VOLUNTEER VACANCIES
The District of Lantzville is seeking volunteers to serve, without remuneration, to fill vacancies on
the:
Board of Variance - a three-member Board responsible to provide independent adjudication of
appeals (applications by property owners), primarily for minor variances to the land use bylaw
regarding siting, size and dimensions of structures if compliance would cause an undue hardship.
The Board meets at the Municipal Hall on the second Thursday of the month, as necessary, if an
application is received. (One meeting per year was held during 2019 -2021).
Parks & Trails Select Committee – a seven voting member advisory Committee (one member of
Council and six members at large, plus one non-voting member who is a member of Council) that
provides advice and recommendations to Council on matters relating to parks or trails creation,
dedication, development, improvement, maintenance, use, and intermunicipal cooperation, and on
other matters referred to it by Council. The Committee meets on the third Thursday of each month,
or as required, (at a minimum of twice annually) at 6:00 pm in the Council Chamber at the
Municipal Hall. The Committee may, by unanimous consent of all members of the Committee,
choose an alternate meeting start time during the term of the Committee.
A copy of the regulations that outline the structure, duties and responsibilities of the Board (Bylaw
No. 10 & Local Government Act, sections 536-544), the Parks & Trails Select Committee Terms of
Reference, and Council Committee System Policy No. 3000-12 (including volunteer application
form) are available at the Municipal Hall or www.lantzville.ca.
To be considered for appointment by Council to the Board of Variance or the Parks & Trails Select
Committee, please submit a Committee Volunteer Application form, no later than 4:00 pm, Friday,
September 24, 2021 to: Director of Corporate Administration, District of Lantzville, 7192 Lantzville
Road, PO Box 100, Lantzville, BC V0R 2H0 or tcoates@lantzville.ca. Parks & Trails Select Committee
applications submitted in September 2020 will be considered and applicants do not need to reapply.
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DISTRICT OF LANTZVILLE
BOARD OF VARIANCE BYLAW NO. 10, 2003
CONSOLIDATED FOR CONVENIENCE ONLY
This is a consolidation of Bylaw No. 10, 2003 with the bylaws listed below. The amending bylaw has
been combined with the original bylaw for convenience only. This consolidation is not a legal document.
The Corporation does not warrant that the information contained in this consolidation is current.
Certified copies of the original bylaws should be consulted to ensure accurate, current bylaw provisions.
Date of
Adoption
April 28, 2008

Amending
Bylaw
Bylaw No. 10.1

Bylaw
Citation
District of Lantzville Board of Variance Bylaw No. 10, 2003
Amendment Bylaw No. 10.1, 2008

The bylaw numbers in bold in the margin of this consolidation refer to the last bylaw that
amended each section of the principal bylaw: District of Lantzville Board of Variance
Bylaw No. 10, 2003.

“District of Lantzville Board of Variance Bylaw No. 10, 2003”
Consolidated for Convenience (As at May 5, 2020) to Amendment Bylaw No. 10.1, 2008
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DISTRICT OF LANTZVILLE
BYLAW NO. 2003 - 10
A BYLAW TO ESTABLISH A BOARD OF VARIANCE
WHEREAS:
A.

Section 899 of the Local Government Act provides that where a local government has adopted
a zoning bylaw, the local government must establish a board of variance; and

B.

Pursuant to Section 900 of the Local Government Act, the bylaw establishing a board of
variance must set out procedures to be followed by the board of variance;

NOW THEREFORE the Municipal Council of the District of Lantzville in open meeting assembled
hereby enacts as follows:
Citation
1.

This Bylaw may be cited for all purposes as “District of Lantzville Board of Variance Bylaw
No. 10, 2003 Amendment Bylaw No. 10.1, 2008”.

Establishment
2.

A Board of Variance is hereby established for the municipality of the District of Lantzville.

Jurisdiction
3.

The Board of Variance shall hear and determine appeals on the grounds and to the extent in
accordance with the Local Government Act.

Secretary
4.

The Council of the District of Lantzville shall appoint a Secretary to the Board of Variance.

5.

The responsibilities of the Secretary shall be:
a)
to receive completed notices of appeal;
b)
to notify the Chairperson of the Board of Variance the receipt of notice of appeal;
c)
to ensure that proper notification is given in compliance with this bylaw;
d)
to keep proper records of the Board of Variance proceedings;
e)
to appoint a representative to receive the notices of appeal when circumstances require
an appointment; and
f)
to determine whether the appellant seeks a decision of the Board which would be in
conflict with a covenant registered pursuant to Section 219 of the Land Title Act, a
Section 215 covenant registered before the repeal of that section, or a Section 24(a)
covenant pursuant to the Land Registry Act before the repeal of that Act; a requirement
for a permit under Part 26 of the Local Government Act, or a matter which is covered in
a land use contract.
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Notice of Appeal
6.

An appellant, exercising the right of appeal, shall deliver to the Secretary of the Board of
Variance or appointee, a completed Notice of Appeal as outlined in the sample of the Notice of
Appeal form contained in Schedule “A”, together with such plans and technical information as
the appellant or Secretary deems necessary to support the appeal including, but not limited to,
the following:
a)
survey plan certified by a BC Land Surveyor;
b)
site plan to scale;
c)
topographical survey plan certified by a BC Land Surveyor;
d)
building elevation plan certified by a BC Land Surveyor;
e)
Professional Engineer’s report with respect to drainage, topography, geotechnical
consideration, or other pertinent matters;
f)
a letter outlining the details of the appeal; and

(Bylaw No. 10.1)

g)

an application fee of Three Hundred Dollars ($300.00).

