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Purpose of This Guide 
This handbook is designed for individuals interested in and / 
or currently volunteering with the Community Development 
Committee. The purpose of this handbook is to provide an 
overview of the current volunteer opportunities, programs, 
policies, and procedures in general terms.  It is the 
responsibility of each volunteer to read the full policies 
provided in this manual.  If a discrepancy exists between any 
policies contained within this document and applicable 
legislation, the legislation will prevail.  Questions about the 
interpretation or enforcement of policies should be directed 
to the Community Development Officer.  

Message from the Mayor 
Dear Volunteers, 

It is my privilege to express, on behalf of the Town of Indian Head my deep appreciation and 
gratitude to the amazing individuals who volunteer their time and expertise to help us grow our 
community. The Town’s vision is to grow responsibly by ensuring that new development benefits the 
economic, social and environmental life of Indian Head while maintaining the small-town atmosphere 
that is a cornerstone of living here.  

Thanks to the hard work of staff, community members, dedicated volunteers and local businesses we 
have made great strides in the development of our community. There are still plenty of growth 
opportunities to encourage and explore, and Council is excited about continued improvements. 

We believe that the Town’s success relies on the residents that call it home. That is the greatest value 
of the Community Development Committee – having input from the people who live and work in our 
community to guide our development initiatives.  It is our hope that we can continue to make Indian 
Head a great place to live, work, and visit, now and in the future. 

To each of the volunteers who give their time to the Community Development Committee I say a 
heartfelt thank you.  Your contributions have truly made a difference and are appreciated. 

Sincerely, 

Steven Cole 
Mayor, Town of Indian Head 
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Organization Information 
Municipal Committees 

A committee provides advice to Council on matters within the committee’s mandate as set out in the 

committee’s terms of reference/bylaw. 

 

Committee are an essential part of creating engaged communities.  This is done by: 

• Bringing community voice and diverse perspectives to decision making 

• Creating opportunities to engage professionals in the community that have education and 

experience that will enrich the work of council 

• Assist in development of policies and procedures to put forward to council 

• To advise on programming and other trends the council may want to further develop. 

• Provide feedback on the implementation of policies, programs and more. 

 

The establishment of advisory committees link directly to the councils workplan which includes a 

commitment to an open and transparent process, in order to recognize the needs and wants of the 

community as a whole. The Town would like to improve communications in order to have a stronger 

relationship among all citizens. 

 

Recommendations made by the committee to council are done in an advisory capacity; a committee 

does not have the power or authority to make decisions that bind council or the municipality. An 

advisory committee is appointed to provide skills and advice to council on a specific area. 

 

Community Economic Development (CED) is a strategic approach to supporting sustainable wealth 
generation and enhanced socio-economic wellbeing at the community level. What differentiates CED 
from conventional economic development is that CED brings multiple partners together with different 
strengths and capacities to co-develop holistic solutions that reflect the complex realities unique to each 
community. 
 
The intended outcome of CED is to support community development that includes tailored projects and 
initiatives, clear milestones, as well as defined roles and responsibilities for each of the partners 
involved. This plan must respond to needs of the community itself – addressing near-term priorities 
within the context of a long-term vision. 
 

Mission  

We advocate, develop and implement creative community-based strategies to enhance the socio-

economic environment and build a strong foundation for growth and development through 

intermunicipal collaboration.  
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Vision 

Indian Head is a vibrant, creative, attractive, and welcoming community that serves as a regional 

hub for socioeconomic activity 

 

Values/Beliefs 

As a Community Development Committee, we value:  

• Education as a means to help people identify assets, capacities, needs, resources and 

solutions.  

• Civic involvement to improve the quality of life for all.  

• Internal and external collaborations and partnerships.  

• The uniqueness of individuals, organizations and businesses.  

• The applied and theoretical dimensions of community development.  

• The development of viable business environment through the wise use of natural, 

economic, social and human resources.  

• Scientific information and local knowledge as a basis for decisions.  

