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CORPORATE SERVICES COMMISSION REPORT - LEGISLATIVE SERVICES 2015-11 

TO: 
	

Mayor Van Bynen & Members of Council 

SUBJECT: 	Housekeeping Matters: Regular Meeting Schedule, Procedure By-law & Municipal Flag 

Policy 

ORIGIN: 	Legislative Services 

RECOMMENDATIONS 

THAT Corporate Services Commission Report — Legislative Services 2015-11 dated September 3, 

2015 regarding the "Housekeeping Matters: Regular Meeting Schedule, Procedure By-law and 

Municipal Flag Policy" be received and the following recommendations be adopted: 

1. THAT Council determine whether regular Committee of the Whole and Council meetings will 

be scheduled on Tuesdays effective November, 2015; 

2. AND THAT Council adopt the recommended housekeeping amendments to the Procedure 

By-law (By-law 2013-46) outlined in Appendix A; 

3. AND THAT Council provide direction on the options related to deputations outlined in 

Appendix B; 

4. AND THAT Council adopt the recommended housekeeping amendments to the Municipal 

Flag Policy outlined in Appendix C in highlight. 

COMMENTS 

Purpose  

The report seeks Council's direction on options and approval of recommendations related to Council's 

meeting schedule, Procedure By-law and Municipal Flag Policy. 

Background 

Meeting Schedule 

Council's current regular meeting schedule provides that regular Committee of the Whole meetings be lipid 

on Mondays, Feedback from some Members of Council has indicated an interest in moving the reo:ular 

Committee of the Whole and Council meetings from Mondays to Tuesdays to avoid meeting conflicts on 



holiday Mondays (note: staff have not surveyed individual Members of Council to determine their 

preference). Scheduling Committee of the Whole and Council meetings on Tuesday would have the 

benefit of providing an additional day for Members of Council and the public to review meeting agenda 

materials. 

From an administrative perspective, there are no concerns with re-scheduling the regular Committee of the 

Whole and Council meetings from Mondays to Tuesdays. Currently, Rogers Television broadcasts 

Newmarket Council meetings live on Mondays and Aurora Council meetings live on Tuesdays. According 

to Rogers Television, if both Newmarket and Aurora Council meetings are held on Tuesdays, one meeting 

will be live and the other meeting will air at a different time. 

Should Council move their regular Committee of the Whole and Council meeting schedule from Mondays 

to Tuesdays, it is recommended that this commence November, 2015 to provide time for the change to be 

communicated broadly. 

Procedure By-law 

The Municipal Act, 2001 (the Act) requires Council to pass a by-law to govern its rules of procedure for 

Council and its committee meetings. Council's current Procedure By-law (By-law 2013-46) was passed in 

a consolidated fashion in 2013 following a comprehensive review. 

Since approval of the current Procedure By-law, Members of Council and staff have noted potential 

housekeeping amendments (outlined in Appendix A) and requested options related to deputations which 

balance opportunities for public input and a desire to ensure meetings are efficient (outlined in Appendix 

B). As well, themes such as electronic participation at public meetings by members of council and advice of 

closed meeting investigators has helped to inform meeting practices and are addressed in Appendix A. 

Public notice standards in By-law 2008-54 and the Notice Policy will be reviewed separately and integrated 

into the Public Engagement Policy, currently in development. In the interim, the public notice standards set 

out and appended to By-law 2008-54 remain in place. 

Subject to Council's direction, amendments to the Procedure By-law will be brought forward at the next 

regular Council meeting. 

Municipal Flag Policy 

In 2012, Council adopted a corporate policy governing display of flags at the Municipal Offices and 

properties owned by the Town of Newmarket. Since the policy was adopted, there have been occasions 

where individuals have passed away and the policy has not provided sufficient clarity or flexibility to allow 

flags to be lowered to half-staff. To rectify this, an amendment to the policy is recommended whereby flags 

may be lowered to half-staff for "any individual determined by the Mayor in consultation with the CAO or 

Clerk" (currently, the policy provides that flags may be lowered to half-staff for a "prominent public figure" 

only, in addition to a number of specific individuals). The Clerk will retain a record and advise the Mayor of 

occasions where flags have been lowered to half-staff under this provision. 

In addition, Central York Fire Service (CYFS) has requested that the policy reflect the current practice of 

lowering flags at all CYFS facilities (in accordance with the practices of the Town of Newmarket, Aurora 

and CYFS) to half-staff, regardless if the facility is located in Newmarket or Aurora. This approach 

provides a consistent expression of mourning from CYFS and reflects the fact that CYFS serves the 

communities of Newmarket and Aurora. Therefore, an amendment to the policy is recommended whereby 

flags may be lowered to half-staff at CYFS facilities in the Town of Newmarket "in accordance with the 

practices of the CYFS, Town of Aurora, upon being notified of the death of a firefighter in the line of duty in 



another municipality across Canada or when notified of the death of a police officer in the line of duty 

across Ontario". 

