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Quick Reference Guide
MUNICIPALITY OF NORTH COWICHAN 

7030 Trans-Canada Highway, 
Box 278, Duncan BC V9L 3X4 

250.746.3100 | www.northcowichan.ca 

Are you are thinking about applying to be a delegation so that you can update Council on a project 
or an issue you would like to share with them, but not sure how to go about it?  This guide explains 
the application process and describes what you need to know when you are speaking to Council or 
the Committee of the Whole during the meeting. 

WHAT IS A DELEGATION? 
A delegation is the process when a person or group 
appears before Council or the Committee of the Whole 
to make a presentation regarding an issue or concern 
that is important to them or their local community, 
and who would like to share their opinions or point of 
view with Council before a decision is made. A 
delegation may request an action, bring Council up to 
date on a project, idea, or concept, or provide further 
information on an issue currently before Council.  

THE APPLICATION PROCESS 
The process is governed by the rules set out in Council 
Procedure Bylaw No. 3602. The delegation must obtain 
permission from the Mayor (or Council) before being 
permitted to make their address at a meeting.  

Speak to North Cowichan Staff 
Before you submit an application to appear before 
Council you are encouraged to discuss your concerns 
with North Cowichan staff. Staff may be able to help 
you resolved your issue without having to go through 
the formal process of appearing as a delegation.  
If staff is unable to assist you, they will direct you to 
the Legislative Services Department who will help you 
determine whether your address is best presented 
before Council or by the Committee of the Whole. 

When Delegation Requests are Denied 
Delegation requests will not be approved should your 
concern be related to a matter: 
 that is before the Courts

 which Council is seeking a legal opinion
 in respect of a bylaw for which a public hearing

was held and has not yet been adopted by Council
 outside the jurisdiction of the legal authority of

North Cowichan
There is no legal requirement for Council to accept all 
delegation requests. Each request will be considered 
on a case-by-case basis.  

Applying to be a Delegation 
Anyone wishing to make a presentation to Council or 
Committee of the Whole as a delegation must 
complete the Delegation Application form and submit 
it to the Legislative Services Department by: 
 email: legislativeservices@northcowichan.ca
 fax: 250.746.3133
 mail or in person: Municipality of North Cowichan,

Attn: Legislative Services, 7030 Trans-Canada
Highway, Duncan, BC V9L 6A1

Your request MUST include:  
 The subject matter you wish to discuss
 Your name or the name of the spokesperson(s)
 A phone number and email address so that

Legislative Services may follow up with you
 The specific action that you are requesting
 A summary and any additional background

material, such as a PowerPoint presentation or
correspondence to include in the agenda

Once the application is submitted you will receive an 
email confirming receipt. If you are approved, you will 
be scheduled to appear at the first available meeting 
date.  
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BEFORE THE MEETING 
Staff will confirm the date and time of the meeting you 
are scheduled to attend and will provide specific 
details about how to participate, depending on 
whether you are participating in-person or virtually.   
A copy of your presentation, supporting materials, and 
PowerPoint presentation (if applicable) must be 
submitted one week in advance of the scheduled 
meeting date to be included in the agenda package.  
The agenda package is circulated at least 72 hours 
[normally on the Friday before] in advance of the 
meeting.  This allows Council members time to review 
your materials prior to the meeting so they can be 
prepared to respond to your request. 

DURING THE MEETING  
The following information is provided for your 
assistance when preparing to address Council 
members at a Council or Committee of the Whole 
meeting. 
Delegations are provided up to ten (10) minutes to 
make a presentation, however additional time will be 
allowed for Council/Committee members to ask 
questions or to seek clarification. 

Virtual Delegations 
For delegation who plan to present virtually, it is 
important to test your system to ensure that you are 
able to speak, hear, and be seen, at least two (2) days 
in advance of your scheduled appearance. See page 3 
for instructions on how to test your system. 
Delegations who are attending virtually must join the 
Webex meeting at least ten (10) minutes prior to the 
start of the meeting. When you join the meeting, you 
will appear in the virtual public gallery ‘lobby’ and will 
remain there until Council reaches your item. 
When Council is ready to hear from you, the Mayor will 
prompt staff to move you from the lobby and into the 
meeting room. 
(1) Upon confirmation that you have been moved or 

unmuted, please turn on your video feed. Staff 
will have already unmuted you when they moved 
you, so you do not need to turn your audio on.  

(2) Speak directly into your electronic device in a clear 
and concise voice and introduce yourself and any 
organization or group you are representing. 

(3) If you are using a PowerPoint presentation, North 
Cowichan’s technical support staff will share your 
presentation from their screen. To advance to the 
next slide, please say “Next Slide”. 