 
Organizational Structure 

 

Chief Administrative Officer

Cam Thauberger

Community Development 
Officer

Meagan McEwen

Community Development 
Committee Volunteers

Assistant Administrator

Krissy Longeau
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Committee Roles & Responsibilities 

The Community Development Committee is primarily responsible for planning, research, program 

and initiative development related to:  

 

• Tourism Services 

• Business Retention & Expansion 

• Special Event Planning 

• The Saskatchewan Lotteries Community Grant Program 

• Community Promotion & Marketing 

• Volunteer Organization Support 

• Regional Collaboration 

• Strategic Planning 

 

The CDC works with all tiers of government, private sector businesses and relevant stakeholders to 

develop and implement programs that would enhance the overall quality of life for the people of 

Indian Head and surrounding area.  
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Bylaw or Terms of Reference 
Please see Appendix D: Bylaw No. 1 - 2022 

 

Parties Involved in the Committee Structure 
• Council 

• Committee Members (including members of council appointed to the committee) 

• Staff 

 

Council 

Council establishes committees and sets their responsibilities.  It is Council’s role to resolve any 

questions concerning the role and function of the committee. 

Council may approve or amend recommendations received by committee, refer it (often to staff), or 

ask for further research/ recommendations.   

 

Committee Members 

All committee members are voting members.  Committee members will be appointed based on skills, 

background, and interest in committee work.  They will provide local knowledge, advice, expertise on 

matters related to committee role and function. 

Committee members help to keep the council and fellow committee members informed on 

community views and opinions. 

 

Staff 

Staff members assigned to the committee are not voting members.  The staff serves as a 

communication link between other staff, and council.  Staff provides administrative support. 
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Working as a Volunteer 
Orientation and Training 

All volunteers will be provided with an orientation and specific training for their position.  It is 

essential for everyone to feel part of the team and is free to express and concerns, suggestions, and 

praise. 

 

Each position will receive training specific to their role.  This may consist of: 

• Volunteer Handbook 

• Access to Professional Development Courses and Conferences 

Procedural Matters 
Appointments to Committee 

A notice calling for committee members is created as needed and as set out in the term of reference. 

Members may also be invited to join the committee based on their experience or expertise. The CDO 

will make a recommendation to the committee that the individual be considered. Council will review 

the appointments as part of the monthly reports from the CDC. The Committee shall consist of:  

• One (1) Councilor of the Town, who shall be appointed by resolution of Town Council on an 
annual basis. 

• One (1) member who shall be a resident of the RM of Indian Head 156 and shall be appointed 
by resolution of the RM of Indian Head 156 for a term of four (4) years. 

• Five (5) to Eight (8) members who shall be residents of the Town of Indian Head or RM of 
Indian Head No. 156 and shall be appointed by resolution of Town Council. 
 

 

Attendance 

If a member is unable to attend, the chair and CDO should be informed in advance of the meeting as 

it may affect quorum.  (If quorum is not met the meeting can not proceed). 

Any member of the Committee who is absent from three (3) consecutive meetings of the Committee 
shall, unless such absence be caused by illness or he/she/they be authorized by the Committee, 
forfeit his/her/their office and another member shall be appointed in his/her place for the remainder 
of the term of office. 
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Resignation from the Committee 

If a member is no longer able to serve and fulfill their term, they shall submit a letter of resignation in 

writing to the Chair of the committee in a timely manner.  The chair shall inform the CDO. 

 

Election of Chair and Vice-Chair 

The chair and vice-chair are elected at the committee’s first meeting.  

 

• The Community Development Officer or the Council representative will chair the nomination and 
election process to determine the Chair and Vice-Chair.  

• The floor is opened for nominations for each position, staring with the Chair, then the Vice-Chair.  

• A member of the Committee moves to nominate an individual and may nominate him or herself. A 
seconder is required. If the motion is seconded, the member is permitted to briefly speak.  

• The Chair will call for further nominations.  

• If there are no other nominations, the Chair will call a motion to close the nominations and declare the 
singular nominee the unanimous choice.  

o If there is more than one nominee, then an election is required.  

o The nominees may briefly address the meeting  

o The Chair calls for a motion to close nominations  

o The Chair distributes, collects, and counts the ballots. The ballots are 
kept in confidence.  

o The Chair announces the results.  
 

The Chair and Vice-Chair will serve for the balance of the committee term.  
  

Meeting Schedule 

Regular meetings shall be held (1) month on a date to be fixed at the first meeting the Committee in 
each year.  The Committee may hold special meetings at the call of the Chairperson. All members 
shall receive a minimum of one-week prior, written notice (supplied by the CDO) of regular meetings. 

 
If it is necessary to cancel a meeting the chair/staff liaison shall notify the CDO and the other 

members of the committee.  This notification can be provided by e-mail. 

