be added to the agenda following Council approval by a 
two- thirds vote and on the recommendation of staff with respect to urgent 
matters. 

The following may be introduced orally without written notice and without 
leave of Council, in accordance with section 1.36 “Notice of Motion” 
herein: 

i. A point of order, privilege or personal privilege; 
ii. A motion to recess; 
iii. A motion to adjourn; 
iv. A motion to call the question; 
v. A motion to separate the question; 
vi. A motion to receive an item; 
vii. A motion to refer; 
viii. A motion to defer; and 
ix. A simple amendment to a main motion. 
x. A motion to move into a closed session of Council. 

17.5. Motions to be Moved and Seconded 

A motion shall be moved and seconded before being open for discussion 
and consideration. 

17.6. Members May Vote Against 

A Member may move a motion in order to initiate discussion and debate 
and that Member may vote in opposition to the motion. A seconder of a 
motion may vote against the motion. 

18. Specific Motions 
18.1. Motion to Recess 

A motion to recess is not debatable. 

18.2. Motion to Adjourn 

A motion to adjourn the Council meeting is not debatable and shall always 
be in order except: 

i. When another Member is in possession of the floor; 
ii. When a vote has been called; 
iii. When the Members are voting; 
iv. When a Member has indicated to the Chair his/her desire to speak on 

the matter before Council; or 
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v. A motion to adjourn and amendments thereto shall take precedence 
over any other motion and shall be put immediately without debate, 
except for the Chair to indicate any remaining pressing needs, in 
which case the Member shall have the option to withdraw the motion 
to adjourn; 

18.3. Call the Question 

A motion to call the question is not debatable. A Member who moved the 
motion to call the question shall not be allowed to speak to the question 
again if the motion is decided in the negative. A motion to call the question 
shall be put immediately without debate. 

18.4. Motion to Defer 

A motion to defer is not debatable except with respect to the time period 
and shall include: 

19.4.1. The time to or period within which, consideration of the matter is to 
be deferred; and 

19.4.2. Whatever explanation is necessary to demonstrate the purpose of 
the motion to defer. 

18.5. Consideration of Matter Previously Deferred 

A motion that Council consider a matter previously deferred indefinitely or 
to a time or eventuality which has not yet been reached or occurred, is 
debatable and shall be placed on the agenda by staff or by a Member as a 
notice of motion. 

18.6. Motion to Refer 

A motion to refer, and any amendment to it, is debatable and shall include: 
 

i. The name of the Committee/Board or official to whom the motion 
or amendment is to be referred; and 

ii. The terms upon which it is to be referred and the time or period, 
if         any, on or within which the matter is to be returned. 

18.7. Motion to Amend 

A motion to add, delete from, or substitute words in the main motion, shall: 
 

i. Be presented in writing and seconded by a Member; 

ii. Be open to debate; 

iii. Not propose a direct negative to the main motion; 

iv. Be relevant to the main motion; 
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v. Have only one motion to amend the main motion at one time; 

vi. Have only one motion to amend a motion to amend the main motion at one 
time; and 

vii. Be put in the reverse order to that in which it is moved. 

18.8. Voting on motion to amend 

Voting on the main motion and amending motions shall be conducted in 
the following order: 

i. A motion to amend the main motion; 
ii. A motion, as amended, to amend the main motion; and 
iii. The main motion, as amended. 

18.9. Division of Motion 

i. Any Member may request the Chair to divide any motion into such 
parts as the Member may submit. If satisfied that the matter under 
consideration contains distinct proposals, the Chair shall make a ruling 
on whether to divide the motion and the vote upon each proposal shall 
be taken separately. 

ii. A Member may appeal the decision of the Chair to the Council which 
shall vote on whether or not to support the decision of the Chair. 

18.10. Motion to Reconsider 

i. A motion to reconsider a decided matter shall only be introduced by a 
Member who voted with the majority on the original motion. 

ii. Reconsideration at the same meeting shall require a motion to 
reconsider. 

a) After such notice is given no action shall be taken by the Council on 
the main motion until such reconsideration is disposed of. 

b) No discussion of the main question shall be allowed unless a 
motion to reconsider is passed by a majority on a recorded vote. 

i. If a motion for reconsideration is made at a subsequent meeting, the 
main motion shall not be considered until the motion to reconsider is 
passed by and such vote shall be by a recorded vote. 

ii. A vote to reconsider shall not be reconsidered. 

iii. No motion shall be reconsidered more than once during a period of 
twelve (12) months following the date on which the question was 
decided. 
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18.11. Improper Motions 

The Chair shall declare improper motions out of order. These motions 
include those that are: 

i. Are outside of the scope of jurisdiction; 

ii. Conflict with a previously adopted motion; 

iii. Present essentially the same question that has been defeated 
earlier in the same meeting without a motion to reconsider; or 

iv. Present a question that Council still has within its reach (such as an 
item that had been referred to Committee/Board or staff to come back 
to Council. 

18.12    Notice of Motion 

The Member shall file the written Notice of Motion with the Clerk by delivering a 
written copy of the Motion, signed by the mover and seconder. A Notice of Motion 
shall not be considered by Council unless the mover of the Motion attends the 
meeting. The motion shall be read by the Mayor without discussion or debate. The 
Clerk shall include the motion on the agenda of the next regular Council meeting 
for deliberation. 

19. Voting 
19.1. Order of Voting 

Motions relating to an item under consideration (main motions) shall be 
voted on in the following order: 

i. A motion to adjourn; 

ii. A motion to recess; 

iii. A motion to call the question; 

iv. A motion to defer; 

v. A motion to refer; 

vi. A motion to amend, in reverse order of its being placed; and 

vii. The main motion. 

19.2. Members Shall Vote 

Every Member present at a meeting of Council where a question is put 
shall vote on the question, unless prohibited by statute, in which case the 
Clerk shall so record. If any Member present does not vote at a meeting of 
the Council where a question is put, he/she shall be deemed to vote in the 
negative except where the Member is prohibited from voting by statute. 
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19.3. Chair to State the Question 

Immediately preceding the taking of a vote, the Chair shall state the 
question in the precise form in which it shall be recorded in the minutes 
unless the wording is provided for visually in front of the Members on their 
monitors. 

19.4. Indication of Vote 

A Member shall vote by raising a hand or otherwise indicating the 
Member’s vote, except where a recorded vote is requested. 

19.5. Conduct During a Vote 

When the Chair calls for the vote on a question: 

• Each Member shall occupy his/her seat and shall remain in place until 
the result of the vote has been declared by the Chair; and 

• During this time no Member shall walk across the room or make any other 
noise or disturbance. 

19.6. Majority Vote Required 

All decisions of Council shall require a majority vote except as otherwise set 
out in this By-law. 

19.7. Tie Votes 

Any motion that receives a tie vote shall be deemed to have been decided 
in the negative. 

19.8. Recorded Votes 

A request by a Member present at the meeting for a recorded vote shall be 
made prior to the vote. When a recorded vote is requested by a Member, 
the Clerk or Committee/Board secretary, as applicable, shall record the 
name and vote of every Member on any resolution. When a recorded vote 
is recorded at Council or Committee/Board meetings, names shall         be called 
in random order, and any failure to vote by a Member, including the Mayor, 
who is not disqualified from voting, shall be deemed a negative vote. 

The Clerk shall announce the results after the vote has been called and 
Members present have participated (or abstained). 

19.9. Announcing the Results 

The Chair shall announce the result of the vote, with the exception of the 
recorded vote where the Clerk shall announce the result. 
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20. By-laws 
20.1. Introduced by Motion 

Every By-law shall be introduced by motion, specifying the title thereof. 

20.2. Three Readings 

Every By-law shall have three readings prior to being passed. By-laws 
shall be taken as read for the first, second and third readings. A By-law 
may be passed through all its stages and be finally passed at one meeting 
with a majority of Members present. 

20.3. Confirmatory By-law 

The proceedings of the previous regular meetings and special meetings 
of Council shall be confirmed by By-law so that every decision of Council 
and every resolution thereof shall have the same force and effect as if 
each and every one of them had been the subject matter of a separate 
By-law duly enacted. 

20.4. Amendments to By-laws 

All amendments to any By-laws approved by Council shall be deemed to 
be incorporated into the By-law and if the By-law is enacted by Council, the 
amendments shall be recorded by the Clerk. 

20.5. Duty to Sign Every By-law 

By-laws, once passed, shall be dated and duly signed by the Mayor and 
the Clerk or the deputies. 

 
21. Committee/Boards 

21.1. Council Rules apply to Committees/Boards 
 Unless stated otherwise, the rules governing the procedure of Council and 

the conduct of Members as Council shall be observed in all 
Committees/Boards so far as they are applicable. For greater certainty, when 
this By-law refers to “Council”, then Council and Committee/Board are 
interchangeable with respect to following the procedure set forth in this By-
law. 

21.2. Composition 

Council shall determine the appropriate number of 
Committee/Boards, their Membership, mandates and reporting 
practices. At the beginning of each Council term, Council shall 
establish its standing Committee/Boards (if any), the composition of 
such Committee/Boards, and appoint a Chair for each 
Committee/Board of Council. At Council’s direction, the existence or 
composition of such Committees/Boards may be modified, including 

31



 
Schedule “A” 

30 | P a g e  
 

the addition or deletion of any Committees/Boards, as appropriate. 

21.3. Other Appointments 

Appointments and nominees to other bodies shall be recommended by 
Council. 

21.4. Ad Hoc/Special Committee/Boards 

Council may, from time to time, appoint ad hoc/special Committee/Boards 
which shall report directly to Council. The establishment of such 
Committee/Boards should include a specific mandate, terms of reference, 
and terms of appointment. Ad hoc/special Committee/Boards shall report 
to Council with a recommendation with regard to their continuation, 
assumption of responsibilities by Council, or abolishment. 

21.5. Duty of the Chair 

A Chair and vice-Chair shall be appointed by the Members at the first 
regular scheduled meeting. Each Chair and/or vice Chair shall preside at 
every meeting of their Committee/Board, may vote on every question 
submitted for consideration and may require that resolutions be in 
writing. 

21.6. Ex-Officio Membership 

The Mayor shall be an ex-officio Member of all Arran-Elderslie 
Committee/Boards, sub Committee/Boards and working groups. He/she 
shall have the right to take part in  discussions, but shall not be included to 
make up quorum. The Mayor shall have full voting privileges as an ex-
officio Member. 

21.7. Notice to Members 

Notice of meetings including agendas, minutes and supporting 
documentation to the Members shall be via electronic mail. Notice may 
also be provided by telephone or personal contact in case of an 
emergency or if the Member does not have electronic mail. In the event of 
a meeting cancellation, staff shall notify the Members by email or by 
telephone as soon as possible. 

21.8. Notice to the Public 

Notice of meetings shall be given in accordance with section 4.9 of this By-
law and meetings shall be posted as soon as practical after being 
established by Committee/Boards. Agendas shall be posted a minimum of 
two days prior to the meeting. In the case of emergency meetings, notice 
of the agenda shall be posted as soon as practical. In the event of a 
meeting cancellation, staff or the Committee/Board secretary, as 
applicable, shall post notice of the meeting cancellation on Arran-Elderslie’s 
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website and email group. If the cancellation occurs at the last minute or 
after regular business hours and staff or the Committee/Board secretary, as 
applicable, is unable to post the cancellation as noted, notice shall be 
posted as soon as it is practical to do so. 

21.9. Role of Committee/Boards 

The role of Committee/Boards shall generally be to make 
recommendations to Council on matters which are in their jurisdiction. 

21.10. Action on Committee/Board Recommendations 

No action shall be taken on Committee/Board recommendations until 
they are subsequently approved by resolution at Council. 

21.11. Governing Rules of Procedure 

The rules governing the procedure of the Council and the conduct of 
Members at Council shall be observed by Committee/Boards as far as they 
are applicable, and Committee/Boards set out in this section including: 

i. The number of times of speaking on any question shall not be 
limited; 

ii. A majority vote shall be required to decide any matter before the 
Committee/Board; and 

iii. Recorded votes shall be called to vote by name in random order. 
 

21.12. Council Attendance at Committee/Board Meetings 

Members of Council who are not Members of a specific Committee/Board 
may attend meetings of that Committee/Board as Members of the public 
and may, with             consent of the Chair of that Committee/Board, take part in 
the discussion, but shall not be counted in quorum, shall not be entitled to 
make motions or vote, shall not be reimbursed for attendance at those 
meetings and shall not be entitled to attend any closed portion of a 
Committee/Board/Board meeting. 