BUSINESS PLAN AND STRATEGIC PLAN LINKAGES 

A review of policies supports the Town's strategic directions of a well-equipped, managed and respected 

municipality by ensuring service excellence and promoting engagement in civic affairs. 

CONSULTATION 

This report was prepared with input from senior staff. External input was sought from municipal clerks 

within York Region and select GTA municipalities. 

HUMAN RESOURCE CONSIDERATIONS 

There are no human resource considerations. Any training/orientation required as a result of Council's 

adoption of a new procedure by-law will be accommodated within the current staff level. 

BUDGET IMPACT 

There are no budget impacts. 

CONTACT 

For more information on this report, contact Andrew Brouwer, Director of Legislative Services/Town Clerk. 

Andrew Brouwer, Director of Legislative Services/Town Clerk 

An yoorVComfrfissioner of Corporate Services 
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d

 o
n

 
re

vie
w

 o
f 

le
g
isla

tio
n
). 

a) 
In

 th
e

 O
p

e
n

 F
o

ru
m

 th
a

t o
ccu

rs 
fifte

e
n

 (1
5

) m
in

u
te

s p
rio

r to
 a

 
C

o
u

n
cil M

e
e

tin
g

, a
n

y in
d

ivid
u

a
l m

a
y 

a
d

d
re

ss C
o

u
n

cil to
 m

a
ke

 in
fo

rm
a

l 
in

q
u

irie
s o

r to
 co

m
m

e
n

t o
n

 m
a

tte
rs 

o
f m

u
n

icip
a

l b
u

sin
e

ss. P
e

rso
n

s 
sp

e
a

kin
g

 a
t th

e
 O

p
e

n
 F

o
ru

m
 a

re
 

lim
ite

d
 to

 five
 (5

) m
in

u
te

s e
a
ch

. 
G

e
n

e
ra

lly, u
p

 to
 th

re
e

 (3
) in

d
ivid

u
a

ls 
m

a
y b

e
 h

e
a

rd
 a

t th
e

 O
p

e
n

 F
o

ru
m

 a
t 

o
n

e
 M

e
e

tin
g

. 
b) G

e
n

e
ra

lly, n
o

 m
o

tio
n

s a
re

 p
a

sse
d

 
re

la
te

d
 to

 m
a
tte

rs ra
ise

d
 d

u
rin

g
 

O
p

e
n

 F
o

ru
m

. 

a) 
In

 th
e

 O
p

e
n

 F
o

ru
m

 th
a

t o
ccu

rs 
fifte

e
n

 (1
5

) m
in

u
te

s p
rio

r to
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rm

a
l p

o
rtio

n
 o

f a
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o
u

n
cil 

M
e

e
tin

g
, a

n
y in

d
ivid

u
a

l m
a
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a

d
d
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o
u
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 m
a

ke
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a
l 

in
q
u
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s o
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m

m
e
n
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m
a

tte
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f m
u
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a
l b

u
sin

e
ss. 

P
e

rso
n

s sp
e

a
kin

g
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t th
e

 O
p

e
n

 
F

o
ru

m
 a

re
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ite
d
 to

 five
 (5
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m

in
u

te
s e

a
ch

. G
e

n
e

ra
lly, u

p
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th

re
e

 (3
) in

d
ivid

u
a

ls m
a

y b
e

 
h

e
a

rd
 a

t th
e

 O
p

e
n

 F
o

ru
m

 a
t o

n
e

 
M

e
e

tin
g

. 
b) 

G
e

n
e

ra
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o
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o
tio

n
s a
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 p

a
sse

d
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h

e
 d
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n
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p

e
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o

ru
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m

a
tte

rs d
o

e
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o
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a

rt o
f th

e
 

C
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 d
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12. 
2
0
. O

rd
e
r o
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B

usiness —
 

C
o

u
n

cil 

N
o

t a
ll se

ctio
n

s m
a

y 

b
e
 re

q
u
ire

d
 o

r 
p
ro

vid
e
d
 fo

r in
 a

n
 

a
g

e
n

d
a
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 w

o
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s 

"w
h
e
re

 in
clu

d
e
d
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re
co

m
m

e
n
d
e
d
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 b
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a
d

d
e

d
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fle

cts cu
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n
t 

p
ra
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R
e
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m
m

e
n
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m

o
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C
o
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sp

o
n

d
e

n
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a
n
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n
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p
a
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a
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a
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n
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n
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n
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m
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n
t p

ra
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f b
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f C
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p
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d
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d
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itio
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 C
o
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ra
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n
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R
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f C
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s o
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 C
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d
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p
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 C
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ra
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l o
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R
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R
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f C
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s o
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n
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ve
n
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u
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d
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P
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m
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n
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m
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n
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13. 
2