(Bylaw No. 10.1)

7.

Prior to processing a Board of Variance Appeal, the applicant shall pay to the District of
Lantzville an application fee of Three Hundred Dollars ($300.00).

8.

Upon receipt of a Notice of Appeal by the Secretary of the Board of Variance and
determination of the Hearing date, the Secretary shall, not less than seven (7) calendar days
prior to the date of the Hearing, give notice of the Hearing by way of registered mail or
otherwise to:
a)
the members of the Board of Variance;
b)
the appellant;
c)
the Building Inspection Department of the Regional District of Nanaimo; and
d)
the registered owners, as shown in the last revised assessment roll, and all tenants of
occupation of the property under appeal and the land adjacent to the land that is the
subject of the application.

9.

The Notice of the Hearing shall state the date, time, and place of the Hearing and shall include
a copy of the Notice of Appeal.

Hearings
10.

A hearing of the Board of Variance shall be held on the second Thursday of each month, unless
otherwise varied by the Chairperson of the Board of Variance in consultation with the
Secretary and all other members of the Board of Variance.

11.

In the event that no completed Notice of Appeal is deposited with the Secretary of the Board of
Variance or their appointee within fourteen (14) calendar days prior to the date of the next
Hearing, no Hearing shall be held.

12.

A Hearing of the Board of Variance shall be held a maximum of 45 days after the date of
receipt of a Notice of Appeal.
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13.

A Hearing of the Board of Variance shall be convened by the Chairperson on the date of
Hearing and at the time and place set out in the Notice of Hearing and the Board may adjourn
the Hearing from time to time, and may reconvene without further published notice if the
time, date, and place of reconvening is announced at adjournment.

14.

The members of the Board of Variance may view the property under application and the
surrounding properties.

15.

The Board of Variance shall hear all representations made to the Board.

16.

The appellant shall be afforded the first opportunity to present evidence and arguments, and
thereafter, evidence and arguments shall be presented in such sequence as the Chairperson
may direct until all parties to the application have been afforded an opportunity to present
their evidence and arguments.

Decision
17.

The decision of the Board shall be by a majority of those members present and made within
seven (7) days of the hearing.

18.

The Secretary of the Board of Variance shall, within seven (7) days of the decision, send by
registered mail, or otherwise, the written decision of the Board of Variance to the appellant, all
persons who made representation at the Hearing, and the Regional District of Nanaimo’s
Building Inspection Department.

19.

The Secretary shall, within seven (7) days of the decision, enter that decision in the record
maintained at the Lantzville municipal offices.

READ A FIRST TIME this 25th day of June, 2003.
READ A SECOND TIME this 25th day of June, 2003.
READ A THIRD TIME this 25th day of June, 2003.
FINALLY ADOPTED this 14th day of July, 2003.
ORIGINAL SIGNED
_____________________________
Colin Haime
Mayor
ORIGINAL SIGNED
____________________________
David Gawley
CAO/Corporate Administrator
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(Bylaw No. 10.1)

SCHEDULE ‘A’
DISTRICT OF LANTZVILLE
BOARD OF VARIANCE NOTICE OF APPEAL

Name of Appellant: ___________________________________________________________________________
Mailing Address: _______________________________________________ Postal Code: __________________
Tel: ____________________________ Fax: ____________________________ Cell: _______________________
Name of Agent:_______________________________________________________________________________
Mailing Address: ______________________________________________ Postal Code: ___________________
Tel: ___________________________ Fax: __________________________ Cell: _________________________

Legal Description of Property of Notice of Appeal: __________________________________________________
Civic Address: ________________________________________________________________________________
Folio Number: _________________________________ PID Number: ____________________________________
I/WE ENCLOSE THE FOLLOWING:
 survey plan certified by a BC Land Surveyor;
 site plan to scale;
 topographical survey plan certified by a BC Land Surveyor;
 building elevation plan certified by a BC Land Surveyor;
 Professional Engineer’s report with respect to drainage, topography, geotechnical consideration, or other pertinent
matters;
 a letter outlining the details of the appeal; and
 $300 application fee.
I/WE, THE REGISTERED OWNER(S) OF THE ABOVE NOTED PROPERTY, HEREBY APPEAL TO THE BOARD OF
VARIANCE FOR THE FOLLOWING:
 To review a decision made by the Regional District of Nanaimo Manager of Building Inspection and
Enforcement pursuant to Section 911(8) of the Local Government Act.
To determine that compliance with the following will cause undue hardship:
 Relating to siting, size and dimensions of a building or structure of the siting of a manufactured home in a
manufactured mobile home park. (Note: use and density, including varying maximum building size provisions, will
not be considered for variance.)
 The prohibition of structural alteration or addition pursuant to Section 911(5) of the Local Government Act.
 A subdivision servicing requirement pursuant to Section 938(1c) of the Local Government Act in an area zoned for
agricultural or industrial uses.
____________________________________________________
Signature of Registered Owner(s)

_____________________________________
Date

____________________________________________________
Signature of Registered Owner(s)

_____________________________________
Date

TO BE COMPLETED BY THE DISTRICT OF LANTZVILLE
Date Complete Appeal Received __________________________
Application Fee
$_________________________
= Total Fee Paid
$_________________________
Receipt Number: __________________________ File No: ____________________
District of Lantzville, PO Box 100, 7192 Lantzville Road, Lantzville, BC V0R 2H0

Tel: 250-390-4006 Fax: 250-390-5188

LOCAL GOVERNMENT ACT

(2)

If the repair, extension or alteration includes the construction of additional housing
units, the additional housing units are subject to the zoning bylaw in relation to
residential rental tenure.
2018-26-8.