21.13. Absence of Chair 

In the event of the Chair of a Committee/Board/Board not attending the 
Committee/Board at which he/she is to preside within fifteen (15) 
minutes after the time appointed for the commencement of the 
meeting, the Committee/Board vice- Chair shall call the meeting to 
order and preside until the arrival of the Committee/Board Chair. 

Should the Committee/Board vice-Chair not be in attendance at the 
meeting, the recording secretary shall call the meeting to order and ask 
those Members in attendance to appoint one of the Members to act in the 
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place of the Committee/Board Chair for that meeting. Such Member shall 
then preside until the arrival of the Committee/Board Chair or the 
Committee/Board vice-Chair. The meeting must have a quorum to 
commence. 

21.14. Absence of Committee/Board Member 

Should any Member of a Committee/Board fail to attend three successive 
regular or special meetings without being authorized to do so by a 
resolution of the Committee/Board, the Committee/Board may certify such 
failure and provide notice to Council. Thereupon the Membership of such 
person on the Committee/Board shall be terminated by Council and 
Council may appoint another Member in their place. 

21.15. Preparation of Agenda 

The appropriate Arran-Elderslie staff person, Committee/Board secretary or 
Chair shall prepare Committee/Board agendas for distribution. 

21.16. Committee/Board Delegations 

Any person desiring to present information to a Committee/Board may 
do so subject to the following: 

i. Requests shall be in writing and the information to be presented 
shall be on matters of fact or to make a request of the 
Committee/Board; 

ii. Requests shall be made not less than seven days preceding the 
Committee/Board meeting at which such person desires to be heard; 

iii. Exceptions to the seven business days’ notice requirement required 
in (b) above may be approved by the Committee/Board Chair; 

iv. Any person who is scheduled to appear as a delegation before a 
Committee/Board is requested to submit written documentation for 
the Committee/Board’s consideration to the Committee/Board 
secretary not less than seven business days preceding the 
Committee/Board meeting; and 

v. Rules relating to time limits and conduct shall be as set out in 
Section 14. 

21.17. Closed Session 

No meeting of a Committee/Board shall be held in closed session 
except in accordance with Section 5. 

21.18. Declarations of Pecuniary Interest 

Members of Committee/Boards shall adhere to The Municipal Conflict of 
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Interest Act with respect to declarations of pecuniary interest in 
Committee/Boards; 

21.19. Quorum 

A quorum shall consist of more than 50% of the Membership of the 
Committee/Board. Where the number of Members, who by reason of the 
provisions of the Municipal Conflict of Interest Act, are prohibited from 
participating in a meeting is such that, at that meeting, the remaining 
Members are not of sufficient number to constitute a quorum, then the 
remaining number of Members shall be deemed to constitute a quorum, at 
a minimum of two Members. 

21.20. Committee/Board Minutes 

Draft Committee/Board minutes shall be placed on the agenda for the 
next regular meeting of Council.  Minutes shall be taken by the Clerk or 
any employee of the Corporation as delegated by the Clerk. 

 
22. Disclosure of Pecuniary Interest  

 
22.1. Where a Member of Council has a pecuniary interest in any matter, including 

that of a spouse, child or parent and is present at a meeting at which the 
matter is the subject of consideration, the Member:  
 
a) shall, prior to the consideration of the matter at the meeting, verbally 

disclose the pecuniary interest and its general nature, including why the 
Member has a pecuniary interest;  
 

b) shall, not, at any time, take part in the discussion, or vote on, any 
question in respect of the matter;  

 
c) shall not, at any time, attempt, either on his or her own behalf or while 

acting for, by or through another person, in any way whether before, 
during or after the meeting influence the voting on any such question;  

 
d) shall immediately leave the meeting or part of the meeting during which 

the matter is under consideration, as may be directed by the Clerk or the 
CAO, and remain absent from it where the matter is under consideration 
during closed session or as otherwise directed by the Clerk or the CAO; 
and  
 

e) where the interest of a Member has not been disclosed by reason of the 
Member’s absence from a meeting where in the matter was discussed, 
the Member shall disclose the interest at the next meeting attended by 
the Member. 
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23. Amendments to By-law
Public Notice shall be given as required pursuant to the municipal Notice Policy
prior to any amendment or repeal of this By-law being considered.

24. Conflict
24.1. Severability

If a court or tribunal of competent jurisdiction declares any portion of this 
By-law to be illegal or unenforceable, that portion of this By-law shall be 
considered severed from the remainder of this By-law, which shall continue 
to be in full force and effect; 

24.2. By-law Versus Statute 

If there is any conflict between this by- law and any statute, the provisions 
of the statute prevail. 

25. Interpreting the Procedure By-law
25.1. A specific statement or rule in this Procedure By-law has greater authority

than a general one; and 

25.2. If there is a conflict between two or more rules in this Procedure By-law, or 
if there is no specific rule on a matter, or an appeal by a member, the 
Chair shall rule. In making a ruling, the Chair may consult the Clerk, rely 
on previous rulings and practices, or refer to Robert’s Rules of Order, as 
amended. 

25.3. The division of this by-law into parts and the insertion of headings are for 
convenient reference only and shall not affect the interpretation of the by-
law.  

25.4. References to words in the plural include the singular, as applicable. 

26. Enactment
By-laws No. 1-1999,53-2009, 9-2019, 22-2016, 69-2017, and 23-2020, and are hereby 
repealed.  

This By-law shall come into force on the date of passing. 

Read a first, second, and third time this 6th day of December, 2021. 

Steve Hammell, Mayor Christine Fraser-McDonald, Clerk 
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PURPOSE 
 

To provide rules and guidelines on the acceptable participation in social media 
sites and networks. This policy is to be read in conjunction with other relevant 
policies such as but not limited to: Council Code of Conduct and the Workplace 
Violence and Harassment Policy.   
 
While the Municipality recognizes the popularity of social networking, certain 
behaviours must be observed to protect both employees’ and the corporation’s 
reputation.  
 
 
 

SCOPE 

 
This Policy applies to all employees of the Municipality of Arran-Elderslie 
(including part-time, casual/temporary, full-time employees and volunteer 
firefighters) as well as to contractors, student co-op placements or internships, 
consultants, elected officials (Mayor / Council), members of boards and 
committees, and volunteers.  
 
Participating in social media is considered an official corporate act, and therefore 
must be viewed in the same way as participating in other media, meetings or 
public forums. 
 
This policy also applies to members of the public who use, comment or posts on 
Municipal social media sites and social networks. The policy applies to any and 
all social media platforms. 
 
 

PROCEDURES 
 

1) Definitions (for the purposes of this policy) 
 

Council” or “Councillor” means the Council of the Municipality of Arran-
Elderslie and any individual elected member of the Council of the 
Municipality of Arran-Elderslie.  

  
Employee means an individual performing work for the Municipality of 
Arran-Elderslie, including full time, part-time, casual/temporary, and 
volunteer firefighters, as well as contractors, student co-op placements, 
consultants, board members and volunteers. 
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Follow means to subscribe to a social media account of another user and 
receive their posts as updates. 

  
Municipal Social Media Sites means social media sites created and 
managed by municipal staff. 

 
Political material means comments or posts made by politicians, 
supporters or otherwise, for the purpose of political gain or to drive a 
political agenda. 

 
Social media means the web-based technologies and sites and includes 
blogging, microblogging (Twitter), photo-sharing (Flickr, Instagram, 
Snapchat), video sharing or webcasting (YouTube, Facebook Live), and 
social networking (LinkedIn, Facebook, blogs, discussion boards) which 
allow users to interact with each other by sharing information, opinions, 
knowledge, photographs and interests. 

  
Social Media Moderator means municipal staff tasked with posting and 
reviewing content on municipal Social Media sites. 

  
 

2) Purpose and Use of Social Media 
 

Social media should be used as a communications tool for the intent of 
enhancing communication from the Municipality to the public about 
programs and services for the following purposes:  

 
• Raising awareness and sharing information. 

 
• Recruiting volunteers and employees. 

 
• Promoting Municipal events, programs, and services. 

 
• Increasing access to information for specific audiences. 

 
• Promoting opportunities for public involvement and comment on 

the Municipality’s online engagement platform. 
 

• Where possible, Municipal social media accounts should link 
back to the Municipal website for the purpose of downloading 
forms, documents, and providing specific or additional 
information. 
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3) Creating a Municipal Social Media Site  
 
• Departments wishing to use social media sites should work with the 

CAO/Clerk to discuss specific goals and objectives and identify specific 
sites and platforms.  

 
• Login and password information will be provided to the CAO/Clerk and 

Social Media Moderator. 
 

 
4) Administering Municipal Social Media Sites     

 
• All Municipal Social Media Sites are administered by Municipal 

employees named as Social Media Moderator(s) by the department 
head or the CAO/Clerk. 

 
• When a Social Media Moderator and/or the CAO/Clerk leaves 

Municipal employment, all passwords should be changed for those 
Social Media Sites to which they had access.  

 
• An appropriate disclaimer or other terms and conditions, as approved 

by the CAO, should be accessible from each Municipal Social Media 
site.  

 
• Content of Municipal Social Media Sites will be monitored by Social 

Media Moderators who are responsible for: 
 

o Correcting misinformation and ensuring content is up-to-date. 
 

o Ensuring responses to posts, in-box messages and discussion 
comments are made in a timely manner. 

 
o Removing any post that is considered to be false, defamatory, 

abusive, hateful, obscene, racist, sexually-oriented, threatening 
or discriminatory. 

 
o Denying access to, or blocking users, who continue to post 

inappropriate or offensive comments. 
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5)  Personal Use of Social Media by Councillors and Employees 
 

The Municipality expects all Employees and Councillors who use social 
media to do so without breaching their duties to the Municipality and 
adhere to their respective Codes of Conduct and Polices. 

 
Employees and Councillors should consider the following:  

 
• Even if you do not explicitly identify yourself as a Municipal Employee 

or Councillor, others may identify you as an Employee or Councillor by 
your name, your place of work, a photograph, or by the content you 
post. 

  
• Identifiable Municipal Employees should make it clear that their 

position does not officially represent the Municipality’s position. Use 
phrases such as “in my personal view” or “Personally…” to 
communicate that you are expressing personal views.  

 
 
• Do not use visual cues that suggest you represent the Municipality. Do 

not post Municipally owned logos, photographs, graphics or other 
media without the Municipality’s authorization. 

  
• Do not circulate any organizational or confidential information, such as 

internal deliberations about how decisions are made, personal 
information, such as client or employee information, or negative 
comments about the Municipality of Arran-Elderslie, Councillors, 
Employees or residents.   

 
• Do not disparage or embarrass the Municipality, individual Councillors, 

Employees, and others associated with the Municipality.  
 

• Do not engage in workplace discrimination or harassment, or activity 
that includes inappropriate comments, photographs, links, etc.  

 
Overall, Employees and Councillors are expected to conduct themselves 
professionally both on and off-duty. Even when an Employee does not 
publicly associate themselves with the Municipality on social media, all 
materials associated with their page may be perceived to reflect upon the 
Municipality.   

 

40



                  MUNICIPALITY OF ARRAN-ELDERSLIE  

SUBJECT:  Social Media Policy                                          Date: May 25, 2020 POLICY NO:  Page 5 of 7 

 

 

Further, Employees and Councillors should not expect confidentiality or 
privacy in relation to their online activities as they pertain to the 
Municipality of Arran-Elderslie. The traditional legal view is that posting 
content on social media sites about an employer is considered a 
publication and not private activity. Councillors and Employees are 
personally responsible for the content they publish online as it relates to 
the Municipality.  

 
Municipal employees who violate the terms of this policy with social media 
use, including personal social media use, may be subject to discipline up 
to and including dismissal for cause. 

 
a. Municipal Councillor and Other Government Accounts  

 
If a Councillor, MP, or MPP representing Arran-Elderslie, Bruce 
County, or the Grey/Bruce riding, has a social media account, the 
Municipality’s social media accounts are permitted to like/follow the 
account.  
 
Accounts belonging to Municipal Councillors must be created and 
maintained by the Councillor and not municipal employees.  