 

Electronic meetings are permitted.  If a meeting is to be held virtually and a committee member does 

not have adequate internet access or hardware, the member should contact the office as soon as 

possible to determine if alternate arrangements can be made.  
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Conflict of Interest 

A member of a committee must declare at the beginning of the meeting any direct or indirect 

pecuniary (financial) interest that he or she may have in any matter before the committee, whether 

the meeting is open or closed. If not otherwise declared at the beginning of the meeting, a member 

may declare a pecuniary interest when the matter comes before the committee for consideration.  

A pecuniary interest applies to a member if his/her spouse, child, or parent is affected by the matter 

to be considered by the committee.  

A pecuniary interest is defined in the Code of Conduct as an interest having a direct or indirect 

financial impact, including:  

• Any matter in which the member has a financial interest  

• Any matter in which the member is a shareholder in, or a director or senior officer of a 

corporation that does not offer its securities to the public and such corporation has a financial 

interest in the matter  

• Any matter in which the member has a controlling interest in, or is a director or senior officer 

of, a corporation that offers its securities to the public and such corporation has a financial 

interest in the matter  

• Any matter in which the member is a member of a body, and such body has a financial 

interest in the matter  

• Any matter in which a parent, spouse, partner, or any child the member has a financial 

interest, if known to the member.  

 

The committee member is required to identify the matter to which he or she has a conflict and state 

the nature of the conflict. The declaration will be recorded in the minutes.  

 

If the meeting is an open meeting, the member may remove him or herself while the matter is being 

considered (including waiting in the digital waiting room in the event of a virtual meeting). If the 

meeting is a closed meeting the committee member must leave the meeting. The member shall not 

discuss or vote on the matter for which the conflict has been identified.  

 

If a member discovers after the meeting that he or she had a direct or indirect pecuniary interest, 

then at the next meeting the member shall declare the interest and the declaration recorded in the 

minutes.  

 

It is the member’s responsibility to determine if he or she has a pecuniary interest. If uncertain, the 

member is advised to seek his or her own legal advice.  
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Agendas  

Agendas set out business relevant to the business of the committee. 

  

All members shall receive a minimum of one-week prior, written notice (supplied by the CDO) of 
regular meetings. 
 

The chair, CDO and other committee members will identify any items that they wish to have added to 

the agenda by responding to the initial email sent out by the staff liaison.  Agenda items should relate 

to matters within the committee’s term of reference and work plan.  

 

 

Delegations 

From time-to-time members from the public may wish to appear and address a committee. These 

members must submit a request in advance of the finalization of the agenda. 

 

Quorum 

Half of the membership plus one member shall constitute a quorum and no business shall be 
conducted by the Committee in the absence of a quorum. 
 
If a meeting is held and quorum is not met, NO motions can be passed.   If you have quorum the 

meeting can proceed as usual.  

 

Motions and Recommendations 

When a motion is passed, it becomes a recommendation. Voting by email or telephone is permitted 

in time sensitive situations.  Motions/recommendations made by a committee must not contradict 

municipal policies or by-laws.  

 

If a motion is made to recommend a policy or change to a policy, it needs to be communicated to 

council with enough information to ensure council can make an informed decision.   

 

Making a motion: A discussion does not require a motion, but a decision does.  When a motion is 

passed it becomes a resolution.  It is typical practice to have a person second the motion, as it 

indicates another feels the motion is worth discussing. A motion should be recorded in the minutes.  

A member can speak more than once to a motion but must wait until every committee member who 

wishes to speak has done.  Motions are passed by majority vote. In the event of a tie vote the motion 

is lost.  
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Minutes 

Minutes provide a written account of the meeting and must be clear, concise, and accurate.  Minutes 

are a permanent record of the business of the committee.  

 

Draft minutes are to be provided to the committee within 7 days following the meeting.  The minutes 

are included with the next meeting agenda package for approval. 

 

Once approved, the minutes are included in the next council agenda package.  
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Policies and Procedures 
 

Answering Questions from the Public or Media 

Volunteers for the Community Development Committee are representatives and ambassadors for the 

Town of Indian Head.  On occasion volunteers may be asked by public for information regarding 

policies, philosophies, and services that they do not feel comfortable with or qualified to answer.  It is 

perfectly acceptable to say, “I am a volunteer, I do not know the answer to your question”, or “I do 

not know, but would be pleased to contact supervisor and find out for you.”.  