(ADD)Change in ownership, tenants or occupants in relation to form of tenure
May
31/18

535.3

For the purposes of this Division and subject to section 535.4, a change of owners,
tenants or occupants of a housing unit does not, by reason only of the change, affect
the authority to continue a non-conforming form of tenure of the housing unit.
2018-26-8.

(ADD)Dlssolution of strata corporations
May
31/18

535.4

If

(a)

a non-conforming form of tenure is authorized to continue under section 535.1
in relation to a housing unit in a building,
(b) the building includes strata lots,
(c) the strata corporation for the owners of the strata lots is wound up under Part 16
of the Strata Property Act, and
(d) there is a disposition of all of the land and the building of that strata
corporation,
the non-conforming form of tenure is no longer authorized to continue.
2018-26-8.

(ADD)Regulation-making powers
May
31/18

535.5(1)
(2)

In relation to this Division, the Lieutenant Governor in Council may make regulations
referred to in section 41 of the Interpretation Act.
Without limiting subsection (1), the Lieutenant Governor in Council may make
regulations respecting non-conforming forms of tenure, including, without limitation,
(a) regulations prescribing circumstances in which a non-conforming form of
tenure is authorized, or is no longer authorized, to continue, and
(b) regulations in relation to when a non-conforming form of tenure is no longer
authorized.
2018-26-8.

Part 14: Division 15 - Board of Variance

Requirement for board of variance
536. (1)

A local government that has adopted a zoning bylaw must, by bylaw, establish a board of
variance.

(2)

A person is not eligible to be appointed to a board of variance if the person is
(a)

1IRSBC20I5]

a member of the local government or the advisory planning commission, or
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(b)
(3)

an officer or employee of the local govemment.

Subject to subsections(4) and (5) and to the rules established under section 538(2)(b)(i)
[rulesforjoint board of variance], an appointment to a board of variance is for a 3 year
period.

(4)

(5)

If no successor has been appointed at the end of the 3 year period referred to in subsection
(3), the appointment continues until the time that a successor is appointed.
A local govemment may rescind an appointment to a board of variance at any time.

(6)

If a member of a board of variance ceases to hold office, the person's successor is to be

(7)

(8)

appointed in the same manner as the member who ceased to hold office, and, until the
appointment of the successor, the remaining members constitute the board of variance.
Members of a board of variance must not receive compensation for their services as
members, but must be paid reasonable and necessary expenses that arise directly out of the
performance of their duties.
A local government must provide in its annual budget for the necessary funds to pay for the
costs of the board of variance.
RS2015-1-536(B.C. Reg. 257/2015).

Board of variance for municipality or regional district
537. (1)
(2)
(3)
(4)

If the population of a municipality is 25 000 or less, the municipal board of variance is to
consist of 3 persons appointed by the council.
If the population of a municipality is more than 25 000, the municipal board of variance is
to consist of 5 persons appointed by the council.
A regional district board of variance is to consist of 3 persons appointed by the board.
The board of a regional district may establish one or more boards of variance for the
regional district, but, if more than one board of variance is established, the bylaw
establishing them must specify the area of the regional district over which each board of
variance has jurisdiction and those areas must not overlap.
RS2015-1-537(B.C. Reg. 257/2015).

Joint board of variance

538. (1)

Two or more local governments may satisfy the obligation under section 536(1)
[requirementfor board of variance] by jointly establishing a board of variance by bylaw

(2)

adopted by all participating local governments.
A bylaw under subsection {1) must
(a)

(b)

specify the area ofjurisdiction for the board of variance, which may be all or part of
the participating local governments, but must not overlap with the area ofjurisdiction
of any other board of variance, and
establish rules for the following that apply in place of those established by sections
536[requirementfor hoard of variance] and 539[chair and procedures]:
(i)
appointment and removal of members of the board of variance;
(ii)

(3)

appointment and removal of a chair of the board of variance.

As exceptions to section 537[local board of variance], the following apply to a board of
variance established under this section:

(a)

if a municipality is one of the participating local governments, the board of variance
is to consist of

(i)

7[RSBC 2015]
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LOCAL GOVERNMENT ACT

3 persons, if the population of the area of the jurisdiction of the board of
variance is 25 000 or less, and

(ii)

5 persons, if the population of the area of the jurisdiction of the board of
variance is more than 25 000;

(b)

if a municipality is not one of the participating local governments, the board of
variance is to consist of 3 persons.
RS2015-1-538 (B.C. Reg. 257/2015).

Chair and procedures for board of variance
539. (1)

(2)

The members of a board of variance must elect one of their number as chair.

The chair may appoint a member of the board of variance as acting chair to preside in the
absence of the chair.