 
The Municipality’s social media accounts are permitted to share/re-
post content from posts belonging a Municipal Councillor, MP, or MPP 
representing Arran-Elderslie, Bruce County, or the Grey/Bruce, riding if 
the content does not clearly promote or criticize a political party, 
candidate, or ideology. Appropriate sharable content includes, but is 
not limited to, community events, funding announcements, bill/law 
announcements, etc. Overall, Social Media Account Moderators should 
use their best judgement when sharing/re-posting content belonging to 
a Municipal Councillor, MP, or MPP.  

 
Effective January 1st of an election year (the beginning of the 
Nomination Period), all links, likes/follows, and sharing of content with 
a Councillor, MP, or MPP site shall be stopped and blocked or 
removed until the Inaugural Meeting of the newly elected Council or 
Legislature is complete. 

 
6) Citizen Conduct  

 
The Municipality reserves the right to remove inappropriate, inaccurate, 
irrelevant or unproductive content (i.e. posts and comments) from social 
media accounts. If the user continues to post inappropriate, irrelevant, 
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inaccurate or unproductive content, the Municipality may ban/block the 
user from the site at the discretion of staff.  

 
The Municipality’s social media accounts/pages that citizen conduct 
criteria applies to, are those that fall under the definition of Social Media. 
In this policy.  For example, Facebook, Twitter, Instagram and YouTube 
accounts, websites, blogs, etc.  

 
 
Comments, posts, or articles containing the following content will not be 
allowed:  

 
• Comments not topically related to the topic and/or issue being 

commented upon. 
 
• Account spamming, trolling or overposting.  

 
• Posts that are meant to solicit sales, products, or goods and services. 

 
• Profane, aggressive, hateful, defamatory, insulting, rude, abusive or 

violent language or content. 
 

• Content that includes or includes links to objectionable material, as 
defined in this policy. 

 
• Conduct or encouragement of illegal activity. 

 
• Information that may compromise the privacy, safety or security of the 

Municipality, public, or public systems. 
 

• Comments or posts that includes inaccurate material or misrepresent 
facts as known by the Corporation. 

 
• Comments or posts that impersonate or misrepresent someone else, 

including public figures, Municipal staff or Municipal officials. 
 

• Content that violates a legal ownership interest of any other party.  
 

The Municipality of Arran-Elderslie is not responsible for any comments or 
use of material posted by users.   

 
ATTACHMENT 
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 NONE  
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THE CORPORATION OF THE MUNICIPALITY OF ARRAN-ELDERSLIE
1925 Bruce Road 10, Box 70, Chesley, ON  N0G 1L0 

519-363-3039   Fax: 519-363-2203

I acknowledge having received a copy of the “Social Media Policy” and 
acknowledge that I have read and understand the information that was 
contained in this document.

Name (please print):      Date: 

______________________________     ___________________________________ 

______________________________ 
Signature 
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1. Coverage 
 

This Code of Conduct applies to all Municipal Staff representing the Municipality of 
Arran-Elderslie (Municipality/Corporation). It is the responsibility of all staff to be 
aware and comply with this Code of Conduct and all other policies adopted by the 
Council of the Municipality of Arran-Elderslie. 

2. Purpose 

The purpose of a Code of Conduct for municipal employees is to foster universal 
understanding of the fundamental rights, privileges and obligations of a local 
government employee.  A Code of Conduct serves as an embodiment of basic 
principles of integrity, honesty, impartiality and common-sense, and recognizes that a 
municipal employee has a responsibility to uphold these principles.  The Code of 
Conduct is also intended to recognize implicitly that an employee of a municipal 
corporation is entitled to the same basic rights and freedoms afforded to all citizens. 

3. Dress Code 
 

The purpose of this policy is to provide direction to employees as to a dress code that 
projects a neat, professional and safety conscious manner appropriate to duties 
assigned to their position. 
 
The Municipality of Arran-Elderslie is committed to establishing a professional/business 
casual dress code which allows our employees to work comfortably in the workplace 
yet still project a professional image for Council, residents, customers, potential 
employees, and community visitors.  Appropriate footwear shall also be worn at all 
times, whether is it in an office setting, site visit or outside work. 
 
The key point to sustaining professional/business casual work attire is to use common 
sense, good judgment, and applying a dress practice that is conducive to our business 
environment.  
 
To assure compliance with the requirements of the Occupational Health and Safety Act 
Section 28(1)(b) of that Act states, “the employee will use or wear the equipment or 

Policy 
Name: 
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Department: Municipality Wide 
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Date: 
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Authority: 
 

 By-Law No. 50-2021  Repealed Authority:   
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clothing that the employer requires to be worn.” Further, the ’so-called general clause’ 
Section 25(2)(h) of the Act requires the employer to “take every precaution reasonable 
under the circumstances for the protection of the worker.”  
 
The Municipality is committed to providing and maintaining a safe and healthy 
workplace environment by requiring employees to wear specific uniforms and/or safety 
apparel appropriate to duties assigned to their position.  More specifically, this applies 
to the Public Works, Building, Facilities and Recreation, and Water and Wastewater 
employees up to and including the Director of those departments. 
 
Fridays are designated as ‘Casual Day’ for employees working in the Administration 
Office. In the spirit of flexibility, keep in mind that business reasons (public meeting, 
outside meeting) may dictate that formal business attire or business-casual attire be 
worn on Casual Day.  
 
The Municipality will take an employee’s religion, ethnicity, or disability into 
consideration as it pertains to personal dress and/or grooming.  
 
Clothing bearing offensive language or logos that are, or could be seen by others, as 
profane, racist, sexist, or discriminatory in nature are not permitted.  
 
If an item of clothing is deemed to be inappropriate by the employee’s supervisor, 
Department Heads, or the CAO, the employee may be sent home to change clothes 
or will be asked not to wear the inappropriate item to work again. 
 
4. Scent Free Awareness 

 
Support in limiting or eliminating the use of scented personal care products whenever 
possible at your work site, and meetings, is helpful to all employees and the public. 
Choose unscented alternatives that are available when possible. By making these 
choices, you will contribute to promoting health and wellness for all staff and the public. 
 
5. Media Relations 

 
Staff should exercise care when communicating with the media on municipal matters. 
Only Department Heads and the Chief Administrative Officer should comment to the 
media on any Municipal matter, unless otherwise authorized by the Department Head 
and/or Chief Administrative Officer/Clerk.  This provision is not intended to restrict the 
ability of employees to express an opinion on non-municipal general interest matters, 
where the employee makes it clear that he/she is commenting as a private citizen, and 
not in his/her capacity as a municipal employee. 
 
6. Confidential Information 

 
Where a member of the public requests information regarded as confidential by the 
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Municipality, they must be referred to the Chief Administrative Officer or Clerk who will 
advise them of the formal procedures in accordance with the Municipal Freedom of 
Information and Protection of Privacy Act. 
 
7. Conflict of Interest 
 
A conflict of interest occurs when, in the course of an employee’s duties, the employee 
is called upon to deal with, or has been involved in, a matter in which the employee 
has a direct or indirect personal interest.  
 
A direct interest arises when an employee may derive, or be seen to derive, some 
personal benefit or avoid personal loss.  An indirect interest arises when the potential 
benefit or loss would be experienced by another person or corporation having a 
relationship with the employee.  These benefits, losses, interests and relationships are 
generally financial in nature but are not limited to such. 
 
In other words, a conflict arises when any employee participates in activities that 
advance a personal interest at the expense of the Municipality’s interests, which 
include public trust and confidence.  Any behaviour, which is, or could be perceived 
as, a conflict is strictly prohibited and subject to corrective measures.  
 
Employees of the Municipality, as a condition of employment, are required to avoid 
involvement in any situation, activity or issue that could present a perceived, real or 
potential conflict of interest between the employee and the Corporation by adversely 
affecting:   
 

• The employee’s performance of duties and responsibilities as an employee of the 
Corporation; and/or 

• The relationship of mutual trust and responsibility that is necessary between the 
Corporation and its employees; and/or 

• The interest of the Corporation, financial or otherwise, the reputation of the 
Corporation in the community or any other legitimate concern of the 
Corporation as addressed by the Chief Administrative Officer. 

 
Principles of Conduct 
 
An employee shall not: 
 

• Conduct external business activities that compete with Municipality services; 
• Engage in any business or transaction or have a financial personal interest that is 

incompatible with the discharge of the employee’s official duties, or corporate 
interests; 

• Be under an obligation to any person who might benefit from special 
consideration or favour from the employee or who might seek, in any way, 
preferential treatment; 
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• Give, in the performance of official duties, preferential treatment to relatives or 
friends or to organizations in which relatives or friends have an interest, financial 
or otherwise; 

• Deal with an application to the Municipality for a loan, grant, award, or other 
benefit which involves themselves or immediate relatives, be in a position where 
the employee could derive any direct or indirect benefit or interest from any 
contracts about which the employee can influence decisions; 

• Benefit from the use of information acquired during the course of official duties 
that is not generally available to the public in any outside work or activity or 
business undertaking that interferes or appears to interfere with the employee’s 
duties, gives or appears to give the employee an advantage derived from 
employment at the Municipality, or might appear to influence or affect the 
carrying out of duties as a Municipality employee; or 

• Use Municipality property, equipment, supplies or services for activities not 
associated with the discharge of official duties. 

 
Conflict of Interest Disclosure 
 
An employee must make prompt and full disclosure in writing to the applicable 
Department Head and/or Chief Administrative Officer of any actual or potential 
conflict of interest, including: 
 

• A description of the conflict of interest; 
• The nature of the direct or indirect personal interest; and 
• Identity of any person(s) or corporations in which there is a personal interest. 

 
Upon receiving disclosure of a conflict of interest, the Department Head and/or Chief 
Administrative Officer shall take reasonable steps to ensure the employee is removed 
from the conflict of interest situation.  An actual or potential conflict of interest can arise 
without any intentional wrongdoing or improper conduct on the part of the employee.  
Therefore, employees will not be disciplined or treated adversely for making prompt 
and full disclosure of the circumstances.  However, all employees are expected to 
make every effort to avoid such circumstances.  Employees are expected to use sound 
judgment and Conflict of Interest guidelines in a pro-active fashion in order to maintain 
the public’s trust in the Municipality’s objectivity and integrity.  Failure to disclose 
conflicts of interest will be treated as a serious matter. 
 
8. Professional Behaviour 
 

• The Corporation’s employees are the ambassadors of the Municipality.  Thus, 
each employee must be conscious of the Municipality’s public duty and their 
part in the discharge of that duty.  They are expected to conduct themselves 
with the highest degree of ethical behaviour and integrity. 

• Municipal employees interact with community agencies, contractors, suppliers 
and the public on a daily basis.  Employees must be professional, courteous, and 
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objective in all of these interactions. 
• Employees, as representatives of the Municipality, are expected to reflect a 

professional image. 
• As with external relations, employees must be professional and courteous with 

their co-workers.  They should be aware of the effect that their workplace 
behaviour has on others.  Employees are expected to be reasonable and fair in 
their expectations of each other and resolve any conflict in a mature and 
professional manner. 

 
The following standards are intended as a guide to the conduct the Corporation 
expects of its employees and are not designed to inhibit its employees unnecessarily.  
The standards outlined are not intended to cover every possible situation and others 
may be added to include new situations. The following shall not be acceptable 
standards of conduct.  Failure to abide by these may result in progressive corrective 
measures up to and including termination. 
 

a) Alcohol/Drug Use 
The Corporation strives to provide a safe, alcohol and drug-free work environment for 
all persons. Accordingly, the Municipality strictly prohibits an employee being impaired 
or under the influence of legal or illegal drugs or alcohol which could adversely affect 
the employee’s work performance, the safety of the employee or others, or puts the 
Municipality’s reputation at risk. Each employee is expected to review and sign off on 
the Municipality’s Drug and Alcohol Policy. 
 

b) Damaging Property 
The neglect or carelessness of an employee that results in the loss, damage, breakage 
or destruction of Corporation property or the property of fellow employees or others. 
 

c) Discourteous Behaviour 
The use of profane, discourteous, abusive or rude language, or action against another 
employee, supervisor or others. 
 

d) Discrimination 
Every employee of the Corporation has the right to receive fair treatment and to work 
in an environment that is free of discrimination and harassment. 
 
9. Facilities and Equipment 

 
The unauthorized use of Municipal property, resources or premises, and the 
unauthorized removal of property from the Corporation’s premises, without the prior 
approval of the supervisor, are subject to discipline up to and including dismissal and 
may be subject to Criminal Charges. 
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10. Failure to Report Accidents 
 

Failure to report accidents, breakage or damage to equipment and machinery (which 
occurs when assigned to drive or use equipment and machinery), giving false 
information, refusing to give testimony when accidents are being investigated, or 
receiving traffic violations with vehicles of the Corporation. 
 
