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SUBJECT:   DELEGATION REQUEST PROCEDURE 

 
NOTE:   

This Policy does not apply to Development Applications. 
See the Development Application Delegation Request Policy for additional information. 

 
 

Delegations  

Council Meetings are held the 2nd and 4th Tuesdays in the City Hall Council Chamber at 2760 
Cameron Road and are open to the public. Please refer to the Council Key Date Calendar which 
is available from the Legislative Services Department or on the City’s Website, as this schedule 
may be subject to change throughout the year.  
 
All delegations requesting permission to appear before Council shall submit a written request to 
address the members of Council, including a written brief outlining their intended presentation. The 
delegation may be required to meet with the Corporate Officer to determine if the delegation will be 
scheduled for a future Council meeting or referred to staff for action/response. 
  
The provision of a written brief prior to the Tuesday meetings enables Staff to provide Council 
Members with a copy of the intended presentation prior to the meeting in order to obtain any 
necessary background to properly consider your presentation.  
 
Any request to appear before Council shall be received, in writing, prior to 10:00 a.m., 7 days 
preceding the Council meeting in order to be placed as a new matter on the Council Agenda. The 
number of delegations on any Council agenda will be limited to four (4).  

 

A request to appear before Council pertaining to an item already on the Agenda shall be received 
up to 4:00 p.m., the business day prior to the Council meeting.  
 
All delegations shall be limited to five (5) minutes to make their presentation and shall be restricted 
to the topic as included on their written submission.  
 
Where a delegation has addressed Council on a particular issue, if a subsequent request is 
received from the same delegation to address Council on the same issue, and no new significant 
information is being provided, the Corporate Officer will be granted the authority to not place the 
item on the Agenda, but will circulate the request under separate cover as an item of general 
information.  
 
 
 
 



 
 
Delegations concerning a bylaw where a public hearing has been held will not be permitted.  
Delegations concerning an issue which is before the Courts or on which Council has authorized 
legal action will not be permitted. 
 

 
Note: This policy is based on the Delegation section of the Council Procedure Bylaw. 
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REQUEST TO APPEAR AS A DELEGATION 

(this form not to be used for Development related Delegation Requests) 

on  _______ - __________ - ____ 

year  month  day 
 

Council meetings are open to the public and are webcast live and archived on 
the City’s website.  All representations to Council form part of the public record. 

 

NAME OF PERSON MAKING PRESENTATION: __________________________________________________ 
 Print 

REPRESENTING GROUP/ORGANIZATION :_____________________________________________________________________________ 
                                                                                                                                                                         (if applicable) 

DAYTIME PHONE:  ____________________ E-MAIL ADDRESS: ____________________________________  

 
 

Presentation Topic: 

 

What is Your Request to Council: 

 

Presentation Points (please provide a brief outline): 

 

 

 

 

 

 

 

 

 

PLEASE NOTE 
 

 If you are on the Agenda to appear as a delegation at a Council meeting, please advise the Corporate Officer 
prior to the start of the meeting that you are in attendance, and you will be called upon when it is time to make 
your presentation to Council.  

 Delegations are permitted to speak for 5 minutes. 

 Powerpoint presentations or any written submissions, handouts, photos, etc., must be submitted to City of West 
Kelowna offices no later than 4:00 pm on the Thursday prior to the meeting. 

 Printed materials are not permitted to be distributed to Council during a Council meeting but may be left with the 
Corporate Officer 

Legislative Services Department 
2760 Cameron Road, West Kelowna, BC V1Z 2T6 

Phone:  (778) 797-2250 
Fax:  (778) 797-1001 

info@westkelownacity.ca 
 
The personal information on this form is collected under the authority of the Local Government Act/Community Charter for the purposes of 
processing this application, and is subject to the Freedom of Information and Protection of Privacy Act.  Any questions regarding this collection of 
information should be directed to the Legislative Services Department, City of West Kelowna, phone 778-797-2250. 
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