(3)

(4)

A bylaw establishing a board of variance must set out the procedures to be followed by the
board of variance, including the manner in which appeals are to be brought and notices
under section 541 [notice ofapplication for variance] or 543(2)[notice ofapplication in
relation to early termination ofland use contract] are to be given.
A board of variance must maintain a record of all its decisions and must ensure that the

record is available for public inspection during regular office hours.
RS2015-1-539(B.C. Reg. 257/2015).

Application for variance or exemption to relieve hardship
540.

A person may apply to a board of variance for an order under section 542[board powers on
application]if the person alleges that compliance with any of the following would cause
the person hardship:
(a)

(b)
(c)

(d)

a bylaw respecting

(i)

the siting, size or dimensions of a building or other structure, or

(ii)

the siting of a manufactured home in a manufactured home park;

a subdivision servicing requirement under section 506(1)(c)[provision of water,
sewer and other systems]in an area zoned for agricultural or industrial use;
the prohibition of a structural alteration or addition under section 531 (1)
[restrictions on alteration or addition while non-conforming use continued]-,
a bylaw under section 8(3)(c)[fundamental powers - trees] of the Community
Charter, other than a bylaw that has an effect referred to in section 50(2)
[restrictions on authority -preventing all uses] of that Act if the council has taken

action under subsection (3) of that section to compensate or mitigate the hardship
that is caused to the person.
RS2015-1-540(B.C. Reg. 257/2015).

Notice of application for variance
541. (1)

(2)

If a person makes an application under section 540, the board of variance must notify all
owners and tenants in occupation of
(a)

the land that is the subject of the application, and

(b)

the land that is adjacent to land that is the subject of the application.

A notice under subsection (1) must state tlie subject matter of the application and the time
and place where the application will be heard.

}[RSBC 20]5]
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(3)

The obligation to give notice under subsection (1) is satisfied if the board of variance made
a reasonable effort to mail or otherwise deliver the notice.
RS2015-1-541 (B.C. Reg. 257/2015).

Board powers on application
542. (1) On an application under section 540, the board of variance may order that a minor
variance be permitted from the requirements of the applicable bylaw, or that the
applicant be exempted from section 531 (1)[alteration or addition while
non-conforming use continued], if the board of variance
(a) has heard the applicant and any person notified under section 541,
(b) finds that undue hardship would be caused to the applicant if the bylaw or section
531 (1) is complied with, and
(c) is of the opinion that the variance or exemption does not do any of the following:
(i)
result in inappropriate development of the site;
(ii)

adversely affect the natural environment;

(iii) substantially affect the use and enjoyment of adjacent land;
(iv) vary permitted uses and densities under the applicable bylaw;
(v) defeat the intent of the bylaw;
^vi) vary the application of an applicable bylaw in relation to residential rental

(ADD)
May

31/18

(2)

tenure.
The board of variance must not make an order under subsection (1) that would do any
of the following:
(a) be in conflict with a covenant registered under section 219 of the Land Title Act
or section 24A of the Land Registry Act, R.S.B.C. 1960, c. 208; ,
(b) deal with a matter that is covered in a land use permit or covered in a land use
contract;

(c)

deal with a matter that is covered by a phased development agreement under
Division 12[Phased Development Agreements]',

(d)
(e)

deal with a flood plain specification under section 524 (3);
apply to a property
(i)
for which an authorization for alterations is required under Part 15
[Heritage Conser\>ation],
(ii) for which a heritage revitalization agreement under section 610 is in effect,
or

(iii)

that is scheduled under section 614(3)(b)[protected heritage property] or
contains a feature or characteristic identified under section 614(3)(c)

(3)

[heritage value or character].
In relation to an order under subsection (1),
(a) if the order sets a time within which the construction of the building, structure or
manufactured home park must be completed and the construction is not
completed within that time, or
(b)

(4)

if that construction is not substantially started within 2 years after the order was

made, or within a longer or shorter time period established by the order,
the permission or exemption terminates and the bylaw or section 531 (1), as the case
may be, applies.
A decision of the board of variance under subsection (1) is final.
RS2015-1-542(B.C. Reg. 257/2015); 2018-26-9.

Exemption to relieve hardship from early termination of land use contract
543. (1)

1[RSBC 20]5]
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The owner of land subject to a land use contract that will be terminated by a bylaw adopted
under section 548[early termmation ofland use contracts] may apply to a board of
variance for an order under subsection (5)of this section if

(a)

(2)

the owner alleges that the timing of the termination of the land use contract by the
bylaw would cause the owner hardship, and
(b) the application is received by the board of variance within 6 months after the
adoption of the bylaw.
If an application is made under subsection (1), the board of variance must notify all owners
and tenants in occupation of
(a) the land that is the subject of the application, and
(b)

(3)
(4)

the land that is adjacent to land that is the subject of the application.

A notice under subsection (2) must state the subject matter of the application and the time
and place where the application will be heard.
The obligation to give notice under subsection (2) must be considered satisfied if the board
of variance made a reasonable effort to mail or otherwise deliver the notice.

(5)

On an application under subsection (1), the board of variance may order that, despite the
termination of the land use contract and despite any zoning bylaw, the provisions of that
land use contract continue to apply in relation to the applicant for a specified period of time
ending no later than June 30, 2024, if the board of variance
(a) has heard the applicant, and
(b)

(6)

finds that the timing of the termination of the land use contract by the bylaw would
cause undue hardship to the applicant.
An order under subsection (5) does not run with the land.

(7)

The board of variance must make a decision on an application under subsection (1) within 6
months after the application is received by the board of variance.