(4) Upon completion of the presentation, please 
leave your audio and video feeds on to allow for 
any questions from Council members. 

(5) When there are no further questions of Council or 
actions to take, the Mayor will thank you for your 
presentation and staff will move you back into the 
lobby and you may remain to continue to observe 
the meeting, or you can leave at that time. 

In-Person Delegations 
In-person delegations must arrive at Council 
Chambers at least ten (10) minutes prior to the start 
of the meeting in order to check in with Legislative 
Services staff to quickly review the process with you. 
The Mayor will invite the in-person delegation to the 
speaker’s podium to make their presentation. 
(1) When called upon, proceed immediately to the 

podium and check to see if the microphone is on. 
The red band will be glowing if it is on, if not press 
the button on the base of the microphone. 

(2) Speak directly into the microphone in a clear and 
concise voice and introduce yourself and any 
organization or group you are representing. 

(3) If you are using a PowerPoint presentation, North 
Cowichan’s technical support staff will share your 
presentation from their screen. There is a remote 
on the podium for you to use to advance to the 
next slide. Legislative Services staff will show you 
where the remote is located and demonstrate how 
to use it when you arrive.  

(4) Upon completion of the presentation, please 
remain at the podium to allow for any questions 
from Council members.   

(5) When there are no further questions of Council or 
actions to take, the Mayor will thank you for your 
presentation and you may return to your seat to 
observe the rest of the meeting, or you may leave 
in a quiet, orderly manner so as not to interrupt 
the proceedings. 
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Presentation Requirements 
Presentation materials must be in Microsoft 
PowerPoint (pptx) or Adobe Acrobat (pdf) formats, in 
Landscape orientation suitable for display on a 
computer screen, and do not include any animation 
elements as your PowerPoint will be converted into a 
PDF format for meeting. 
Your presentation materials should be provided one 
week prior to the date of the meeting; however, 
Legislative Services staff may provide you with a grace 
period if you are unable to meet that deadline. If 
authorized, your final deadline is 10:00 a.m. on the day 
of the meeting.   

For really large files (in excess of 7MB), Legislative 
Services staff will send you a link to a shared folder to 
upload your file(s). 

AFTER THE MEETING 
Council often does not make final decisions for 
requests at the meeting. Typically, delegation requests 
are referred to staff, Committee of the Whole, or 
another Committee of Council for review and to report 
back with recommendations to Council on how to 
proceed.  

 

TESTING YOUR VIRTUAL CONNECTION  
With a Computer Desktop: 
1. Go to https://www.webex.com/downloads to 

download Webex 
2. Go to https://www.webex.com/test-meeting to 

test your speakers and microphone 
3. Further instructions are available on the Webex 

Help Center: 
a. Select audio settings for Webex Meetings and Webex 

Webinars 
b. Join a Test Meeting 
c. Join a webinar 

With a Mobile Device (smartphone/tablet): 
1. Download the Cisco Webex Meetings mobile 

app from Apple App Store or Google Play 
2. Go to https://www.webex.com/test-meeting to 

test your speakers and microphone 

 

JOINING THE MEETING: 
1. Connect to the meeting at least 10 minutes prior 

to the start time 
2. Click on the Meeting Link provided in the email 

from Legislative Services, or alternatively the link 
can be found under the Upcoming Meetings 
section on the Agendas, Minutes and Video 
webpage 

3. Enter your name and email address  
4. Click on the JOIN NOW button 

a. If you're having trouble installing the APP or 
if you prefer not to install anything, click 
Join from your browser to use the web app 

5. If prompted, install any plugins or extensions 
6. You will not be able to hear anyone speaking 

until the meeting begins. 

 

 TIPS FOR PRESENTING AT A COUNCIL OR COMMITTEE OF THE WHOLE MEETING 
(1) Speak in a clear, concise and factual manner. 
(2) Comments and responses to Council or staff at the meeting should be directed to the Mayor  

e.g., “Mayor Douglas, in response to the Council member who just spoke, …”  
(3) Disruptive or disrespectful conduct by a delegation is prohibited. 
(4) The Mayor should be addressed as “Mayor Douglas” or as “Mr. Mayor” or “His Worship” or “Your Worship” 
(5) The Councillors should be addressed as “Councillor <last name>“ 
(6) Staff should be addressed either by title, e.g., “Chief Administrative Officer”, “Director of Planning and 

Building”, or by name, e.g., Mr. Swabey, Ms. Soldera 
(7) At the end of your presentation, clearly and succinctly summarize any requests being made to the Council 

or the Committee of the Whole. 