11. Failure to Observe Safety Rules 
 
Failure to observe the established fire safety, health and safety procedures and engage 
in dangerous or potentially dangerous activities. 

 
12. Falsifying Records 

 
Falsifying or altering of employment or time records, work schedules or payroll records.  
Falsifying an employment application, and/or providing false or misleading information, 
prior to or during your employment. 
 
13. Insubordination and Not Report for Work 

 
Willful disregard, disrespect toward a supervisor or representative of management, 
failure to obey or perform work as required or assigned. 
 
Employees who are unable to report to work at their scheduled starting time are 
required to notify their supervisor directly and to do so as soon as possible so that, if 
necessary, replacement staff can be scheduled. 
 
Employees who are unable to report for work are required to contact their supervisor on 
a daily basis throughout their absence to confirm their continuing inability to report to 
work.  When a continuing absence is due to illness, daily notification of the supervisor is 
required until medical confirmation is received regarding the estimated length of the 
absence. 
 
14. Theft 
 
Embezzling and/or pilfering of Corporation property, or the property of employees or 
others (the unauthorized removal, storage, transfer or utilization). 
 
15. Political Activity 
 
Employees are discouraged from direct involvement in the Municipal  Election 
Campaigns.  This includes the posting of candidate signs on their personal property, 
and the signing of nomination papers.  
 
Employees may be involved in provincial and federal campaigns as long as this 
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involvement does not affect the objectivity with which they must discharge their duties 
as a representative of the Corporation.  Municipal resources shall not be used on any 
election campaign.   
An employee who intends to be a candidate in a Municipality of Arran-Elderslie 
municipally run election, must take a leave of absence and, if elected, must resign their 
position with the Municipality. 
 
16. Management Responsibilities 

 
• As part of effective performance management, each Department Head and/or 

Chief Administrative Officer must ensure that employees are aware of and in 
compliance with the Code of Conduct. 

• The Corporation is accountable for protecting the assets of, and the public trust 
in the Municipality.  Toward this end, Management must ensure the establishment 
and monitoring of adequate systems, procedures and controls to prevent and 
detect fraud, breach of trust and other forms of wrongdoing. 

• Management will provide training and development that will enable our 
employees to understand and comply with the intent of this Code to the best of 
their ability. 

• Prior to acting on a suspected wrongdoing, Management should seek the advice 
of the Chief Administrative Officer, who will subsequently notify the Municipality 
Solicitor where appropriate.  This consultation will protect the Municipality’s legal 
interests in potential subsequent corrective measures, protect the rights of those 
employees involved, and prevent further losses or damage to the Corporation. 

• It is the responsibility of Management to ensure that each suspected wrongdoing 
is investigated.  If a wrongdoing is confirmed, the Municipality will deal firmly and 
fairly with all its employees regardless of their position or length of service. 

 
17. Gifts and Benefits 

 
In order to preserve the image and integrity of the Municipality, business gifts should be 
discouraged. However, the Municipality recognizes that moderate hospitality is an 
acceptable courtesy of a business relationship. Recipients should not allow themselves 
to reach a position whereby it might be or might reasonably be deemed by others, to 
have been influenced in making a business decision as a consequence of accepting 
such hospitality. The frequency and scale of the hospitality accepted should not be 
greater than the employee’s Department Head would allow to be claimed on an 
expense account if it were charged to the Municipality.  
 
The “gifts” policy does not apply to gifts received in connection with gifts received for 
services to professional organizations or non-profit community groups. 

 
18. Enforcement 

 
The provisions of the Municipal Act, the Municipal Conflict of Interest Act, The Municipal 

51



      THE CORPORATION OF THE MUNICIPALITY OF ARRAN-ELDERSLIE  
 

Staff Code of Conduct  8 | P a g e  
 

Freedom of Information and Protection of Privacy Act, shall apply to instances of 
improper conduct by Employees of the Municipality of Arran-Elderslie. 
 

• The preceding guidelines and expectations, as well as the related policies, re-
affirm the Municipality’s commitment to integrity, objectivity and professionalism 
in delivering services to the public.  Maintaining the taxpayer’s confidence and 
trust in Municipality government and its employees is of the utmost importance. 
The high standards of conduct expressed in this document are intended to 
ensure that this public trust is not compromised. 

• Every employee is expected to be fully aware of, and in compliance with the 
Staff Code of Conduct and its related policies.  Violation of these principles is a 
serious matter, and any employee in violation of these principles will be treated 
fairly, consistently and without regard to their position or length of service.  In 
addition, any employee who has contravened these policies, including the 
obligation to report any knowledge of wrongdoing or fraudulent behaviour, shall 
be subject to such corrective measures (up to and including termination) as is 
deemed appropriate under the circumstances. 

• Any employee under investigation for suspected fraud or other wrongdoing may 
be suspended with or without pay or be re-assigned to other duties pending 
completion of the investigation, depending on the particulars of the case and 
the best interests of the Municipality. 

• Nothing in this Staff Code of Conduct is intended to conflict with the 
Municipality’s obligations to its employees under its collective agreements. 

• Corporate policies are not intended to undermine the firm commitment to the 
well-being and professional treatment of employees throughout the Municipality. 

• Public service is a public trust, and as an organization entrusted with public funds, 
it is critical that every employee regularly re-affirm their commitment to the 
highest standards of ethical behaviour. 

 
19. Severability 
 
The provisions of this Code are severable and if any provision, section or word is held 
invalid or illegal, such invalidity or illegality shall not affect or impair any of the remaining 
provisions, sections or words. 

52



 

    THE CORPORATION OF THE MUNICIPALITY OF ARRAN-ELDERSLIE 
1925 Bruce Road 10, Box 70, Chesley, ON  N0G 1L0 

 519-363-3039   Fax: 519-363-2203    
 
 

 
 
 
 
 
I acknowledge having received a copy of the “Staff Code of Conduct” and 
acknowledge that I have read and understand the information that was contained in 
this document. 
 
 
 
Name (please print):                                              Date: 
 
 
 
______________________________                  ___________________________________ 
 
 
 
 
______________________________ 
Signature 
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THE CORPORATION OF THE MUNICIPALITY OF ARRAN-ELDERSLIE
1925 Bruce Road 10, Box 70, Chesley, ON  N0G 1L0 

519-363-3039   Fax: 519-363-2203

I acknowledge having received a copy of the “Staff Code of Conduct 
Policy” and acknowledge that I have read and understand the 
information that was contained in this document.

Name (please print):      Date: 

______________________________     ___________________________________ 

______________________________ 
Signature 
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THE CORPORATION OF THE MUNICIPALITY OF ARRAN-ELDERSLIE
1925 Bruce Road 10, Box 70, Chesley, ON  N0G 1L0 

519-363-3039   Fax: 519-363-2203

I acknowledge having received a copy of the “Respect in the 
Workplace  Policy” and acknowledge that I have read and understand 
the information that was contained in this document.

Name (please print):      Date: 

______________________________     ___________________________________ 

______________________________ 
Signature 
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Information Report 
Meeting Date:  October 16, 2024  

Report From: Jennifer Isber-Legge, Economic Development Coordinator 

Subject: CCWG.24.02 Committee Objectives 

Appendices:  

 

Report Summary 

This report references the Terms of Reference for the Chesley Community Working 

Group and summarizes the contents 

 

Background 

The Chesley Community Working Group Terms of Reference were approved by Council 

on August 12, 2024.  

Staff were directed to proceed with the recruitment of the Chesley Community 

Working Group Members. A call for applicants was posted on the website, and socials.  

On Sept 9th Council appointed the following to the Chesley Community Working 

Group.  

o Gina Dionne 

o Kristen Sweiger 

o Dave Tedford 

o Allison Lancaster 

o Jeff Irwin 

o Kate Grieve 

o Dan Foxcroft 

 The committee also includes  

 Councillor Steinacker 

 Councillor Hampton 

 Jennifer Isber-Legge, Staff 

                                  The Corporation of the  

                                    Municipality of Arran-Elderslie 
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Analysis  
The purpose of the Group is to provide a platform for business and community stakeholders, 
and local staff to share information, develop ideas, raise issues and concerns, and recommend 
solutions that will support economic development, and revitalization in downtown Chesley.  
 
The mandate of this Group will be “To support economic development and revitalization activity 
in Chesley that prioritizes business attraction and retention, increases Chesley’s capacity to 
compete, and works to develop a vibrant downtown.” 
 
In summary, the Working Group will; 

 Encourage and facilitate community involvement in matters and projects related to 
economic development 

 Identify opportunities to promote economic growth and downtown revitalization in 
Chesley 

 Provide a voice and forum for businesses, rural and urban communities, beautification, 
and arts and culture in Chesley 

 Consult on beautification projects such as murals, waste receptacles, and benches 

 Identify underutilized commercial space and develop strategic solutions in cooperation 
with property owners 

 Support the development of a vacant commercial space listing for the Municipal website, 
and the implementation of a vacant commercial space marketing package 

 Consult on the development of business attraction and retention strategies 

 Support projects identified in the Economic Development Strategic Plan 

 

 
 

Link to Strategic/Master Plan 

 6.2 Supporting Businesses and the Local Economy  

  

Financial Impacts/Source of Funding 

 

 

Approved By:  Emily Dance, Chief Administrative Officer 
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Terms of Reference  

Chesley Community Working Group 

 
 
 
 
 
 
 
 

 
Ammended Aug 12, 2024 
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Terms of Reference for the 

Chesley Community Working Group 
 
 

 

The Working Group shall be referred to as the Chesley Community Working 

Group. (the “Group” or CCWG). 

 

 

1. Primary Purpose: 

 

The purpose of the Group is to provide a platform for business and community 

stakeholders, and local staff to share information, develop ideas, raise issues and 

concerns, and recommend solutions that will support economic development, 

and revitalization in downtown Chesley. 

 

The mandate of this Group will be “To support economic development and 

revitalization activity in Chesley that prioritises business attraction and retention, 

increases Chesley’s capacity to compete, and works to develop a vibrant 

downtown.”  

  

2. Activities: 

 

The Working Group will: 

 

- Meet on a regular basis to discuss ongoing matters, raise issues/concerns 

and offer solutions and, where applicable, make recommendations to 

Municipal Council regarding economic development activity in Chesley.  

 

- The Group may form sub-Groups to concentrate on specific matters, which 

sub-Groups will report back to the Group as appropriate with 

findings/recommendations. 

 

- Encourage and facilitate community involvement in matters and projects 

related to economic development. 

 

- Identify opportunities to promote economic growth and downtown 

revitalization in Chesley. 

 

- Provide a voice and forum for businesses, rural and urban communities, 
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beautification, and arts and culture in Chesley. 

 

- Beautification projects such as murals, waste receptacles, and benches. 

 

- Identify underutilized commercial space and develop strategic solutions in 

cooperation with property owners. 

 

- Support the development of a vacant commercial space listing for the 

Municipal website, and the implementation of a vacant commercial 

space marketing package. 

 

- Consult on the development of business attraction and retention strategies. 

 

- Support projects identified in the Economic Development Strategic Plan. 

 

 

3. Delegated Authority: 

 

The Group is a working Group and has no delegated authority except for the 

advocacy of best practices. 

 

The Group has no authority to direct municipal staff, and any recommendations 

requiring implementation, reports, staff action, or a commitment to expend 

municipal funds must first be approved by Council before any action by staff may 

be taken.    

 

4. Group Composition: 

 

The membership of the Group will be comprised of a variety of community 

representatives, council and staff.  

• Arran-Elderslie Staff: 

o Chesley Ward Councilor 

o Additional Member of Council 

o Economic Development and Communications Coordinator 

or staff designate 

• Community Members: 

o Chesley service Groups,  

o Chesley business owners,  

o Chesley storefront owners,  

o Chesley community members,  

o Arran-Elderslie Community and Business Association. 

 

Note: Community Group Representatives will be appointed following 
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Council approval of the Terms.  

 

Applications for Members of the Group may also received throughout the 

term of the Group.  