(8)

A decision of the board of variance under subsection (5) is final.
RS2015-1-543 (B.C. Reg. 257/2015).

Extent of damage to non-conforming use property

544. (1)

A person may apply to a board of variance for an order under subsection (2)if the person
alleges that the determination by a building inspector of the amount of damage under
section 532(1)[end ofnon-confonning use protection if building ofother structure is
seriously damaged]is in error.

(2)

On an application under subsection (1), the board of variance may set aside the
determination of the building inspector and make the determination under section 532(1)in
its place.

(3)

The applicant or the local government may appeal a decision of the board of variance under
subsection (2) to the Supreme Court.
RS2015-1-544 (B.C. Reg. 257/2015).

Part 14: Division 16 - Discharge and Termination of Land Use Contracts

Application to land use contracts under previous legislation
545.
I[RSBC 2015]

This Division applies to land use contracts within the meaning of section 702A of the
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District of Lantzville

Parks and Trails Select Committee
Terms of Reference
1.

Committee Purpose
1.1. The purpose of the Parks and Trails Select Committee is to:
•
•

2.

Advise and provide recommendations to Council on matters relating to parks or
trails creation, dedication, development, improvement, maintenance, use and
intermunicipal cooperation.
Provide Council with advice and recommendations on matters referred to it by
Council.

Duties
2.1. Consider all matters pertaining to parks and trails within District boundaries.
2.2. Responsible for oversight of parks bookings and ensuring the District is not exposed
to liability and make recommendations to Council on matters pertaining to park use
bookings.
2.3. Conduct surveys on its own or by others concerning matters related to parks and
trails as approved by Council.
2.4. Liaise and provide leadership with community neighbourhood groups on a wide
range of parks and trails projects including but not limited to:
• Volunteer neighbourhood and community park development projects.
• Community input regarding park planning and acquisition priorities.
• Trail system and beachfront development projects.
2.5. Liaise through the Staff Liaison with neighbouring jurisdictions concerning trail
connectivity.
2.6. Liaise through the Staff Liaison with neighbouring jurisdictions concerning potential
regional Park dedication and development.
2.7. Work with the Director of Public Works concerning matters pertaining to the
maintenance and development of parks and trails.
2.8. Establish working groups as required. Each working group established must include
one member of the Select Committee and a timeframe for reporting back to the
Select Committee.
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3.

Membership and Term
3.1. The Committee is comprised of seven voting members appointed by Council, as
follows:
•
One (1) member of Council.
•
Six (6) members at large, who shall be residents of the District.
Plus one non-voting member, a member of Council appointed by Council.
3.2. One staff member appointed by the Chief Administrative Officer as the Staff Liaison.
(Non-voting)
3.3. Other staff members, as required. (Non-voting)
3.4. The Committee shall, at the first meeting, appoint from its members a Chairperson,
and an alternate, who shall preside at all meetings as required.
3.5. All members at large of the Committee shall serve a three-year term effective from
the date appointed by Council to December 31st of the third year of their term.

4.

Operations of the Committee
4.1. Meeting Schedule
4.1.1. The Committee shall meet on the third Thursday of each month, or as required.
The Committee must meet at a minimum of twice annually.
4.1.2. Committee meeting will commence at 6:00 pm in the District Council
Chambers. The Committee may, by unanimous consent of all members of the
Committee, choose an alternate meeting start time during the term of the
Committee. When the Committee term has ended, or if Council is filling a
vacancy on the Committee, the meeting start time will revert to 6:00 pm.
4.1.3. The order of business will be as established by the Chairperson and Staff
Liaison.
4.2 Annual Budget
4.2.1. The Committee shall annually prepare a five-year financial plan for capital and
operating expenditures and revenues. The five-year financial plan is to be
submitted to the Director of Financial Services for inclusion in the District’s
annual financial plan no later than September 1st each year.
4.2.2. The procedures for revenue collection and expenditures shall be as directed by
the Director of Financial Services.
4.2. Minutes and Agendas
4.2.1. Agendas will be prepared and distributed to the Committee members by the
Staff Liaison at least three days prior to the Committee meeting.
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4.2.2. A Committee Staff Liaison will take minutes as directed by the Director of
Corporate Administration. Draft minutes will be placed on the next Committee
meeting agenda. Once Committee minutes are adopted they will be placed on
the next Council meeting agenda for receipt.
4.2.3. Any recommendations requiring Council approval will be submitted to Council
in the report/recommendation format prepared by the Staff Liaison.
4.3. Procedure
4.3.1. The Committee rules of procedure will be those set out in the Council
Procedure Bylaw.
4.4. Scope
4.4.1. The Committee will only consider matters pertaining to the Council approved
Terms of Reference or matters referred to it by Council, and the Chief
Administrative Officer.
4.5. Time Limits
4.5.1. Committee meetings shall not exceed two hours in duration, unless the time is
extended by unanimous vote of the Committee.
5.

