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TED REEVE ARENA BOARD OF MANAGEMENT PROCEDURAL BY- LAW 

 
As part of the process of continuous improvement, the Board has developed the following 
protocol for setting the agenda for Board meetings and submitting of reports. 
 
1. GENERAL 
 
1.1 The functions of the Board shall be carried out in accordance with the Relationship 

Framework for Boards of Management of Arenas. 

1.2 The Board will run meetings using Robert’s Rules of Order.  
 

 
2. CHAIR 

 
2.1 There shall be a Chair elected annually by the Board who shall preside at the 
 meetings of the Board and who shall be responsible for ensuring that meetings are 
 conducted in an orderly manner in accordance with the arena’s by-laws. 
 
3. VICE CHAIR 
 
3.1 There shall be a vice-chair of the Board, elected annually by the Board who shall 
 preside at meetings of the Board in the absence of the Chair. 
 
4. SECRETARY 
 
4.1 There shall be a secretary to the Board elected annually, who shall attend at all 
 meetings of the Board and who shall have responsibility for the matters set out in 
 herein and such other matters as may be directed by the Board. 
 
5. AGENDA ITEMS 
 

5.1 The agenda is set jointly by the Chair and the Manager of the Arena. Where items 
 impact the City of Toronto, the staff liaison for the Parks, Forestry and Recreation 
 Division of the City shall be consulted. Agenda items may be proposed by other 
 Board members, Committee Chairs, City of Toronto staff, community members or 
 other potential stake holders. 
 
5.2 Agenda items shall be brought forward to the Chair or Arena Manager in time to be 
 included in the regular Board package which is distributed a week before the Board 
 meeting. 
 
5.3 After the Board package has been distributed, only urgent items may be considered 
 for inclusion on the agenda.  Following discussion by the Chair and the presenter 
 with respect to the degree of urgency a decision will be made whether to place the 
 item on a future agenda or to add it to the current agenda.  If the item is added to the 
 current agenda, reasonable attempts will be made to prepare relevant material and 
 forward it to Board members or have it available to circulate before the Board 
 meeting. 
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5.4 In the rare event that an urgent issue surfaces just before a Board meeting the Chair 
 will review the item with the presenter and make a decision as to whether to add the  
 item to the agenda as an additional item or to suggest alternatives which might 
 include referring the issue to a committee to gather additional information or to take 
 necessary action and report back to the Board. 
 
6. REPORTS 

 
6.1 Committees of the Board will develop and provide  Workplans for the approval of the 
 Board each year.  Workplans shall be submitted to the Board no later than the March 
 Board meeting setting out the workplan and its schedule for implementation.  
 
6.2 Committees will prepare a  full work-up on issues for consideration by the Board and 
 report with recommendations to the Board.   
 
6.3 The Arena Manager will report in writing to the Board with recommendations 
 regarding major operational and policy issues. 
 
6.4 Written information reports such as the financial statements will be provided on a 
 monthly basis by the Treasurer, in consultation with the Arena Manager. 
 
7. MINUTES 
 
7.1  The Secretary shall record the minutes of each meeting and present the minutes at 
 the following meeting for adoption.  
 
7.2 The minutes shall record the following: 
 

• Place, date and time of meeting; 

• Names of those present; 

• Correction and adoption of the minutes of prior meetings; 

•  Issues discussed and highlights of the discussion; 

• Resolutions, decisions, and actions of the Board. 
 
7.3 The Meeting Minutes shall be posted in a prominent location within the Arena by the 
 Arena Manager no later than one week after the meeting and shall remain posted 
 for at least 14 days.     
 
8.  NOTICE OF MEETINGS  
 
8.1  In addition to the notice requirements set out in Relationship Framework for City 
 Operated Arenas notice of all of the meetings,  together with a copy of the agenda or 
 information as to where a copy of the agenda may be viewed shall be posted by the 
 Arena Manager in a prominent location visible and accessible to the public, at least 
 10 days prior to each  meeting.  
 
 
9. MEETING FORMAT 
 
1. Call to order (introduction of guests) 
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2. Approval of the minutes of the previous meeting 

3. Declarations of Conflict of Interest 

4. Matters arising 

5. Policy issues 

6. Administration issues 

7. Financial issues 

8. Reports 

▪ President 
▪ General Manager 
▪ Board committees 
▪ Other committees 
▪  

9. Items for information 

10. Other Business 

11.  Adjournment 

 
10. MEETING CONDUCT 
 
10.1 Role of  The Chair: 

 
1. Be familiar with all items on the agenda and the reason for their discussion at the 

meeting. 

2. Start and finish or adjourn meetings according to schedule. 

3. Introduce guests or observers at the beginning of the meeting. 

4. Ensure that all members are given full opportunity to express their opinions. 

 
5. Conduct the meeting in a professional manner and enforce the observance of order 

and decorum .  
 
6. Receive and submit for consideration all reports and other communications directed 

to the Board  

7.. Receive and submit, in the proper manner, all motions presented by the members. 

8. Decide the order of speakers. 

9. Hear and rule upon points of order. 

 
10.. Limit discussions to matters within the scope of the meeting; decide when there has 

been sufficient debate on each motion and decline to put to vote motions that are out 
of order or infringe the rules of procedure.  