 

Only designated spokespersons may publicly comment on policies and procedures of organization.  

Any inquiries from the media should be directed to the Community Development Coordinator. 

 

Social Media 

Social Media has an ever-increasing role in communications, both for individuals and for professional 

organizations.  The Community Development Committee and the Town of Indian Head embraces 

technological change and has implemented many initiatives to increase online presence and to use 

social media channels to share information with donors and patrons alike.  

 

When volunteers express themselves in social media on issues related to, or about the Community 

Development Committee or the Town of Indian Head, they contribute to the public perception of the 

organizations brand and values.  Volunteers / staff should clearly state that they are not speaking on 

behalf of (organization name), unless expressly authorized to do so.  Volunteers may us a disclaimer 

such as “This is my personal opinion and does not necessarily represent the views of the Town of 

Indian Head” Volunteers must understand that they are personally responsible for any content they 

publish online.   Volunteers/ staff must be aware that the content they publish online is visible to the 

entire public world and will remain public for a very long time.  If a volunteer or staff come across a 

negative comment involving organization, they should bring it to the attention of the Community 

Development Officer.  They will work to respond to comment appropriately.  The goal with negative 

comments is to respond quickly and thoughtfully. 

 

Privacy and Confidentiality 

The Community Development Committee and the Town of Indian Head is committed to the 

protection of the privacy and confidentiality of the personal information of its donors, members, 

staff, directors, volunteers, clients, and other stakeholders.  The Town of Indian Head values the trust 

of those we deal with, and of the public, and recognizes that maintaining this trust requires that we 
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be transparent and accountable in how we treat the information individuals choose to entrust with 

us.  

Definition of Personal Information: 

• Personal information includes any factual or subjective information, recorded or not, about an 

identifiable individual.  This includes information in any form, such as: 

• Age, name, income, ethnic origin 

• Opinions, evaluations, comments, social status, or disciplinary action; and 

• Personnel files, donation details, criminal record checks, reference information and medical 

records. 

All staff, contractors and volunteers have a legal obligation to protect personal information obtained 

in the course of duties with the organization.  All reasonable measures must be taken to ensure that 

personal information is collected, used, and disclosed only in circumstances necessary to conduct 

business of The Community Development Committee and the Town of Indian Head. 

 

Use of Cameras/Video Recorders 

Authorized staff, volunteers and contractors are permitted to utilize camera equipment supplied by 

or approved by the organization to carry out the duties associated with their position.  Permitted 

usage includes, but is not limited to the following common uses: 

• Capturing images of events and activities of organization 

• Capturing photos of staff, volunteers or members of the public who have consented to have 

their images captured and released. 

• Photography specific predetermined activity, objects etc. for marketing purposes. 

 

Expenses 

From time to time, it may be necessary for a volunteer to incur expenditures in the exercise of their 

duties.  Before an expense is incurred, the volunteer should seek direction from the manager or 

volunteer coordinator regarding whether such expense can be incurred and whether it has been 

provided for in the budget. 

All expense claims must be submitted to the Community Development Officer for payment within 30 

days of incurring the expense.  A copy of the expense reimbursement form can be picked up at the 

Town Office. 
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Harassment, Bullying and Discrimination 

The Community Development Committee and the Town of Indian Head is committed to providing a 

respectful working environment in which all individuals are treated with consideration, tolerance, and 

dignity.  Everyone has a right to work in a professional atmosphere that promotes respect, equal 

opportunities, and prohibits discriminatory practices.  Workplace discrimination, harassment, and 

bullying will not be tolerated. 
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Appendix A: Volunteer Position 

Descriptions 
General Duties of Committee Members 

All Committee members are expected to:  
• Familiarize themselves with this Handbook (including its attachments) and the committee’s 

work plan  

• Understand the committee’s advisory relationship to Council, including respecting the 
decisions made by Council  

• Advise the Chair of items to be discussed to move the work plan of the committee forward  

• Undertake any work assigned, including special projects and research  

• Read all agendas and background information in advance of the meeting  

• Attend and objectively participate in all scheduled meetings  

• Be open and respectful of all members’ opinions, understanding the need to consider differing 
views and interests  

• Exercise sound judgement with an open mind on the items presented  

• Work in the spirit of cooperation, respecting other committee members and staff  

• Maintain a high degree of professionalism  

• Respect the role and responsibility of the Chair  

• Respect that the recommendations made by the committee are those of the majority  

• Identify any matters that involve a financial interest before they are discussed and avoid 
participating in the associated discussion and vote  

• When speaking publicly as a member of the Committee, obtaining the Chair’s permission to 
do so first, and representing the views of the committee rather than personal views. This 
includes making any statement using social media platforms, including Facebook.  