Authority
5.1. The Committee does not have the authority to financially encumber Council in any
way beyond that which is approved annually in the District’s budget.
5.2. The Committee does not have the authority to directly change bylaws or policies.
5.3. The Committee does not have the authority to direct the work of staff.
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Policy No.: 3000-12
Date of Implementation: February 5, 2018
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Amended:
Council Resolution:

Amended:
Council Resolution:

COUNCIL COMMITTEE SYSTEM POLICY
POLICY
Pursuant to section 141 of the Community Charter, the Mayor must establish Standing Committees
for matters the Mayor considers would be better dealt with by Committee, and pursuant to section
142 of the Community Charter, Council may establish and appoint Select Committees to inquire
into any matter and to report its findings and opinions to Council.
DEFINITIONS
“Alternate” means a Council member appointed by the Mayor for Standing Committees or by
Council for Select Committees to attend Committee Meetings when the appointed Council
member for the Committee is unable to attend a Committee meeting.
“Standing Committee” is an advisory body to Council established by the Mayor pursuant to
section 141 of the Community Charter to which the Mayor shall appoint Council representatives
and may appoint citizen members. The Community Charter requires that at least half the members
be members of Council.
“Select Committees” are established by Council resolution pursuant to section 142 of the
Community Charter, and to which Council may appoint citizens. At least one member of a Select
Committee must be a Council member. Council may also establish short-term Select Committees
to inquire into a specific issue within a bounded time period and report its findings and opinions to
Council, after which the Committee will have concluded their work and will be disbanded. A
Council member does not have to be appointed to a short-term Select Committee.
“Statutory Committee” means boards, Commissions, or Committees established pursuant to a
specific enabling statute including a Library Board established pursuant to the Library Act, a
Police Board established pursuant to the Police Act, a Commission including a Parks Commission,
Recreation Commission, and Heritage Commission, etc., established pursuant to section 143.(1)
(a) of the Community Charter, a Family Court Committee established pursuant to the Provincial
Court Act and any other body established pursuant to enabling legislation which serves in an armslength capacity on behalf of or in cooperation with Council.
“Staff Liaison” is the staff member assigned by the Chief Administrative Officer to assist a
Committee in a non-voting advisory and resource capacity.
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“Committee Clerk” is a person under contract to or employed by the District of Lantzville to
provide administrative and clerical support to Council Committees, Commissions or boards.
PROCEDURE

1

Membership
1.1

Diversity
Membership of Committees will be diverse, and broadly reflective of the community.
Membership, when possible, will reflect desired experience, knowledge and expertise.
Geographic location in the community is required unless otherwise waived by Council.

1.2

1.3

Appointments
1.2.1

Annually, the opportunities for appointment of members of the public to
Committees will be widely advertised so that any citizen who is interested
may apply. Depending on the requirements of the terms of reference specific
areas of the community may be targeted or members may be directly solicited.

1.2.2

Recommendations for Committee members will be sought from Council
members.

1.2.3

The Mayor will appoint members to Standing Committees. The Mayor will
recommend to Council establishment of Select Committees and may
recommend the appointment of the Chair, Vice-Chair and members. Council
may establish Select Committees and will appoint members to Select
Committees, upon recommendation of the Mayor or from applicants, having
been considered at a Closed meeting of Council, at a Regular Council
meeting.

1.2.4

Appointments to Standing and Select Committees will be made in December
of each year, except in an election year when the timing of appointments may
be varied by the Mayor.

1.2.5

Appointments to Statutory Committees/Commissions will be made in
accordance with the relevant enabling statute or establishment bylaw.

1.2.6

The terms of reference of individual Committees will specify the number of
members to be appointed to the Committee but membership shall normally
not be more than seven (7) (including Council Members).

1.2.7

Committee members shall serve without pay at the pleasure of Council, unless
otherwise provided in the enabling statute or establishment bylaw.

Applications for Membership are Confidential
All applications for membership on Committees shall be kept in confidence when
submitted to the District.
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1.4

1.5

Terms of Appointment for Standing, Select Committees
1.4.1

The term of appointment is one year, unless specified otherwise in the
Council approved terms of reference.

1.4.2

An individual can serve for up to four (4) consecutive one (1) year terms on
any one Committee.

1.4.3

When considering re-appointments for a consecutive term, Committee
stability and membership continuity will be considered.

1.4.4

All members remain in office until their respective successors are appointed.

1.4.5

Notwithstanding clause 1.4.4, all Committee appointments expire on October
31 in the year of a general local election.

Terms of Appointment of Short-term Select Committees
The term of appointment of members to short-term Select Committees is concurrent
with the time frame provided to the short-term Select Committee to complete its work;
after which the members terms expire unless extended by Council resolution.

1.6

Terms of Appointment of Statutory Committees
The term and conditions of appointment of members to Statutory Committees is as
provided in the enabling statute or establishment bylaw.

1.7

Committee Vacancy Replacement Term
In the event of a vacancy, the person appointed to fill the vacancy shall hold office for
the remainder of the term of the vacated office.

1.8

Attendance of Members at Meetings
Unless otherwise provided in the enabling statute or establishment bylaw, any member
who is absent from two (2) consecutive regular meetings without leave of absence
from the Committee or without reason satisfactory to the Committee shall forthwith
cease to be a member of the Committee, and Council shall be advised by the
Committee.

1.9

Removal of Member from Committee
Council may remove or request the resignation at the request of the Committee or on its
own initiative any of its Committee appointees for malfeasance in office, or any good
and sufficient cause.

1.10 Resignation of Member
Any member of a Committee wishing to resign from the Committee is requested to
provide the resignation in writing to the Committee Chair with a copy to the Staff
Liaison.
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2

3

Council Liaison/Council Membership
2.1

The Mayor shall designate the members of Council to serve as Chair and ViceChair of the Standing Committees.