 

 

5. Procedures and Rules 

i. As a formal committee of Council, the Group is subject to the 

Procedure By- Law of the Municipality of Arran-Elderslie which 

governs the procedures of Council and its Committees and 

Boards, the Municipal Code of Conduct, the Municipality’s 

Harassment Policy and any other applicable policies and/or 

procedures. 

ii. The Chair will be elected from the Group members at least once 

per Council term. The expenditure of any municipal funds is to be 

approved by Council in accordance with the Municipal 

Procurement By-law and current budget. 

iii. All members, including the Chair, are responsible to: 

 

• Review meeting materials in advance of the meetings and arrive 

prepared to provide a broad perspective on the issues under 

consideration. 

• Work diligently to complete assigned activities. 

• Agree to describe, process, and resolve issues in a professional and 

respectful manner. 

• Provide input to help identify future projects or strategic priorities for 

future years’ work. 

• Communicate activities of the Group to the community. 

• Attend Municipality of Arran-Elderslie and other community events 

and initiatives, where appropriate and available. 

• Communicate using inclusive and non-discriminatory language, 

respecting the spirit of the Ontario Human Rights Code and the 

Municipality of Arran-Elderslie Code of Conduct. 

• Respect all decisions made by the Group. 

iv. The Committee shall meet a minimum of four (4) times per year in 

an accessible location. The Committee will establish a meeting 

schedule at it’s first meeting each year. A quorum of a majority of 

members is required to hold a meeting. 

v. Meetings shall be conducted with an agenda that is prepared by 

75



Page 5 of 6 
Terms of Reference 

Chesley Community Working Group 

 

Staff and reviewed by the CAO and/or Chair. Agendas and 

minutes will be posted to the Municipality of Arran-Elderslie 

website. 

vi. The Committee shall follow the Municipality of Arran-Elderslie 

Procedural By-law. All meetings of the Group will be open to the 

public, except as provided in the Procedural By-law and/or 

Municipal Act, 2001 and any other applicable legislation. 

vii. Members wishing to have items included on the agenda must 

provide items to the staff or designate on or before the 

Wednesday preceding the agenda going out. 

viii. Notice of meetings shall be issued via circulation of agenda to 

Committee members on the Friday preceding the meeting 

except in the event of extenuating circumstances. 

ix. Minutes shall be kept of all meetings. Adoption of meeting minutes 

will be included on the agenda of the next meeting and then 

posted to the Municipality of Arran-Elderslie website. 

x. Members having a pecuniary interest in any issue under 

consideration by the Committee shall declare the pecuniary 

interest at the beginning of the meeting or at the earliest time 

known. 

xi. For consistency of messages, media inquiries should be directed to 

the Committee Chair. 

 

6. Conflict of Interest 

A conflict of interest may arise for Group members when their personal 

or business interests clash with the duties and decision of the Group. 

Municipal conflict of interest requirements as defined by the Municipal 

Conflict of Interest Act, R.S.O. 1990, c. M.50 will apply to the Group. 

If a Committee member discloses a pecuniary interest, that member 

shall remove themselves from the meeting for the duration of the 

discussion and voting (if any) with respect to that matter. 

 

7. Council Role 

 

Council may, at its discretion, at least annually, review the composition 

of the working Group to ensure that it is representative of the 
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community. Council can, with or without the advice of the Group, 

make changes to membership composition to ensure Committee 

effectiveness. 

 

 

 

Date of Adoption of Terms of Reference:  
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Information Report 
Meeting Date:  October 16, 2024  

Report From: Jennifer Isber-Legge, Economic Development Coordinator 

Subject: CCWG.24.03 Meeting dates 

Appendices:  

 

Report Summary 

This report outlines meeting dates and locations for 2024 and 2025 

 

Background 

A majority of members indicated in their application that they preferred evening 

meetings.  

Council Chambers was selected as a location based on potential need for virtual 

meeting technology. 

Terms of Reference lists quarterly meetings. Additional meetings as required. 

 

 

Analysis  

 

Wednesday Nov 13, 2024 Council Chambers 5:00 pm 

Wednesday Jan 15, 2025 Council Chambers 5:00 pm 

Wednesday Mar 12, 2025 Council Chambers 5:00 pm 

Wednesday June 18, 2025 Council Chambers 5:00 pm 

Wednesday Sept 17, 2025 Council Chambers 5:00 pm 

 
 

Link to Strategic/Master Plan 

 6.2 Supporting Businesses and the Local Economy  

                                  The Corporation of the  

                                    Municipality of Arran-Elderslie 
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Financial Impacts/Source of Funding 

none 

 

Approved By:  Emily Dance, Chief Administrative Officer 
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Information Report 
Meeting Date:  October 16, 2024  

Report From: Jennifer Isber-Legge, Economic Development Coordinator 

Subject: CCWG.24.04 Chesley Community Toolkit 

Appendices:  

 

Report Summary 

This report summarizes the Chesley Community Toolkit and Chesley Façade Guidelines 
finalized in June 2023.  

 

Background 

Chesley Community Toolkit 

Community brand guidelines are not a policy or by-law that requires compliance. 

Instead, they look to influence the municipality and community partners to revitalize 

their streetscapes and communities in a way that demonstrates a cohesiveness. Grants 

provide an extra level of incentives to influence community projects to meet these 

guidelines.  

For Spruce the Bruce grants that include visual elements, the community brand 

guidelines act as an evaluation tool, hence why they are required. They ensure that 

grants approved in your municipality support the visual goals of the community. 

Guidelines are developed to ensure there is a unified, consistent and clear brand 

message used across a wide range of marketing and communications. These 

guidelines were developed with input from the community and provide specific 

directions for use of the community’s logo and slogan, imagery, fonts and colours. 

 

Chesley Façade Guidelines 

The Façade Improvement Guideline for Chesley is essentially a façade improvement 

“information tool” addressing topics typically related to context, building envelopes, 

building/street relationships, climate, entrances, safety, adaptability, expression, scale, 

exterior materials, performance, etc. This document, coupled with grant applications 

                                  The Corporation of the  

                                    Municipality of Arran-Elderslie 
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through the Municipality and Bruce County, can lead to planned facade 

improvements brought to fruition. Visit www.arran-elderslie.ca and 

www.sprucethebruce.com for information regarding Arran-Elderslie and Bruce 

County’s grant applications, respectively. 

 

 

 

Analysis  

 

This working group can use these tools to guide their work in the Chesley 

downtown. 

 
 

Link to Strategic/Master Plan 

 6.2 Supporting Businesses and the Local Economy  

  

Financial Impacts/Source of Funding 

None 

 

Approved By:  Emily Dance, Chief Administrative Officer 
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TRADITIONAL COMPONENTS OF  

Community Brand 
Guidelines  

With a clear understanding of its history, vision for the 
future, and what its unique characteristics are. When 
applied to physical elements within a community’s 
streetscape, the community brand will create a sense of 
place and a strong tie to community.

Community brand guidelines are not a policy or by-law 
that requires compliance. Instead, they look to influence 
the municipality and community partners to revitalize 

their streetscapes and communities in a way that 
demonstrates a cohesiveness. Grants provide an extra 
level of incentives to influence community projects to 
meet these guidelines. For Spruce the Bruce grants that 
include visual elements, the community brand guidelines 
act as an evaluation tool, hence why they are required. 
They ensure that grants approved in your municipality 
support the visual goals of the community.

Purpose  
AND HOW TO USE THE DOCUMENT

Your brand is, for many people, the first point of contact 
with your community, and therefore it has a big role 
to play. Because your brand identity affects how your 
community is perceived, it’s important that the guidelines 
outlined in this document are followed. 

Guidelines are developed to ensure there is a unified, 
consistent and clear brand message used across 
a wide range of marketing and communications. 

These guidelines were developed with input from the 
community and provide specific directions for use of the 
community’s logo and slogan, imagery, fonts and colours. 

It’s important that the brand identity and all components 
of the design be used correctly and consistently, so that, 
over time, your community brand will become recognized, 
memorable and top of mind.
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The Brand 
COMMUNITY TAGLINE

Growing Together
Chesley is a quiet and serene farming community with lots of potential for residential and commercial growth. Chesley 
is known to be a safe community and a great place to raise a family. Warm and friendly people, farm-fresh goods at 
your fingertips, a charming downtown and many recreational opportunities are why people love to call Chesley home. 
Some of the favourite things about Chesley include its beautiful scenery, walking trails, parks, surrounding nature, the 
Saugeen River and historic downtown with quaint shops, cafes, and bakeries. Many also enjoy the bustling Mennonite 
community with their horse and wagons and farm goods. 

Chesley is a vibrant and welcoming community that has room to grow, and its community is Growing Together. 
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The images and colours shown are for illustration purposes only, and are intended to illustrate a desired style and effect, not to 
define a specific product or colour palette, and are not intended to serve as working drawings or templates for production.

Brand Elements

Logo Design

Colour Palette

Icons 

Crimson Red
CMYK	 02/90/87/00
RGB	 234/065/052
HEX	 e94034

Cyan Blue
CMYK	 78/12/00/00
RGB	 000/169/228
HEX	 00a9e3

Yellow Orange
CMYK	 02/43/97/00
RGB	 243/159/036
HEX	 f39e24

Gray
CMYK	 00/00/00/40
RGB	 167/169/172
HEX	 a7a9ab

Cobalt Blue
CMYK	 87/52/00/00
RGB	 016/114/186
HEX	 1072ba

Jade Green
CMYK	 72/05/54/00
RGB	 059/177/147
HEX	 3ab192

Swans Big BruceAgriculture
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Typography

Materials

Athelas - Regular Swiss721BT  - Condensed

Athelas - Bold Swiss721BT  - Bold Condensed

AaBbCcDdEeFfGgHhIiJjKkLlMmNn
OoPpQqRrSsTtUuVvWwXxYyZz 
1234567890

AaBbCcDdEeFfGgHhIiJjKkLlMmNn 
OoPpQqRrSsTtUuVvWwXxYyZz 
1234567890

AaBbCcDdEeFfGgHhIiJjKkLlMmNn 
OoPpQqRrSsTtUuVvWwXxYyZz
1234567890

AaBbCcDdEeFfGgHhIiJjKkLlMmNn 
OoPpQqRrSsTtUuVvWwXxYyZz
1234567890

Bright Paint Accents Coloured AwningsRed Brick

Black Iron Accents Planters/FlowersWhite Board & Batten

Keywords

Serene Community
Farming/Agriculture  
Wagon Wheel   

Nature/Outdoors
Historic Downtown
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This is the part of the toolkit where examples of public assets such as street furniture, public fixtures, etc. are shown and 
standardized to create a theme for a community. 

Physical Elements

Banners

Brochure

Advertisment

Signage Header
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E
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Chesley Heritage
Trail

Scale: 1:8,500
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1 Bluewater Auto and Tire Service 1931 Bruce Rd 10
2 Chesley Esso and My Stop 1929 Bruce Rd 10
3 Elgin Abbey Long Term Care 380 1st Ave N
4 Hatten Home Hardware Building Centre 421 1st Ave N
5 Bluewater District School Board 351 1st Ave N
6 Chesley LCBO 115 1st Ave N
7 Midwest Cooperative 109 1st Ave N
8 Metzger Vet Services 1773 Bruce Rd 10
9 Klages Mill & Garden 11 1st Ave N 
10 McLean Lawyers 27 1st Ave S
11 Chesley Grocery Store 30 1st Ave S
12 VIP Cannabis Co 35 1st Ave S
13 Chesley Pharmacy 38 1st Ave S
14 Chesley Dental, Dr Stephen E Brown 40 1ST Ave S
15 CIBC 47 1st Ave S
16 The Local Ladybug 48 1st Ave S
17 Denomy's TV and Appliances 52 1st Ave S
18 Chesley Rexall 55 1st Ave S
19 Chesley Medical Clinic 33 2nd St SE
20 L-Ray Plumbing and Heating 1 Riverside Dr
21 RE/MAX 63 1st Ave S
22 Sugar Castle Bakery/Louise’s Open Kitchen 64 1st Ave S
23 Chesley Legion 65 1st Ave S
24 Clearance Wholesale Foods and Supplies 72 1st Ave S
25 Bruud Coffee 73 1st Ave S
26 Grey Bruce Financial 77 1st Ave S
27 Superior Concrete 229 4th St SW