3
. A

d
d

itio
n

a
l 

Ite
m

s &
 

C
o

rre
ctio

n
s to

 
A

g
e

n
d

a
s o

f th
e

 
C

o
u
n
cil o

r 
C

o
m

m
itte

e
 o

f th
e
 

W
h

o
le

 

G
A

O
 to

 o
u

tlin
e

 
a
d
d
itio

n
a
l ite

m
s, 

n
o

te
s a

n
d

 a
n

y 
co

rre
ctio

n
s a

fte
r th

e
 

ca
ll to

 o
rd

e
r to

 
e

n
su

re
 a

ll M
e

m
b

e
rs 

o
f C

o
u
n
cil a

n
d
 

p
u

b
lic h

a
ve

 cle
a

r 
o

u
tlin

e
 o

f th
e

se
 

m
a
tte

rs (p
ra

ctice
 

ch
a

n
g

e
 to

 e
n

h
a

n
ce

 
tra

n
sp

a
re

n
cy). 

a) C
o

u
n

cil a
n

d
 C

o
m

m
itte

e
 o

f th
e

 
W

h
o

le
 a

re
 re

q
u

ire
d

 to
 co

n
se

n
t to

 th
e

 
in

tro
d
u
ctio

n
 o

f a
d
d
itio

n
a
l ite

m
s, 

in
clu

d
in

g
 a

d
d

e
n

d
a

 a
n

d
 clo

se
d

 
se

ssio
n

 a
g

e
n

d
a

s, a
s w

e
ll a

s ite
m

s 
fo

r d
istrib

u
tio

n
, 

b) T
h

e
 G

A
O

 p
ro

vid
e

s, a
s re

q
u

ire
d

, a
 

su
m

m
a

ry o
f th

e
 a

d
d

itio
n

a
l ite

m
s a

n
d

 
n

o
te

s a
n

y co
rre

ctio
n

s p
rio

r to
 th

e
 

M
e

e
tin

g
 o

f C
o

u
n

cil o
r C

o
m

m
itte

e
 o

f 
th

e
 W

h
o

le
. 

a) 
C

o
u

n
cil a

n
d

 C
o

m
m

itte
e

 o
f th

e
 

W
h

o
le

 a
re

 re
q

u
ire

d
 to

 co
n

se
n

t to
 

th
e

 in
tro

d
u

ctio
n

 o
f a

d
d

itio
n

a
l 

ite
m

s, in
clu

d
in

g
 a

d
d

e
n

d
a

 a
n

d
 

clo
se

d
 se

ssio
n

 a
g

e
n

d
a

s, a
s w

e
ll 

a
s ite

m
s fo

r d
istrib

u
tio

n
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b) 
T

h
e

 G
A

O
 p

ro
vid

e
s, a

s re
q

u
ire

d
, a

 
su

m
m

a
ry o

f th
e

 a
d

d
itio

n
a

l ite
m

s 
a

n
d

 n
o

te
s a

n
y co

rre
ctio

n
s to

 th
e

 
M

e
e

tin
g

 o
f C

o
u

n
cil o

r C
o

m
m

itte
e

 
o

f th
e

 W
h

o
le

. 

14. 
32. 
C

o
rre

sp
o

n
d

e
n

ce
 

R
e
fle

cts cu
rre

n
t 

p
ra

ctice
 o

f p
la

cin
g
 

ite
m

s o
n
 a

 C
o
u
n
cil 

o
r C

o
m

m
itte

e
 o

f th
e

 
W

h
o
le

 a
g
e
n
d
a
 

w
h
e
re

 re
q
u
e
ste

d
 

(re
fle

cts cu
rre

n
t 

p
ra

ctice
). 