 

Chairperson 
In addition to the responsibilities applicable to all committee members, the Chair has the following 
responsibilities: 

• Makes sure the Board adheres to its bylaws / terms of reference. 

• Maintains the decorum of the committee 

• Chair’s meetings of the Board. 

• Encourages Board members to participate in meetings and activities. 

• Keeps the Board’s discussion on topic by summarizing issues. 

• Keeps the Board’s activities focused on the organization’s mission. 

• Evaluates the effectiveness of the Board’s decision-making process. 

• Chair’s meetings of the Executive Committee. 

• Assists the staff liaison when possible or upon request. 
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• Orients Board Members and committee chairpersons to the Board. 

• Recognizes Members’ contributions to the Board’s work. 

• Promotes the organization’s purpose in the community and to the media. 

• When speaking publicly, represents the views of the committee rather than personal views. 

• Ensures a report is submitted annually to council. 

• Orients the new Chairperson. 

• May call, cancel, or reschedule a regular meeting or call a special meeting as necessary.  
 

Vice-Chairperson 

Both Vice-Chairperson and Vice-President. 

• Acts in the absence of the Chairperson. 

• Learns the duties of the Chairperson and keeps informed on key issues. 

• Works closely as consultant and advisor to the Chairperson. 

• Prepares to serve a future term as Chairperson. 

• Orients the new Vice-Chairperson. 
 

Community Development Officer 

The staff liaison is responsible for: 
 

• Provides guidance and general advice to the committee including working with the committee 
on to develop the committee’s work plan. 

• Keeps copies of the organization’s bylaws and the policy statements. 

• Keeps lists of Members, committees, and General Membership. 

• Working closely with the board chair develops agenda for meetings.  

• Acting as secretary for the meeting, including preparing and distributing minutes. 

• Providing administrative advice, subject to the direction from their CAO. 

• Working with the Chair and/or Vice-Chair to ensure that there is appropriate follow-up 

regarding any decisions made. 

• Remaining impartial with all members. 

• Refraining from voting -the staff liaison is not a committee member.  

• Advising the committee if any of the recommendations proposed by the committee that may 
conflict with the Municipality’s budget, by-laws, policies, and procedures.  

• Reporting the resignation of any committee member to Council. 

• In the absence of the Chairperson and Vice-Chairperson, chairs Board meetings until the 

election of an alternate Chairperson. 
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Appendix B: Photo/Video Consent 
The Town of Indian Head frequently takes photographs or video recordings of volunteers in action 

during trainings, exercises, and actual events.  In addition, each volunteer is photographed for 

identification purposes.  Photographs/Video may be used on the website, in newsletters, and other 

publications.  

Please sign the appropriate line below: 

I give The Town of Indian Head permission to use my photograph/video as stated above. 

___________________________________ 

Volunteer Name 

 

___________________________________ 

Volunteer Signature 

 

___________________________________ 

Date 

I do NOT give The Town of Indian Head permission to use my photograph/video as stated above. 

 

___________________________________ 

Volunteer Name 

 

___________________________________ 

Volunteer Signature 

 

___________________________________ 

Date 
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Appendix C: Confidentiality Pledge 
Due to the nature of services that The Community Development Committee and the Town of Indian 

Head provides, you may process information that is confidential and not public record.  For that reason, you 

are asked to sign a confidentiality statement indicating that you will keep information to which you have access 

confidential and not discuss it with anyone other than the staff person or supervisor with whom you are working. 

 

 

 

CONFIDENTIALITY PLEDGE 

 

I, ________________________________ certify that I have read the statement below and agree to comply with 

the terms.  

I realize that, as a volunteer for The Community Development Committee and the Town of Indian Head, I 

may acquire knowledge of confidential information from files, case records, missions, conversations, etc.  I 

agree that such information is not to be discussed or revealed to anyone not authorized to have the information. 

___________________________________ 

Volunteer Name 

___________________________________ 

Volunteer Signature 

___________________________________ 

Date 
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Appendix D: Bylaw No. 01 - 2022 
 
A BYLAW OF THE TOWN OF INDIAN HEAD TO ESTABLISH COMMUNITY DEVELOPMENT COMMITTEE FOR THE TOWN OF INDIAN HEAD. 