28 Loucks and Loucks 84 1st Ave S
29 Moller Insurance 85 1st Ave S
30 Roundtree Health and Wellness Spa 90 1st Ave South Unit 2
31 Chelsey Convenience Plus 91 1st Ave S
32 Wicked Wandas Odds and Ends 95 1st Ave S
33 Babin's Cookhouse 99 1st Ave S
34 OSSTF District 7 Bluwater office 104 1st Ave S
35 B & L Farm Services 107 1st Ave S
36 Country Squire Printing 12 3rd Ave SE
37 Side Street Pizza 20 3rd St SW
38 Chesley Nursery School 59 3rd Street SW
39 Parkview Manor Health Care Centre 98 3rd St SE
40 Chesley Bijou Theater and 

OPP Community Office
112 1st Ave S

41 Old Chesley Town Hall 112 1st Ave S
42 Northern Credit Union 115 1st Ave S
43 Canada Post 120 1st Ave S
44 Rhody Family Funeral Home 65 4th St SW
45 Hairocity Beauty Bar 71 1st Ave S
46 Chesley Kids Club 231 4th Ave SE
47 Crate Designs Furniture 87 7th St SW
48 Chesley Memorials 338 1st Ave S
49 Car Wash 362 1st Ave S
50 Bruce Power Training Centre 60 Industrial Park Rd
51 The Rustic Grill 364 1st Ave S
52 Morrow Sales and Service 7 Industrial Park Rd
53 Bruce Sales and Rentals APC 390 1st Ave S
54 The Hummingbird Spa 81 1st Ave S

Municipal Office for Arran-Elderslie 1925 Bruce Rd 10

South Bruce Grey Health Centre 
– Chesley Hospital

39 2nd St SE

Chesley Arena and Community Centre 129 4th Ave SE

Chesley and Area Fire Station #90 211 1st Ave N

Chesley District Community School 231 4th Ave SE Box 310

Chesley Public Library 73 2nd Ave SW

CONTACT  US AT
519-363-3039 or www.arran-elderslie.ca

www.visitchesley.ca
Map created June 1, 2023. 
For business updates contact 
jpridham@arran-elderslie.ca

Benches

Proud Home of Big Bruce
Crowned Ontario’s Greatest Roadside Attraction in 2021

www.VisitChesley.ca

Planters
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Website

Social Media

Social Media Post

Poster THE CHESLEY KINSMEN AND KINETTES PRESENT...

22ND ANNUAL

Chesley Park Area, 
along the beautiful Saugeen River

Breakfast 9am - 11am • Food Booth • DJ • Dash Plaques • Door Prizes
50/50 Draw • 150 Special Gifts • Top 10 Cool Picks

“Proceeds to Community Betterment”

July 2, 2023 9AM - 4PM

Party in
the Park

www.VisitChesley.ca

CAR, BIKE & TRUCK SHOW
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Signage

Bike Rack

Waste Receptacles
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Overview

Generally, in most communities, development can be traced over “periods.” Many structures and buildings 

will have retained their original detailing, some may have been altered for various reasons, and infill may have 

added newer styles to the building fabric of the community. In many cases, “styles” work at cross-purposes to 

the feel of the streets in which they are situated and may influence an ill-character for the commercial district. 

More often than not, this is a result of a lack of clear identity and information regarding the direction the com-

munity would like to go concerning its “look”. After all, most building owners’ skills lie in operating a business 

and not necessarily how to create, improve, or maintain the façade of a building – this is where the greatest 

challenge lies.

Through municipal and county-led incentives, property and business owners have been inspired to revitalize 

their main street properties. Many communities are now seeing the value of incorporating façade improve-

ments into their overall revitalization strategy for their streets and cores. These projects can improve the 

overall look and feel of a community’s main street or commercial areas, helping them become more desirable 

as a destination. 

Façade renewal designs or guidelines for buildings located within Chesley, and The Municipality of Arran-

Elderslie “Main Streets” illustrate how building and business owners can transform their building’s façades. 

Typically, under the topics of awnings, signage, planters, shutters, colour, and lighting, the guidelines suggest 

ways in which a building façade can be improved to suit a desired theme or heritage. The guideline doesn’t 

attempt to “redesign” the façade of every building along the “Main Street”; rather it attempts to define period 

styles that may have occurred in the Chesley community and possibly group its buildings into these categories; 

providing an understanding, appreciation and ultimately, a guideline or demonstration of what these buildings 

could be like if a façade improvement is undertaken. Generally, it is a visual education – an education that may 

entice building owners to pursue Arran-Elderslie’s and/or Bruce County’s funding towards the realization of 

building façade improvements within its historic commercial area.

1

1st Avenue South - East Side (North of 2nd Street)

1st Avenue South - East Side (North of 2nd Street) continued

1st Avenue South - East Side (South of 3rd Street)

1st Avenue South - East Side (South of 2nd Street) All photos taken February 2023.

3rd Street Southeast
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1st Avenue South - West Side (North of 2nd Street)

1st Avenue South - West Side (South of 3rd Street)

1st Avenue South - West Side (South of 2nd Street)

1st Avenue South - West Side (North of 2nd Street)
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All photos taken February 2023.
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Theme: Growing Together

Key Words:

•	 Serene

•	 Bustling 

•	 Growth

•	 Safety 

•	 Family

•	 Warm

•	 Fresh

•	 Agriculture

•	 Friendly

•	 Charming

•	 Community

•	 Recreation

•	 Scenic

•	 Historic

•	 Goods

•	 Bustling

•	 Vibrant

•	 Welcoming

•	 Swans

•	 Bruce
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Façade Improvement Guideline

The process resulting in this guideline included engaging identified and volunteering businesses to aid them 

in utilizing the information on their own buildings. This included on-site building review, consultation and the 

preparation of computer generated 3-D models demonstrating what a building “could be like” if they were to 

employ the guideline information. It is meant to be general in nature and accessible in content.

The scope of work for the project, as referenced through correspondence provided to The Municipality of 

Arran-Elderslie (February 2023) included several stages:

•	 Start-up/Review: 

Initially a meeting clarified an approach and working relationships/objectives between the consultant and 

The Municipality of Arran-Elderslie staff. This meeting identified project wishes, limits and/or jurisdictions. 

A site visit also provided background and photo documentation for the project.

•	 Façade Design Demonstrations: 

The initial projects were identified as “demonstration sites” for façade improvements and include all build-

ings within Chesley’s priority Community Improvement Project Area.  

•	 A detailed facade design was prepared, illustrating a typical treatment for each of the noted buildings and 

demonstrating the potential improvements, and informing and exciting business owners.

The Façade Improvement Guideline for Chesley is essentially a façade improvement “information tool” ad-

dressing topics typically related to context, building envelopes, building/street relationships, climate, entranc-

es, safety, adaptability, expression, scale, exterior materials, performance, etc. 

This document, coupled with grant applications through the Municipality and Bruce County, can lead to 

planned facade improvements brought to fruition. Visit www.arran-elderslie.ca and www.sprucethebruce.com 

for information regarding Arran-Elderslie and Bruce County’s grant applications, respectively.

It is sincerely hoped that this process and the subsequent guideline advantageously assists The Municipality of 

Arran-Elderslie in achieving its goal of improving the historic downtown core along its “Main Streets.”

2
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Elements of a Façade

Section 2 provides a process that will help guide 

the applicant through the various steps required to 

ensure that the integrity of The Municipality’s and 

Bruce County’s incentive programs are understood 

and followed. 

The elements of a façade are illustrated to assist 

the applicant with a common terminology. Histori-

cal references of Chesley are provided for general 

interest. A map of the relevant improvement area 

is also included to outline the limits of the area in 

which building owners and businesses are able to 

take part in the Municipality’s and Bruce County’s 

facade programs. 

The following diagram identifies the name and loca-

tion of several common building elements.

2

Decorative Cornice

Gable

Keystone

Lintel

Muntin

Masonry Wall

Window Sill

Sign Panel

Lighting

Frieze

Capital

Transom

Column or Pier

Front Door

Storefront Display Window

Sill Course

Base Panel
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Façade Characterization
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Historic

Historical Designation

Business Address

Historic - Modified

Non- Historic
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Historic Example 
(This particular example is a histrically designated building)

Disclaimer: For the purpose of the plan above, a historic 

building is defined as a building with no visible signs of 

alterations to the façade since it was originally constructed. 

Designated historical buildings are protected under the 

Ontario Heritage Act bylaw and deemed to have historical, 

cultural, or architectural significance; (marked with a 

designation symbol on the map).

For the purpose of this guideline, Historic/Heritage building 

facades have been identified, however demonstrations 

in Section 5 ‘Application/Demonstration,’ show refreshed 

aesthetic appeal to a facade through modification and added 

elements. To maintain historical character, a building facade 

would require only a restoration of original features or left 

unmodified altogether.

Historic - Modified Example Non-Historic Example
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Traditional Elements

Chesley Town Hall and Public Library, 1913

Devastation From The Chesley Fire In 1888 Few Main Street Buildings Remained After The Fire In 1888

Main Street in Winter, 1906 Main Street in Summer, 1906

Chesley Inn On Main Street before 1949

View of Main Street From The Bridge, 1926 View of Main Street Looking North, 1908 

Main Street With Colourful Awnings, 1907 The Roxy, 1936

Chesley Bank (far right), 1907
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Applicant’s Process

  Step One: Evaluating Your Building’s Appearance

It is important to take a good look at a building before proposing alter-

ations to its exterior. Consider the windows, doors and detailing. Note 

the entire façade, including the upper stories as well as the storefront. 

A successful improvement strategy is one that treats the building as 

a whole and does not neglect the upper story. The goal is to achieve 

visually distinct façades that relate to their surroundings while provid-

ing a sense of cohesiveness in the commercial corridor without strict 

uniformity.

  Step Two: Evaluate Your Building’s Surroundings

A high level of upkeep always strengthens the image of a commercial 

corridor. The property owner or tenant should aid in cleanliness of the 

sidewalk and spaces adjacent to the building. The sidewalk should be 

kept free of debris and washed regularly. Trash generated by the store 

should be kept in enclosed areas at the rear of the building and must be 

easily serviced by trash collection trucks.

 � Step Three: Make Needed Repairs; Establish A 
Maintenance Schedule

Preserve the value of façade improvements by repairing any damage 

before façade work begins. In order to prevent major building repair in 

the future, a regular maintenance schedule should be established for 

façade cleaning and repair. The following are recommended preventive 

maintenance steps;

•	 Checking roof to ensure that it is watertight

•	 Scraping chipped and peeling paint and repainting

•	 Repointing and patching deteriorated masonry or stonework joints

•	 Replacing deteriorated building surfaces

•	 Repairing and painting window frames and sills

•	 Repairing or replacing weatherproofing agents

•	 Establishing a sidewalk washing schedule

  Step Four: The Game Plan

Prepare a Plan or Sketch

With the help of the guidelines and perhaps the assistance of a design-

er, prepare a sketch of your building façade that outlines your proposal 

for a renovation. Indicate repairs and upgrades, materials, and colours. 

When you have a sketch that satisfies your own requirements and 

follows guidelines set out in this report, you will need to “tender” 

the work, which means to ask builders to give you a fixed price bid to 

undertake the work shown in the drawings. Be wary of “estimates’ that 

permit flexibility in the final billing. Some professional advice may make 

this part easier for you. You may ask to have certain items as separate 

prices if, for example, you may have to defer some of the work to anoth-

er year for budget reasons.

“Do It Right”

For any renovation, it is essential that one person or company takes 

responsibility for all aspects of the work such as a general contractor. 

If the work involves only window replacement, be certain that the 

contractor is well experienced with window replacement and that you 

have discussed the extent of finishing that is expected. Before signing 

a contract be sure to have all incidentals itemized and accounted for to 

avoid any additional costs. Additional costs such as clean up, disposal of 

old materials or plaster repair and painting are often overlooked.

For work involving masonry repair, great skill and extensive knowledge 

and experience is required. Talk with the contractor and ask about the 

specific skills required to protect historic masonry from deterioration. 

Competent and knowledgeable tradespeople are proud to give recent 

references. 

It is also recommended that you ask the contractor for multiple ref-

erences. Randomly select individuals from the reference list and call 

them. Background work can save time and money up front. 

The Cost

Renovations are frequently the cause of cost surprises, often in inverse 

relationship to the actual size of the project. Prepare for the unexpect-

ed in a combination of three ways:

•	 Pay up front for some professional advice from a consultant famil-

iar with the type of work anticipated;

•	 Make exploratory openings in locations that can be temporarily 

reclosed. This takes away any hidden surprises and is a far better 

indicator of concealed elements prior to the contractor’s discovery;

•	 Be prepared during the work to be flexible either in the amount 

of work that is completed in each phase, or the amount of money 

expended. If the complete package of work is fully explored and 

described in advance of the Contractor’s involvement, few surpris-

es will be revealed during construction.