a) W
h

e
re

 C
o

u
n

cil a
p

p
ro

va
l is re

q
u

ire
d

, 
o
r o

n
 th

e
 re

q
u
e
st o

f a
 M

e
m

b
e
r o

f 
C

o
u
n
cil to

 th
e
 C

le
rk, 

co
rre

sp
o

n
d

e
n

ce
 is p

la
ce

d
 o

n
 th

e
 

a
g

e
n

d
a

 fo
r a

 re
g

u
la

r M
e

e
tin

g
 o

f 
C

o
m

m
itte

e
 o

f th
e

 W
h

o
le

. W
h

e
re

 
re

q
u
ire

d
 d

u
e
 to

 u
rg

e
n
cy o

r tim
in

g
, 

co
rre

sp
o

n
d

e
n

ce
 m

a
y b

e
 co

n
sid

e
re

d
 

d
ire

ctly b
y C

o
u
n
cil a

s a
n
 ite

m
 o

f 
N

e
w

 B
u

sin
e

ss, 
b) S

ta
ff m

a
y p

re
p

a
re

 re
co

m
m

e
n

d
a

tio
n

s 
re

la
te

d
 to

 th
e

 m
a

tte
r fo

r C
o

u
n

cil's 
co

n
sid

e
ra

tio
n
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c) 
W

h
e

re
 C

o
u

n
cil a

p
p

ro
va

l is n
o

t 
re

q
u

ire
d

, co
rre

sp
o

n
d

e
n

ce
 is 

circu
la

te
d

 b
y th

e
 C

le
rk to

 M
e

m
b

e
rs 

o
f C

o
u
n
cil, th

e
 C

A
O

, 
C

o
m

m
issio

n
e
rs a

n
d
 a

p
p
lica

b
le

 sta
ff 

fo
r th

e
ir in

fo
rm

a
tio

n
, a

n
d

 fo
rm

s a
 

p
a
rt o

f th
e
 C

le
rk's re

co
rd

s. 

a) W
h

e
re

 co
rre

sp
o

n
d

e
n

ce
 h

a
s b

e
e

n
 

re
q

u
e

ste
d

 to
 b

e
 in

clu
d

e
d

 o
n

 a
 

C
o
u
n
cil o

r C
o
m

m
itte

e
 o

f the 
W

h
o
le

 a
g
e
n
d
a
 o

r o
n
 th

e
 re

q
u
e
st 

o
f a

 M
e

m
b

e
r o

f C
o

u
n

cil to
 th

e
 

C
le

rk, co
rre

sp
o

n
d

e
n

ce
 is p
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d
 

o
n
 th

e
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g
e
n
d
a
 fo

r a
 re

g
u
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M

e
e

tin
g

 o
f C

o
m
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itte

e
 o
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e

 
W

h
o

le
. W

h
e
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q
u

ire
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 d
u

e
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u
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in

g
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co
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sp
o

n
d

e
n

ce
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a
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n
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e
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 d
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o
u

n
cil a

s 
a

n
 ite
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e
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y p
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m
m

e
n

d
a

tio
n

s re
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a
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r C
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u
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n
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n
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C
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u

n
cil a

n
d

 sta
ff w

ill d
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 th
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rre
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o

n
d

e
n
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a
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n
d

e
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 b
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o
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f C
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o
u
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n
d
 sta

ff w
ill d

ire
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o
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itte
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h
o

le
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o

n
d

e
n
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 cle

a
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h
e
 C

le
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q
u
ire

d
 to

 ve
rify 

in
te

n
d

e
d

 to
 b

e
 co

n
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e
re

d
 a

s p
a

rt o
f 

w
h

e
th

e
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e
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te
n

t o
f a

n
 

a
n

 a
g

e
n

d
a
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f C

o
u

n
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r C
o

m
m

itte
e

 
in

d
ivid

u
a

l to
 in

clu
d

e
 h

is/h
e

r 
o

f th
e

 W
h

o
le
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co

rre
sp

o
n

d
e

n
ce

 o
n

 a
 p

u
b

lic 
e
) T

h
e
 C

le
rk is re

q
u
ire

d
 to

 ve
rify 

w
h

e
th

e
r it is th

e
 in

te
n

t o
f a

n
 

a
g

e
n

d
a

. F
o

r re
a

so
n

s o
f p

riva
cy, 

irre
le

va
n

t p
e

rso
n

a
l in

fo
rm

a
tio

n
 w

ill 

in
d

ivid
u

a
l to

 in
clu

d
e

 h
is/h

e
r 

b
e

 se
ve

re
d

 fro
m

 co
rre

sp
o

n
d

e
n

ce
. 

co
rre

sp
o

n
d

e
n

ce
 o

n
 a

 p
u

b
lic a

g
e

n
d

a
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G
e

n
e

ra
l co

rre
sp

o
n

d
e

n
ce

 b
e

tw
e

e
n

 
F

o
r re

a
so

n
s o

f p
riva

cy, irre
le

va
n

t 
C

o
u
n
cillo

rs o
r sta

ff, a
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 	 CORPORATE POLICY 
Sub Topic: Municipal Flag Policy 