 

WHEREAS the council for the Town of Indian Head desires to promote, expand and enhance the Town of Indian Head. 

 

AND WHEREAS the Council of the Town of Indian Head envision that all citizens of the community have the opportunity to engage in meaningful, 

accessible programs and services that promote: 

a) Individual wellbeing 
b) Community wellbeing 
c) The wellbeing of places and spaces; 

 

AND WHEREAS the Council of the Town of Indian Head deems that this vision can be best realized under the direction and coordination of a Community 

Development Committee; 

 

NOW THEREFORE the council of the Town of Indian Head duly assembled enacts: 

 

A Community Development Committee is hereby established to serve the Town of Indian Head. 

 

Part I - DEFINITIONS 

 

1. “CDO” refers to Community Development Officer 
 

“Committee” shall mean and include the Community Development Committee of the Town of Indian Head. 

 

“Community” refers to the Town of Indian Head and area surrounding 

 

“Council” refers to the Council of the Town of Indian Head 

 

“Secretary” shall mean the Secretary of the Community Development Committee of the Town of Indian Head. 

 

“town” refers to the Town of Indian Head 

 

Part II – PURPOSE 

2. The committee is to provide strategic direction with its recommendation to council and focus the efforts of different stakeholders to foster 
the process of sustainable development in Indian Head and area. 
 

 

Part III – POWERS OF THE COMMITTEE 

3. The Committee is empowered to advise and recommend on any and all matters pertaining to community and business development and 
tourism services as outlined by the citizens and Council of the community. 
 

4. The Committee is empowered to appoint ad hoc committees to perform short term roles on specific issues pertaining to community, 
business, or tourism services. The membership and terms of reference of such committees to be determined by the Committee. 
 

 

Part III – COMMITTEE ROLES & RESPONSIBILITIES 

5. The Committee, reactively, shall deal with community and business service matters as delegated by Council. 
 

6. Take an active advisory role in the formation of a Community Development Plan to ensure the plan maximizes the utilization of all 
community resources and ensure alignment with Council Planning initiatives. 
 

7. Investigate and advise on trends, changes and opportunities that exist related to community, economic and tourism development. 
 

8. The Committee shall engage the citizens of the community to bring to Council, the opinions and concerns of the community regarding 
community development, business retention & attraction and tourism services.  
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9. Work with all tiers of government, private sector and relevant stakeholders to develop and implement programs and initiatives that would 
enhance the marketability of the town and capitalize on local strategic advantages. 

 

10. Represent the community at the various District and Provincial levels. This may include memberships in the organizations, attendance at 
courses, conferences and workshops, and representing the applicable sectors in the community. 

 

11. The Committee shall also act as a community, economic and tourism services sector central contact for the community as well as to agencies 
outside of the community. 

 

12. Administration of the Saskatchewan Lotteries Community Grant Program. 
 

13. Compile sector specific community development issues that impact or impede socioeconomic growth and recommend development 
strategies. 

 

14. Develop interesting and attractive marketing materials and campaigns to enhance the image of the Town and increase our recognition. 
 

15. The committee will seek to form alliances with neighboring towns and municipalities to collaborate on a regional level in projects of mutual 
interest. 

 

16. Work closely with volunteer organizations and groups to coordinate, promote and carry out special events. 
 

17. Encourage professional development of our members as related to economic development and Committee involvement.  
 

18. Annually, the committee shall submit a budget for consideration of Council.  
 

Part IV – APPOINTMENTS AND TERMS 

19. The Committee shall consist of Seven (7) to (10) ten voting members and One (1) non-voting Town Community Development Officer of 
which, 
 

a) One (1) Councilor of the Town, who shall be appointed by resolution of Town Council on an annual basis. 
b) One (1) member who shall be a resident of the RM of Indian Head 156 and shall be appointed by resolution of the RM of Indian Head 

156 for a term of four (4) years. 
c) Five (5) to Eight (8) members who shall be residents of the Town of Indian Head or RM of Indian Head No. 156 and shall be appointed by 

resolution of Town Council. 
d) All Committee members duly appointed shall hold office until their successor is appointed. Minimum (2) two-year term. 
e) Any member of the Committee who is absent from three (3) consecutive meetings of the Committee shall, unless such absence be 

caused by illness or he/she/they be authorized by the Committee, forfeit his/her/their office and another member shall be appointed in 
his/her place for the remainder of the term of office. 