  Step Five: The Application

If applying for funding assistance offered through the Municipality 

of Arran-Elderslie or Bruce County, review the application forms and 

requirements, which will outline all eligibility, grant funding, processes, 

and other details.
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The following Façade Improvement Guideline for Chesley is in 

response to The Municipality of Arran-Elderslie’s interest in improving 

the overall look and feel of Chesley’s downtown core area. This 

guideline is intended to illustrate, in a broad sense, how façades can 

be altered to satisfy the community’s initiative to follow a Traditional 

Heritage theme. 

A significant percentage of buildings were built during the Victorian pe-

riod (1850-1900). Many buildings have retained their original detailing, 

some have been altered for various reasons, and there have also been 

many contemporary infill building additions. 

In Section 3, the Façade Improvement Checklist, there are guidelines to 

follow to ensure that your improvement proposal is in keeping with the 

vision of Chesley. This guideline, with the help of appropriate examples 

and the following ‘Project Design Checklist’ illustrate how The Mu-

nicipality of Arran-Elderslie and Bruce County can offer assistance to 

business and property owners thinking about giving their downtown 

building façade a face lift. In Section 4, ‘The Elements’ we have suggest-

ed ways in which a building façade can be improved to suit the Tradi-

tional Heritage theme. In lieu of re-designing every building in Chesley, 

we have outlined three typical building types in Section 5 (Historic, 

Historic-Modified and Non-Historic) and have applied a few of the 

guidelines to illustrate how an existing building could be improved.

The following sections are intended to help create an identity for your 

storefront while respecting the needs of the commercial corridor. 

These recommendations are not meant to limit your creativity but to 

encourage and channel it so that you have the best possible result from 

your efforts.

Façade Project Design Checklist

A designer of façade projects within The Municipality of Arran-Elderslie should 

respond to the following criteria to help with their efforts to create a relevant 

and quality improvement for both the building and the street.

During the design of new and renovated façades and/or buildings, 

a project team – building users, administrators, managers/staff, and 

façade designers – will have two broad areas of responsibility: the first 

towards particular project needs (how the façade serves the business), 

the second towards communal needs (how the façade serves the char-

acter of the street), which includes façades facing streets and spaces in 

the commercial core. The following design criteria addresses these two 

areas of responsibility.

1.	 Responding to Chesley Commercial Core Context

•	 Façades should be designed to enhance the larger compositions 

created by groups of buildings and landscapes.

•	 Façade improvements should be considered as opportunities to 

“repair” holes and discontinuities along the street.

2.	 Building Envelopes in the Community Improvement 
Areas

•	 Façades should, in general, align or work with existing façades to 

reinforce the clarity of the public network and the cohesion of 

building groups.

3.	 Building / Street Relationships

Building façades and street spaces should establish a mutually sup-

portive relationship in which indoor and outdoor spaces animate 

and are connected to each other.

Façades should define buildings as distinct spaces with a strong 

sense of identity and place.

Façades should enhance the clarity, safety and efficiency of streets 

and pedestrian routes.

Building faces adjacent to public open spaces and thoroughfares 

should be treated as fronts and should activate the public street 

environment.

3

4.	 Response to Chesley Climate

Important public spaces, both indoor and outdoor, should benefit 

from the sun.

Rain and snow shelter should be provided in high-use areas around 

entrances, and where heavily travelled pedestrian routes run paral-

lel to building façades.

5.	 Building Entrances

Façade projects should help building entrances become easily iden-

tifiable, and should address the “Main Streets” in Chesley. 

All improved building entrances should satisfy the standards for 

accessibility stated in the Accessibility for Ontarians with Disabili-

ties Act (AODA).

With façade treatments, building entrances should be ordered with 

the most important entry addressing the main avenue of approach.

All building faces adjacent to major public open spaces and thor-

oughfares should have entrances that are clearly identified.

Façade treatments should promote building entrances that are 

open and prominent, provide a sense of transition from outside to 

inside and encourage people to approach and enter.

6.	 Long Life/Loose Fit

Façade treatments should be capable of being adapted to new 

building uses and expansion as the needs and the priorities of the 

owners change.

7.	 Safety along Chesley’s Main Street

New façade projects and renovations should be designed to pro-

vide actual personal safety as well as impart a sense of comfort and 

well-being in Chesley’s commercial core users.

Personal safety is a broad-spectrum requirement that goes beyond 

basic façade treatments and is basic to all aspects of the environ-

ment, including spatial clarity and legibility, signage and orienta-

tion, lighting and visibility, planting, paving materials, and winter 

walkability-mobility, as well as ramp gradients, traffic controls, and 

safety alert devices.
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8.	 Expression

New façades within Chesley’s commercial core must reconcile many diverse and often contradictory is-

sues in terms of their expression – the “messages” they give about their role in or the quality of the street.

Façades should express a sense of permanence and durability, a sense of Chesley’s traditional roots and its 

historical continuity, and a sense of its connectedness to these.

Further, façades should express Chesley’s commitment to serving the community and its visitors, and its 

responsibility to treat commercial activity as a public resource. To express this, façades should be inter-

preted as open, safe, accessible, welcoming, and familiar.

Finally, façades should express a respect of the climate of Chesley, and reflect the traditions that are 

apparent in Chesley today, taking inspiration from the original older spaces and buildings and the best of 

predominant existing architecture and natural heritage.

9.	 Scale

The scale of the façades should relate to the scale and size of the building as well as the human body, to 

make viewing, approaching and use of the street-front space and building a comfortable experience.

The scale of elements and massing should correspond to the various distances from which it is viewed.

10.	Exterior Materials for Façades

Façade materials should reinforce the cohesion of related groups of buildings.

Façade materials should reflect the building’s role as a landmark or a fabric building.

Large expanses of blank, street-fronting walls at grade should be avoided.

11.	Technical Performance

Façade projects should be subjected to life-cycle costing to determine the best fit between capital costs, 

operating costs and ongoing maintenance costs.

Façade projects should be designed to reduce maintenance costs.

3
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Awnings

The use of awnings for a storefront not only provide practical benefits for a building façade, but can also dra-

matically animate the streetscape itself. An awning is a clever way to extend a building façade into the street, 

claiming that part of the sidewalk that it covers as it’s own, demanding attention from the passing customer.

Awnings provide shade for both the interior of the building, as well as to passing pedestrians. They also pro-

vide shelter from the rain and snow for the visitor entering the building. In some instances, they can provide an 

alternative ‘canvas’ for signage. 

Design Considerations:

•	 Choose an appropriate form of awning to suite the window and door arrangement. Awnings can accentu-

ate the entrance door, or can span a full building façade.

•	 Traditional canvas awnings are retractable, can span over a sidewalk, and are available in a variety of his-

torical colours and patterns. Remote control devices are available to ease extension and retraction.

•	 Fixed canvas awnings are usually steep to shed snow, and therefore do not extend far over the sidewalk envi-

ronment. However, the height of this type of awning can further enhance an otherwise bare building face.

•	 In all instances, consider the durability of the fabric in regards to weathering. Fading and mould resistant 

fabrics are preferred.

•	 Choose a colour(s) in keeping with the colour scheme for the building, and in keeping with the historical 

theme of the town in general. 

•	 Retractable awnings also present an opportunity for an alternative option for signage.

•	 An awning should not cover important architectural detailing.

•	 Awnings should respond to the overall configuration of the building façade

4

Fixed valance reminiscent of the early 1900s style. Permanent awning doubles as signage.

Dome awning frames storefront.

Dome AwningRetractable Awning

Closed Awning

Free Valance Awning

Free Valance Awning

Fixed Valance Awning

Open Sided Awning

Domed awning highlights entrance.

Retractable awning can be used when needed. Free valance awning with open sides

Awning Styles:
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Signage

Traditionally, signs were smaller, mounted on a decorative arm perpendicular to the storefront and oriented 

to the pedestrian. Now signs have become bigger, bolder, and louder with the advancement of the passing 

vehicle. Such signs are not permitted in the downtown core, as they are not integrated into the architecture of 

the building and have no appeal to a historic theme. 

Advertising is not limited to just a sign. Specials are painted or taped on windows, and removable sandwich 

board signs are displayed on the sidewalk in front of stores. Not only do these displays contribute to a clut-

tered and confusing storefront, they obstruct views into and out of a store and compromise personal and store 

safety. 

Design Considerations:

•	 Historically, store signs were painted on a wood base, or made of raised wood or ceramic letters mounted 

on a wood base. Keep the typeface clear and easy to read.

•	 Painted plastic letters and moulded polyurethane signs are currently available, which keep historical 

themes relevant, while lessening maintenance issues. 

•	 The colour scheme of the sign could support the overall colour scheme of the building, or vice versa. By 

doing this, the building itself extends the advertising efforts of the sign itself. 

•	 Studies show that a passerby can effectively read seven words on a sign. Fascia (or perpendicular) signs 

should advertise the name of the business and the primary goods or services offered, and target a specific 

audience.

•	 In general, the number of signs should be kept to a minimum. Too many signs can detract from the original 

message.

•	 Signs should be integrated into the fabric of the building façade design.

•	 Back lit signs are not permitted.

•	 Projecting (perpendicular or blade) signs should only cover half the distance to the adjacent curb, and 

should follow the height and size requirements of Bruce County’s sign bylaw.

4

Awning doubles as store sign. Removable panel sign.

Raised and flat lettering combination on a panel. Ornate metal arm with vintage style hanging sign.

Hand-painted sign on storefront window display. Hanging sign reads for pedestrians and panel reads for vehicles.

Abcdefg

Abcdefg

Removable Panel Painted Window DisplayHanging SignAwning Sign

Signage Styles:
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Planters

Often overlooked, decorative urns, pots, and hanging baskets provide an extra level of decor to a storefront 

that attract a potential shopper in a way that conveys hospitality. This small touch offers a welcoming feeling 

suggesting that this is a friendly place to shop. Window boxes, hanging planters and floor pots or urns can be 

planted with seasonal floral displays or support other decorative materials. 

Design Considerations:

•	 Durability, creativity, and security are relevant factors when considering this type of adornment. 

•	 Planters need to be secured or be heavy enough to deter theft. 

•	 Hanging baskets need to be accessible for watering, but also need to be out of the way of passing 

pedestrians. 

•	 Pots and planters can also be used during the winter with the creative use of dried plant materials, lights, 

and other ornamentation. 

•	 Larger pots can be planted with evergreen plants if insulated (spray foam insulation, or cut up pieces of 

rigid foam insulation)

•	 Appropriate plant material in regards to sun or shade conditions should be considered.

•	 A business or building colour scheme can be accentuated with appropriate plant choices.

4

Planter boxes frame store entrance. Foundational raised planter.

A row of window boxes with seasonal planting. Seasonal hanging basket on metal arm and planted urns.

Window boxes decorated for seasonal interest. Planter pots anchor display window.

Planter Pot

Window Box Rail Planter

Raised Planter

Wall Mount Basket

Planter Box

Hanging Basket

Urn Planter

Planter Styles:
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Shutters

Shutters, although no longer used for their original use of protecting widows, can add visual interest to a build-

ing façade. If painted in a contrasting colour to match other trim, shutters can animate a façade that might 

otherwise be considered stark, boring, and uninteresting. Typical styles include, Louver, Panel, Board & Batten 

and Combination Shutters. 

Traditional wood shutters demand a higher level of maintenance, and should be painted with a high quality 

paint to ensure less frequent touch ups. PVC or plastic shutters, while less costly and easier to maintain, have 

limited colour options, and are often available in standard sizes only. However they can be painted with the 

appropriate paint.

Design Considerations:

•	 The width of the shutter should be in keeping with the width of the window. The total size of both shutters 

should be the size of the inside of the window frame.

•	 Shutters should be mounted on the inside edge of the window frame to give the appearance that they can 

be closed. Use hinges if possible, even if shutters are not meant to be closed.

•	 Use the right shape. For example, for arched windows use arched shutters. 

•	 Shutters should be traditional/historic in style (in keeping with the style of the building) and made out of 

wood or vinyl. They may also be coloured in the same colour as other trim.

4

Stained wooden shaker shutter with cut-out leaf detailing.

Wooden panel style shutter with contrasting metal hardware. Arched board & batten shutters fit the window shape.