11. Call for votes.  

 
12. Declare the results of voting.  
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10.2 Members 

1. Arrive on time, prepared to participate in the meeting. 

2. Read any material received prior to the meeting. 

3. Be courteous and do not speak while others are speaking. 

4. Maintain professional conduct and observe order and decorum.  

4. Address the Chair. 

5.  The Board may recommend to the City Manager removal of a member for non-
attendance or improper conduct. 

 
11. MOTIONS 
 

11.1  To be placed before a meeting for discussion, debate, and voting thereon, 
  motions must,  

 
   a. Have a mover; 
 
   b. Have a seconder; 
 
   c. Be accepted by the Chair. 
 

 
11.2  When moved, seconded, and accepted, debate or discussion may begin.  The mover 
 has the right to be both the first and the last speaker. 
 
11.3 Movers and seconders, have the right to vote for or against or to abstain from voting 
 on the motions they have moved and seconded. 
 
12. DEBATE 
 
12.1  Discussions shall be directed through the Chair and shall not become a personal 
 disagreement. 
 
12.2  The length of debate or discussion before a vote is called for is at the discretion of 
 the Chair.  
 
12.3 Members may request that "the vote be now called" or, when the vote is called,  
 members may request that debate continue.  The Chair shall accept or deny the  
 request and Members must then accept the ruling, or challenge the Chair. 
 
  
13.  VOTING 
 
13.1  Voting at any meeting may be by consensus, voice vote, show of hands, or poll at 
 the discretion of the Chair. 
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13.2 Anyone entitled to vote may demand that a poll be used instead of consensus, voice 
 vote, or show of hands, provided the request is made immediately after the result is 
 announced. 
 
13.3 A demand for a poll does not require a seconder. 
 
13.4 A demand for a poll invalidates the previous result. 
 
13.5 Anyone entitled to vote at a meeting of members may demand that a vote be by 
 ballot provided the request is made before the vote is taken or immediately following 
 any statement of consensus. 
 
 
14. CONFLICT OF INTEREST 
 
14.1 A member who has a conflict of interest shall declare the conflict at the outset of the 
 meeting following approval of the minutes of the previous meeting , or at the first 
 opportunity thereafter. The Chair shall explicitly ask if anyone has a conflict to 
 declare.  
 
14.2 A member who declares a conflict of interest may neither speak nor vote on any 
 motion or amendment made concerning the matter on which they have made the 
 declaration. 
 
14.3 A member who abstains from participation or leaves a meeting because of a 
 declared conflict of interest is still included as present in determining quorum. 
 
14.4 Where the matter is a ”closed item” the member, including Chair, who has a 
 conflict of interest will leave the meeting during the discussion, but shall be present 
 for the vote.  
 
14.5 The minutes must record all declarations of conflict of interest. 
 
 
15. SIDE MEETINGS 
 
15.1 No side meetings shall be permitted by the Chair at any time during the meeting. 
 
15.2 If members are being disruptive, the Chairperson shall either wait for them to stop or 
 ask them to stop talking. 
 
16. VISITORS RIGHTS  
                                                        
16.1 Visitors are permitted to attend any meeting except for closed sessions of the Board. 
 
16.2 By invitation from the Chair, visitors may address the meeting, ask and answer 
 questions, and take part in discussions. 
 
16.3 Visitors are not permitted to move or second motions nor do they have members' 
 rights to interrupt, challenge, or vote. 
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16.4 Members have the right to request that a visitor(s) be excluded from a meeting.  The 
 decision to exclude a visitor rests with a vote of the members.  
 
17. CLOSED SESSIONS 
 
17.1 All meetings of the Board shall be open to the public, and no person shall be 
 excluded from a meeting except for improper conduct except in accordance with 
 section 190 of the City of Toronto Act, 2006. 
 
17.2 Close meetings shall be held only occasionally in very limited circumstances, only for 
 a small number of agenda items such as discussion of personnel, labour relations or 
 emergency matters of significant magnitude.  They are not to be used to suppress 
 public knowledge of board matters.   
 
17.3 The following procedures shall be followed when, in the interest of the Arena, the 
 Board of Directors wishes to discuss, in private, any of the matters prescribed by the 
 City of Toronto Act, 2006: 
 
1. Any member who wishes to move that a matter be considered in private shall make a 

motion to do so, e.g., "I move that the Board go into closed session”. 
 
2. Another Director shall second the motion.  The motion may then be debated. 
 
3. The vote is taken and adopted by a simple majority.   
 
    

4. The Chair shall announce that the Board is going into closed session; the general 
nature or the subject- matter to be discussed and the reasons the matter requires a 
closed meeting . 

 
5. All guests at the meeting are required to leave; staff may remain at the discretion of 

the Chair. 
 
6. After discussion and any necessary motions, a motion is made to return to open 

session. 
 
7. The proceedings revert to a regular Board meeting and guests may return. 
 
8. The matter is voted on in public 
 
9. That motion is then moved, seconded and voted upon. 
 
 
17.4  The Secretary does not record the proceedings of the closed session in the minutes 
 of the Board meeting.  Rather, confidential minutes of the proceedings are  
 maintained in the Manager’s Office for reference by Directors only. If, at a later date, 
 it is desirable to make the private minutes available to the public, the Board may vote 
 to do so. 
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18. Board Policies  
 
18.1 The Board shall adopt a series of policies, by by-law of the Board which will assist 
 governance and management of Ted Reeve Arena. These policies include a:  
 

-  Conflict of Interest Policy for Directors and staff 
-  Procurement Policy, including rules for Sole Sourcing, if applicable 
- Code of Conduct for Directors and Staff; and  
- an Ice time allocation policy.  

 
18.2  The Board may review these polices for time to time as appropriate and nothing shall 
 preclude the Board from adopting additional pertinent governance and management 
 policies.  