f) In the event of a vacancy, the Committee shall notify Council and arrange to have the vacancy filled in as expedient as possible manner. 
g) The Council may remove any member of this Committee for malfeasance in office, or any other good and sufficient cause. 
h) On an annual basis, at the first meeting of the calendar year of the Committee, the following Officers shall be elected from the 

Committee membership: 
i. Committee Chairperson 
ii. Committee Vice-Chairperson 

i) All Committee members shall receive a written Committee Member Handbook outlining the Committee operations. The handbook shall 
be reviewed by all members, on an annual basis, at the first meeting of the calendar year. 

 

Part V – MEETINGS OF THE COMMITTEE 

  

20. Regular meetings shall be held (1) month on a date to be fixed at the first meeting the Committee in each year.  The Committee may hold 
special meetings at the call of the Chairperson. 

 

21. All members shall receive a minimum of one-week prior, written notice (supplied by the CDO) of regular meetings. 
 

22. Meeting procedures shall be conducted in accordance with good  
Meeting practices and disputes resolved in accordance with Roberts Rules of Order, newly revised. 

 

23. All actions of the Committee shall be by resolution formally moved and adopted. 
 

24. All regular and special meetings of the Committee are open to the public. 
 

25. All members shall be caused to vote on each question except, a member who declares themselves in a conflict of interest on the said 
question.  That member shall declare interest and leave the meeting while the discussion and vote take place. 
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26. All members shall have the right to vote (with the exception of the CDO).  Any question shall be decided by a majority of votes. 
 

27. Half of the membership plus one member shall constitute a quorum and no business shall be conducted by the Committee in the absence of 
a quorum. 

 

28. One or more members of the Committee may participate in a Community Development Committee meeting by means of a telephonic, 
electronic or other communication facility if: 
a) The members of the Committee provide the Community Development Officer with at least two (2) business days’ notice of their intent 

to participate in this manner. 
b) The facilities permit all participants to communicate adequately with each other during the meeting. 
c) Members participating in a Committee meeting held by means of a communication facility are deemed to be present at the Community 

Development Committee meeting. 
 

Part VI – PROCEEDINGS 

 

29. Minutes: 
a) All resolutions, decision and other proceedings of the Committee shall be recorded and entered into the minute book by the CDO who 

shall act as recording secretary. 
b) The minutes are to be signed by the Chairperson and Secretary once adopted. 
c) All members shall receive written copies of the minutes. 

 

30. Reporting: 
a) The Committee shall submit annually, no later than January 15, a written report that accounts for all activities of the Committee from 

the previous year.  This report shall be presented by the CDO to Council. 
b) The Committee shall submit all copies of Committee meeting minutes, to Council following approval of the said minutes at a Committee 

meeting. 
 

31. Fiscal Responsibilities of the Committee 
a) The Committee shall have cause to review Financial Operating Budgets and recommend on budget approval prior to presentation to 

Council. 
b) Any expenses and revenues incurred by the Committee shall all be channeled through the municipal Council financial system. 

 

 

Part VII – SECRETARY OF THE COMMUNITY DEVELOPMENT COMMITTEE 

 

32. There shall be a Community Development Officer. 
 

33. The Community Development Officer shall: 
 

a) Notify all members and advisors of the Committee of the holding of all meetings. 
b) Keep proper and accurate minutes of the proceedings of all meetings which shall be retained in the Municipal Office. 
c) Maintain all records and correspondence that are relevant to the Committee. 
d) Carry out such other administrative duties as the Committee may require. 

 

34. The Community Development Officer shall not have voting privileges. 
 

 

Part VIII – GENERAL 

 

35. All members of the Committee are deemed to be agents of the Municipality and are additionally insured under the Town of Indian Head 
General Comprehensive Liability and Errors and Omissions Insurance Policies, the costs of which are paid by the municipality. 
 

36. This bylaw, shall, at the first regular meeting of the Committee annually, be distributed and reviewed, to, and by all members of the 
Committee. 

 

37. The Municipalities Act shall govern any and all procedures of the Committee not outlined in this bylaw. 
 

Part VI – REPEAL BYLAW 

 

38. This Bylaw shall come into force on the date of the final passing thereof. 
 

39. Bylaw No. 11—2018 is hereby repealed.  

 