Single board & batten style vinyl shutter. Louvered style shutters balance the building windows.

Green louvered shutters add interest by contrasting the red brick.

Shaker

Custom Combination Board

Board & Batten

Arched Shaker

Raised Panel

Z-Bar Board & Batten

Louvered

Shutter Styles:
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Lighting

Lighting found on storefronts is for safety purposes as well as to highlight signage. Unfortunately, the inven-

tion of the backlit sign has undermined many façade improvement projects - lighting, sign and complete design 

flexibility for graphic work in one easy to install unit is more appealing than having to consider and maintain 

each component separately. However, public opinion in regard to historic/destination areas show a preference 

for the more tactile composition of separate signage and lighting on façades. 

Design Considerations:

•	 The primary goal of a light fixture is to be a source for highlighting a specific detail, signage or space on the 

building façade. It is not intended to draw attention to itself and should be integrated into the façade as 

part of the overall theme. 

•	 Lighting should complement a building and should be appropriate to a building’s architectural style. 

•	 Lighting of front door areas can be accomplished in two ways. Wall mounted fixtures with a “Traditional 

Heritage” theme (lantern style) can flank a doorway or storefront. A ceiling mounted fixture for a recessed 

doorway could take on one of either two forms - a hanging lantern style or a less decorative fixture such as 

a recessed ceiling fixture. 

•	 Highlighting signage can be accomplished decoratively with attractive ‘Gooseneck’ lighting. Modern 

versions of the ‘Gooseneck’ are available that are less decorative, but maintain the integrity of selective 

signage and historical theming. 

•	 Simple, unobtrusive spot lights can also highlight signage that might otherwise not be able to be lit. 

•	 Modern light fixtures with traditional styling come with up-to-date technologies that include ‘dark sky’ 

compliance and shadow guards.

•	 Avoid pulsating or flashing lights as well as poorly directed light to the street which will cause distraction 

for the motorist and inappropriate glare towards neighbouring buildings or pedestrians.

4

‘Gooseneck’ lamp with ornamental arm adds character.

Multiple ‘gooseneck’ lights in a row will illuminate sign. Spotlights aimed down the building wall between windows.

Modern black light contrasts the painted brick. Traditional ‘yard’ style light in copper.

Traditional lantern that flanks doorway.

Gooseneck Bulk Head LightPendant

Sconce Yard LightLantern

Spotlight

Lighting Styles:
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Stucco

Building Material

Brick facades contain a great deal of historical detailing and are typically comprised of local materials making 

them iconic components of the downtown. It is necessary to consider building materials in all façade treat-

ments in order to help protect the architectural integrity and history of a community. Typical siding materials 

include board and batten, decorative shingles and tongue and groove style paneling. 

Design Considerations: 

•	 When original masonry is beyond the scope of restoration, a quality, insulated alternative that will allow 

original detailing to be preserved or mimicked should be used. 

•	 Alternative materials might include; an acrylic stucco system, which will allow the preservation of much of 

the original detailing. 

•	 Wood/carpentry design features in combination with desired paint colours provide an inviting addition to 

many facade compositions. Often many ‘frame’ buildings can contribute significantly to a downtown even 

amongst a predominance of brick and masonry facades. 

•	 Rustication or foundation effects at the base of walls should relate in height proportion and design to 

specific elements of the building such as the window and floor. 

•	 Walls, knee walls, and columns of the storefronts shall be made of wood (painted finish), red clay brick or 

natural stone. 

•	 “Hardiplank”, or equivalent cementitious board, with a smooth surface may be substituted for wood. 

•	 Windows should be made of wood or painted aluminum.

4

Painted transom and window details with exposed brick 
columns

Painted brick preserves and highlights historical character

Stone veneer facade

Board and batten exterior

Painted wood cladding and stucco for a modern look
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Stone Veneer

Wood Cladding Vinyl Siding

New BrickHistoric Brick, Painted

Board & Batten

Original Historic Brick

Materials Palette:
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Colour

Traditionally, a palette of two or three contrasting colours were used 

during the Victorian period. The earth tones (e.g. light brown with dark 

brown trim) of the earlier period, were complemented with tertiary 

colours such as olive and terra cotta to enliven the otherwise simple 

and plain earthy scheme. 

Design Considerations:

•	 Window trim, wooden cornice detailing, and moulding should be 

painted in a contrasting colour to the body of the building.

•	 Window awnings, shutters and siding colour choices should be 

coordinated and should be painted in an accent colour.

•	 A high quality paint should be used for overall durability.

•	 Signage could compliment building colour choices but need not be 

limited to them.

Palette Selection:

Chesley’s historical building stock consists mainly of orange/red and 

yellow brick. Colours best suiting the existing brick colours are found in 

a warm range. Within the framework of a Traditional Heritage theme, 

we suggest that two colours in warm earthy tones such as beige, cream, 

tan and brown form a base palette. The first base colour would be for 

the main painted area of the storefront. The second base colour would 

be used for trim work - windows, trim and wooden cornice detailing. 

A third accent colour would be used for doors or elements requiring 

highlighting - awnings, shutters, signage, etc. Accent colours are ter-

tiary colours such as olive or sage green, terra cotta, warm blue, gold, 

maroon etc. 

The following colour selection is a base from which to work upon to suit 

the town as a whole. It is not meant to inhibit or limit colour selection, 

but rather initiate a process for appropriate colour selection that will 

be supportive of the county’s initiative. This palette is from the Home 

Hardware - BeautiTone Exterior colours. Most of these colours can be 

matched/created by several other quality paint manufacturers.

Note: Colour representation may not be exactly as manufactured. Verify with 

paint supplier and paint samples. 4
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Cocoa Nib
D2-4-0260-4

Soaking Up The Rays
DR97-1

Sanctuary
DR112-3

All That Glitters
UP79-0

Deep Breath
CZ13-0

You Simply Moss Try This
LL125-4

Whipped
WB048-1

Little Black Number 
DR60-3

Cool Moon
WB089-1

Whipped Cream
WB028-0

Rooftop At Midnight
FO34-3

Cinnamon Toast
B47-4-0246-4

London Road
D35-3-0527-4

Mandalay Road
B39-1-0039-3

Felicity
D35-7-0523-0

Blank Page
CZ1-0

Mouse In The House!
LL119-4

My Favourite Sweater
FAVORI CZ3-0

Rain Barrel
CC088-4

Caribou Lichen
NPC34-0

Earthly Pleasure
A3-1-0102-3

Don’t Tell A Soul
WB065-1

Eleanor Ann
A43-1-1229-3

Shiplap 
WB049-1

Frond
D25-4-0232-0

Sparkling Champagne
D23-7-0201-0

Ares Shadow
D23-1-0207-3

Travertine Path
D14-3-0345-0

Shores Galore
NPC46-3

Deep Breath
CZ13-0

Peary Caribou
NPC20-3

Klondike Spirit
NPC42-4

Carpe Diem
DR14-0

Three-Piece Suit
VF104-4

She’s Lacquered
VF103-4

Light As A Feather
CZ10-0

River Rock
DR50-0

Here Comes The Bride
WB001-0

Vintage Silver
DR56-0

Sprout
DR106-0

Weekend Bliss
DR116-4

Chocolate Brown
PREMIXED

Cinnamon Toast
B47-4-0246-4

Portsmouth Spice
CC002-3

Whipped Cream
WB028-0

Soaking Up The Rays
DR97-1 

Espresso
D41-0-1596-3 

Queen’s Rose
A6-1-0095-3
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Heritage / Historic Modified Building
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44 1st Avenue  South

Potential Façade Design

Existing Façade, February 2023Colour Palette

Note: For the purpose of the demonstration above, paint colours have 

been selected from the example palette highlighted in Section 4 ‘The 

Elements’. The palette is a mix-and-match from the example groups; as 

not to limit colour combinations.

Sprout
DR106-0

Weekend Bliss
DR116-4

Mandalay Road
B39-1-0039-3

Felicity
D35-7-0523-0

Cornice To Match Roof Cap: Create distinction and frame each storey.

Painted Window Sill: Integrate into the rest of the façade.

Metal Hanging Sign: Separate the stores and adds pedestrian realm interest. 

Restored Windows: Restore the original building architecture.

New Waterproof Cap: Protect architectural detail and frame the building.

Sided Frieze: Establishes a strong streetscape presence.

Gooseneck Style Lighting: Illuminates and adds safety to the façade at night.

Framed Panel Sign: Creates identity for the occupying businesses. 

Seasonal Raised Planters: Adds life and ownership to the exterior space. 

Shaker Style Base Panels: Mimics historical detailing and upscale charm. 

Pendant Light: Illuminates the dark entryway.

Pendant Light: Illuminates the dark entryway.

Addition of High Muntin: Complements the upper story windows.

New Door in Accent Colour: Establishes an inviting and distinguishable entry. 

Traditional Wall Lantern: Acts as a decorative anchor for the store doorway. 

Decorative Column: Grounds and frames the storefront.

Issue:

•	 Storefront lacks identity and continuity with the character of the town

•	 Dark, uninteresting, and uninviting

•	 Existing paint colour is chipping away from masonry wall

Goal:

•	 Restore original architectural detailing and façade unity

•	 Create welcoming front entrance(s) and balanced separation between 

storefronts

Intent
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Non-Historic Building
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55 1st Avenue  South

Potential Façade Design

Existing Façade, February 2023

Note: For the purpose of the demonstration above, paint colours have 

been selected from the example palette highlighted in Section 4 ‘The 

Elements’. The palette is a mix-and-match from the example groups; as 

not to limit colour combinations.

Colour Palette

Whipped
WB048-1

Rexall Brand Colour

Little Black Number 
DR60-3

Wreath for Residential Unit (Optional): Creates a welcoming presence and 
adds greenery to the space.

Seasonal Planter Box: Adds colour, life and ownership to the exterior space. 

Clear Storefront Windows: Removing flyers increases safety with clear view 
in and out, and eliminates clutter.

Awning with Commercial Branding: Highlights a welcoming entrance.

Gooseneck Lighting: Illuminates and adds safety to the façade at night.

Frieze: Visually separates and defines upper and lower stories.

Painted Existing Brick (Repair damaged bricks): Refreshes the upper story 
and reduces rust stains and other damages.

Painted Existing Stone Veneer: Paint allows the veneer to match the chosen 
colour palette, while keeping the stone texture to contrast the brick.

Keystone: Elevates the overall look of the window and adds historic flare.

New Sill Course: Highlights and completes the windows overall look.

Decorative Cornice: Adds detail and historical interest to the upper story.

Waterproof Cap: Protect architectural detail and frame the building.

Issue:

•	 Lacks definition between upper and lower stories

•	 Upper story is unwelcoming and lacks character and detail

Goal:

•	 Create an updated and modern look with some historical references

•	 Form a cohesive overall facade linking the upper and lower stories

•	 Create and highlight a welcoming entrance
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Bruce County and the Municipality of Arran-Elderslie actively 

encourages the improvement of the public facades in its downtown 

core areas.  Several studies besides this one have been undertaken 

to determine the interventions that will promote the whole area. 

Applications for façade and signage improvement grants are available 

from;

The Municipality of Arran-Elderslie’s Economic Development

www.arran-elderslie.ca

info@arran-elderslie.ca

519-363-3039

OR

Bruce County’s Spruce the Bruce Program

www.sprucethebruce.com

info@sprucethebruce.ca

1-800-268-3838

Once in place, your businesses within the downtown priority areas 

of Tara and Chesley will be given access to STB grants like Façade 

Improvement, Fascia Signage, Perpendicular Signage, Awnings, Patios, 

and Collaborative Marketing.
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Other Resources:

Fram, Mark. Well Preserved: The Ontario Heritage Foundation’s Man-

ual of Principles and Practice for Architectural Conservation. Ontario 

Heritage Foundation, 1988.

Weaver, Martin E. Conserving Buildings: A Manual of Techniques and 

Materials, Revised Edition. Preservation Press, John Wiley & Sons, 

1997.

Phillips, Derek. Lighting Historic Buildings. McGraw Hill, 1997.

Municipality of Brockton Resources 

https://www.brockton.ca

AODA Requirements 

https://aoda.ca/

Eight Guiding Principles in the Conservation of Historic Properties. 

Architectural Conservation Note No.1. Toronto: Ontario Ministry of 

Culture, 1997. http://www. culture.gov.on.ca/english/heritage/info_

sheets/info_sheet_8principles.htm
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