2.2

Both the Chair and the Vice-Chair of a Committee shall be entitled to vote.

2.3

The Mayor may appoint alternate (s) Council member to Standing Committees and
Council may appoint alternate (s) Council members for Select or Short-term
Committees.

2.4

Any member of Council not appointed to a Standing or Select Committee may attend
the Committee meetings as an observer but is not entitled to enter into the discussion
unless requested to by a majority vote of the Committee. Any Council member not
appointed to the Committee, but attends Committee meetings, are not entitled to vote.

2.5

Council may appoint individual Council members to Select Committees and may
designate the Chair and Vice-Chair.

2.6

Council representatives serve for a one (1) year term.

2.7

The Council representative’s role on Committees is:
2.7.1

to be a voting member of the Committee to which they are assigned; and

2.7.2

to serve as a communication liaison to Council.

Staff Support
3.1

3.2

A Staff Liaison shall be appointed to each Standing or Select Committee by the Chief
Administrative Officer. The Staff Liaison is not a member of the Committee and
therefore is not entitled to vote. The role of the Staff Liaison includes:
3.1.1

providing information and professional advice;

3.1.2

supporting the chairperson in developing agendas, arranging meetings, and
promoting effective Committee functioning;

3.1.3

writing report/recommendation to Council as requested by the Committee
when reporting to Council;

3.1.4

providing an annual orientation of the work of the Committee, the structure of
the Municipality and Council’s annual goal setting and budgeting processes;
and

3.1.5

assisting with the annual membership recruitment.

Any other projects or tasks to be assigned to the Staff Liaison requires the approval of
the Chief Administrative Officer.
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3.3

4

5

A Committee Clerk may be appointed to each Standing or Select Committee in
addition to the Staff Liaison by the Chief Administrative Officer in consultation with
the Director of Corporate Administration. The Committee Clerk is not a member of the
Committee and therefore is not entitled to vote. The role of the Committee Clerk
includes:
3.3.1

providing administrative and clerical support to the Staff Liaison;

3.3.2

under the direction of the Staff Liaison, preparing the agenda, arranging
meetings and notifying participants;

3.3.3

recording the Committee minutes and submitting them within two days of the
Committee meeting to the Director of Corporate Administration for review.
Once approved by the Director of Corporate Administration, circulates
minutes as required by the Director of Corporate Administration and

3.3.4

preparing report/recommendations and other correspondence as required by
the Staff Liaison.

Meeting Schedule
4.1

Standing and Select Committees will establish their own meeting schedules, in
consultation with the Staff Liaison and subject to the availability of resources, to hold
meetings as required with a minimum of two (2) meetings per year. Once the meeting
schedule is established it is to be provided to the Director of Corporate Administration.

4.2

Statutory Committees meet as provided in their enabling statute or establishment
bylaw. The meeting schedule shall be provided to the Director of Corporate
Administration.

Quorum
Unless otherwise provided in a Committee’s/Commission’s enabling statute or establishment
bylaw, a majority of the members of a Committee/Commission constitute a quorum provided
that one Council member is in attendance. For Standing Committees, at least half of the
quorum must be made up of members of Council.

6

Chair
Each Committee shall, at its first regular meeting in January or as soon thereafter as possible,
or as provided in its enabling statute or establishment bylaw, elect a Chair and Vice-Chair if
the Mayor or Council has not already done so, each of whom hold office for a period of one
year, to carry out the duties normally attributed to such office in conducting the business of
the Committee.
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7

Agendas
The Staff Liaison or an appointed Committee Clerk is responsible, in consultation with the
Committee chair, for the preparation of the Committee agenda in a format as required by the
Director of Corporate Administration. The completed agenda is to be provided to the
Director of Corporate Administration for distribution and posting.

8

Minutes
8.1

Committee minutes, setting out the recommendations made at all meetings of
Committees shall be legibly recorded in accordance with the requirements of the
Director of Corporate Administration.

8.2

Following the adoption of the minutes by the Committee the Staff Liaison or
Committee clerk shall:

8.3

9

10

8.2.1

provide the adopted minutes to the Director of Corporate Administration for
circulation to Council on the public agenda for information; and

8.2.2

following adoption of the minutes at the next meeting of the Committee, shall
be signed by the Chair, or other member presiding at the meeting to which the
minutes apply and provided to and signed by the Director of Corporate
Administration.

The Staff Liaison or an appointed Committee Clerk shall provide adopted Committee
minutes to all members of the Committee and the original signed copy as well as an
electronic version to the Director of Corporate Administration for proper retention and
distribution.

Rules of Procedure
9.1

Each Committee shall prescribe its own rules, providing they are not inconsistent with
its enabling statute, establishment bylaw, the Local Government Act, Community
Charter, Council policy and Councils Procedure Bylaw. The Committee may rely for
reference upon the advice of the Staff Liaison.

9.2

Questions of procedure which cannot be resolved by the Committee upon the advice of
the Staff Liaison shall be referred to the Director of Corporate Administration.

Voting
All members of a Committee, including the Chair and Vice-Chair, shall have a vote on any
question before it, and in all cases in the event of a tie vote, the motion shall be defeated.
Any member who abstains from voting, without having declared a conflict of interest and
leaving the meeting, shall be deemed to have voted in the affirmative. Proxy votes are not
permitted.
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11

Conflict of Interest
Committee members are subject to sections 100 to 104 of the Community Charter.