Topic: Community Engagement 

Section: Legislative Services 

Effective Date: September 24, 2012 

Policy No. CORP.1-05 

Employees Covered: All Employees 

Council Adoption Date: September 24, 2012 

Revision No 
	

Date: 

Repeal Date: 

Policy Statement & Strategic Plan Linkages 

The Corporation of the Town of Newmarket recognizes the symbolism of displaying flags 

as a visual statement that speaks to the solidarity that is shared by all citizens. This 

policy upholds the Well-Respected component of the Strategic Plan as it allows the 

Town to honour individuals and recognize significant efforts of groups and organizations 

within the community. 

Purpose 

The policy will provide a framework to ensure that flags at the Municipal Offices and 

properties owned by the Town are flown and displayed in an appropriate and consistent 

manner. The policy outlines the circumstances under which the Town will fly its flags at 

half-mast, sets out the procedure for flag raisings to recognize a visit by a foreign 

dignitary and addresses the flying of courtesy flags, in recognition of a special event, 

cause or effort within the Town of Newmarket. 

Definitions 

Courtesy Flag:  a flag of a recognized charity or community group. 

Peace Park Flagpole:  means the flagpole located at the Peace Park on Cane Parkway 

designated for community flag raisings. 

Procedures 

Display of Flags:  
Flags will be displayed in accordance with the guidelines set out in the "Flag Etiquette in 

Canada" guide provided by the Department of Canadian Heritage. The raising of flags 
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on municipal properties shall be limited to Canadian, Provincial, Municipal and other 

governmental flags to recognize a visit by a foreign dignitary, as set out by this policy. 

The Town Clerk is responsible for administering the half-masting procedures set out in 

the Flag Policy. Flags will be raised and lowered during regular business hours, when 

staff resources are available. 

Half-Staffinq 
Flags at all Town facilities will be lowered to half-staff to recognize a period of official 

mourning or to commemorate significant dates. The half-staffing of flags applies to all 

municipal properties that have flagpoles. The Town will fly its flags at half-staff upon 

receiving notification of the death of any of the following individuals: 

• The Sovereign or Member of the Canadian Royal Family 

• The Governor General of Canada, or a former Governor General 

• The Prime Minister of Canada, or a former Prime Minister 

• The Lieutenant Governor of Ontario, or a former Lieutenant Governor of 

Ontario 
• The Premier of Ontario, or a former Premier of Ontario 

• The Local Member of the House of Commons, or a Local Member of the 

Provincial Legislature 
• The Regional Chair, or a former Regional Chair 

• The Mayor, a former Mayor, a Member of Council, a former Member of 

Council 
• Any actively employed Staff Member of the Municipality 

• Any York Regional Police Officer killed in the line of duty 

• A resident of Newmarket, who is a member of the Canadian Armed Forces, 

killed while deployed on operations 

• Any other individual determined by the Mayor in consultation with the CAO or 

Town Clerk 

Flags will be flown at half-staff upon receiving notification of the death, up to and 

including the day of the funeral service, unless circumstances prohibit the lowering of the 

flag for that time period, as determined by the Town Clerk in consultation with the Mayor 

and/or CAO. 

Flags will be flown at half-mast on an annual basis on November 11, in accordance with 

Remembrance Day ceremonies. 

In addition to the circumstances above, flags at Central York Fire Services facilities in 

the Town of Newmarket will be flown at half-staff in accordance with the practices of the 

CYFS and Town of Aurora, upon being notified of the death of a firefighter in the line of 

duty in another municipality across Canada or when notified of the death of a police 

officer in the line of duty across Ontario. 

Visit by a Foreign Dignitary 
In the event of a visit by a foreign dignitary to Town facilities, the Town may fly the flag of 

the appropriate governmental entity in recognition of their presence. The flag will be 
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flown at the flagpole in front of the Municipal Offices for the duration of the dignitary's 

visit to Town facilities. 

Courtesy Flag Raising 

The Town does not entertain courtesy flag raisings at any of its facilities, 

including the Peace Park. 

Flag Procedures:  
The procedures for the flying of flags at all municipal facilities are incorporated as an 

appendix to this policy. Appendix A includes the procedures for circumstances where the 

Town will fly its flags at half-mast. Flag Procedures are subject to the approval of the 

Town Clerk. 

Cross References 

Heritage Canada Guidelines 

Appendices (which may be amended from time to time) 

Appendix 'A' - Flag Procedures to Municipal Flag Policy CORP.1-05 
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