12

Working Groups
Committees may establish working groups comprised of their members, however, if the
committee wishes to appoint a working group of citizen members, prior Council approval is
required.

13

Reporting
13.1 Establishment and Authority
Members will not misrepresent themselves as having any authority beyond that
delegated by Council.
13.1.1

Standing and Select Committees must refer recommendations to Council for
authority to act.

13.1.2

Short-term Select Committees shall conduct their task within the time
prescribed by Council following which they report their findings and opinions
to Council for consideration.

13.1.3

Statutory Committees shall conduct their business in accordance with the
terms of their enabling statute, establishment bylaw and the policies of the
authority which established the Committee.

13.2 Reporting on Issues
When responding on an issue referred to it by Council, Standing and Select Committees,
with the assistance of the Staff Liaison, Committee Clerk or Director of Corporate
Administration will submit reports to Council in accordance with Council policy and
Council’s Procedure Bylaw. If deemed appropriate by the Chief Administrative Officer,
Committee reports will be accompanied by a staff report.
Committees shall not reconsider a decision of Council except with a referral from Council.
13.3 Timing of Reports and Minutes to Council
Reports and minutes from Committee meetings scheduled in the week prior to a Council
meeting will be submitted for the agenda for the next Council meeting, or as soon as
reasonably possible.
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14

Authority
Except as may be provided in their enabling statute or establishment bylaw,
Committees/Commissions do not have the authority to communicate with other levels of
government, to pledge the credit of the Municipality, or to authorize any expenditures to be
charged against the Municipality.
The Committee Chair is the spokesperson for the committee.
Committees shall not report out to the media or provide media releases without the prior
approval of Council or the Chief Administrative Officer

15

Budget
15.1 Unless otherwise provided in their enabling statute or establishment bylaw,
Committees/Commissions may request budget funds from Council in accordance with
Council’s budget preparation schedule and procedure.
15.2 Any solicitation of funds from other levels of government and other organizations
requires the prior approval of Council.
15.3 Committee(s) shall have reasonable use of the Municipality’s miscellaneous services
such as photocopying, paper supplies, meeting areas, etc. which are primarily provided
through the Staff Liaison and only during office hours unless otherwise arranged by
the Staff Liaison.

16

Personal Liability
No member of a Committee shall be liable in their personal capacity for any debt or liability
of the Committee except in cases of gross negligence or unlawful acts. It is the
responsibility of Council to insure the members of Committees against all liabilities related
to fulfilling their responsibilities as a member of the Committee.

17

Orientation
17.1 An orientation package for newly appointed members will be provided by the Director
of Corporate Administration to the Committee members upon their appointment.
17.2 An orientation session will be provided by the Staff Liaison to each Committee at the
first meeting after annual Committee appointments are made, where such orientation is
deemed necessary by the Staff Liaison or Committee.

18

New Committees
In considering the formation of a new Select Committee, Standing Committee, or Statutory
Committee, the Council or Mayor will request staff to prepare terms of reference or bylaw
for consideration and approval by Council prior to establishing the Committee.
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19

Meetings Open to Public
All meetings of Council Committees are open to the public and no person shall be excluded
except for improper conduct, or where the Committee is considering an item where, in
accordance with section 90 of the Community Charter, the exclusion of the public is permitted.

20

Application Form
Individuals interested in applying for membership to Standing, Select or Statutory
Committees, are to use the District’s application form, substantially in the form as attached
(Attachment 1) and as updated from time to time by staff.
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VOLUNTEER APPLICATION
Committees, Commissions, Boards
Name of Applicant:
Mailing Address of Applicant:

Residential Address of Applicant:

Contact:

Work:
Home:

1. Is your primary residence in Lantzville?

Fax:
E-mail:
Yes

2. Are you a business operator in Lantzville or Nanaimo?

No
Yes

No

3. Name of Committee/Commission/Board you are applying to:

4. Are you applying as a representative of a community association or other organization?
Yes

No

If YES, identify the association/organization:

5. Are you currently serving on a Committee/Commission/Board?
Yes

No

If yes, identify the Committee/Commission/Board:

6. Have you previously volunteered on any Lantzville Committee/Commission/ Board?
Yes

No

If YES, provide name of the Committee/Commission/Board and length of service:
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7. Have you volunteered on any Committee/Commission/Board for another municipality or
any community organization?
If YES, provide details:

8. What skills and goals will you bring to the Committee/Commission/Board?

9. Business/work experience in the past five years?

10. How is your business/work experience related to the mandate of the Committee/
Commission/Board?

11. Do you have an education background or professional qualifications related to the
mandate of the Committee/Commission/Board?

12. Are you available to participate throughout the year? Yes

No

If NO, please explain:
13. Other relevant information, if any:

Signature: __________________________________________________________________
Date of Application:
Personal information you provide on this form is collected pursuant to the Community Charter/Local Government Act, and
will only be used for the purposes of consideration of your application and contract purposes by staff, if appointed. Your
personal information will not be released except in accordance with the Freedom of Information and Protection of Privacy
Act. Questions about the collection of your personal information may be referred to the District of Corporate Administration,
Municipal Hall, 7192 Lantzville Road, Lantzville, BC, 250.390.4006.
Director of Corporate Administration
District of Lantzville, 7192 Lantzville Road, PO Box 100
Lantzville, BC, V0R 2H0

