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CONSOLIDATED BY-LAW 
CITY OF TORONTO 

SIGN VARIANCE COMMITTEE 
Rules of Procedure for the Sign Variance Committee 

 
BACKGROUND  
 
A. As set out in Article VI, subsection 694-32, of Chapter 694, Signs, General, of The City 

of Toronto Municipal Code, a Sign Variance Committee is established for the City of 
Toronto.  

 
B. Under subsection 189(1) of the City of Toronto Act, 2006 every local board must adopt a 

procedure by-law for governing the calling, place and proceedings of meetings.  
 
C. The Sign Variance Committee will conduct itself in accordance with the Statutory 

Powers Procedure Act.  
 
D. The Code of Conduct for Members of Adjudicative Boards City of Toronto applies to 

Members of the Sign Variance Committee.  
 
E. The responsibilities of the Sign Variance Committee include:  
 

1.  Hearing applications for variances from Chapter 694 with respect to third party 
signs and, in considering an application for a variance from Chapter 694 with 
respect to third party signs, the Sign Variance Committee may in accordance with 
subsection 694-30 A. pass a resolution to:  

 
i. Grant a variance  
ii. Grant a variance with conditions  
iii. Or refuse to grant a variance. 
 



2. Hearing appeals from decisions of the Chief Building Official on applications for 
variances from Chapter 694 with respect to first party signs and, in relation to an 
appeal to the Sign Variance Committee of the Chief Building Official’s decision 
on an application for a variance from Chapter 694 with respect to a first party 
sign, the Sign Variance Committee may in accordance with subsection 694-30 A. 
pass a resolution to:  

 
i. Grant a variance  
ii. Grant a variance with conditions  
iii. Or refuse to grant a variance.  

 
The Sign Variance Committee of the City of Toronto enacts as follows:  
 
1. Definitions.  
 

All terms defined in Chapter 694, Signs, of the City of Toronto Municipal Code, as 
amended from time to time, shall have the same meaning in this by-law, unless otherwise 
defined below.  
 
Appellant – the person who files an appeal from a decision of the Chief Building Official 
on an application for a variance from Chapter 694 to permit the erection and display of a 
first party sign as set out in subsection 694-30 K.  
 
Applicant – the person who applies for a variance from Chapter 694, Signs, of the City of 
Toronto Municipal Code to permit the erection and display of a third party sign as set out 
in subsection 694-30 B.  
 
Application to Consider – an application filed by the Ward Councillor as set out in 
Subsection 694-30 S, with respect to a decision of the Sign Variance Committee to grant 
a variance from the provisions of Chapter 694, with or without conditions.  
 
Chair - the person presiding at a meeting  
 
Chief Building Official – the Chief Building Official appointed by the Council of the City 
of Toronto under the Building Code Act and any person authorized by him or her to carry 
out the duties of the Chief Building Official under Chapter 694 Signs, of the City of 
Toronto Municipal Code  
 
Committee - the Sign Variance Committee of the City of Toronto  
 
Council - the Council of the City of Toronto  

 
Deputy Secretary - the person who records the minutes of meetings, distributes the 
agenda and material, keeps the records of the Committee and may provide procedural 
advice  
 
Inaugural Meeting - the first meeting of the Committee after its Members have been 
appointed by Council after a regular election.  
 



Interested Party – a person permitted to make submissions to the Committee under 
Subsection 694-30 L(2) of Chapter 694.  
 
Legal Counsel – shall for the purposes of this chapter be deemed to include any person 
licensed to practise law in Ontario as a barrister and solicitor, or licensed to provide legal 
services in Ontario as a paralegal, acting on behalf of an Applicant or Appellant.  
 
Member – Member of the Sign Variance Committee  
 
Quorum - the minimum number of Members required to be present at a meeting in order 
to conduct business  
 
Rule or rule of procedure - a rule set out in this document  
 

2. Application of rules of procedure.  
 
2.1  The rules in this By-law shall be observed in all meetings of the Committee.  
 
2.2 If these rules do not provide for a matter of procedure that arises during a 

meeting, the practice shall be determined by the Committee and the Committee 
may do whatever is necessary and permitted by law to enable it to effectively and 
completely adjudicate on the matter before it.  

 
3.  Committee Chair.  

 
3.1 The Chair is appointed by City Council for the term of the Council that appointed 

the Member and until a successor is appointed.  
 
3.2  When the Chair of the Committee is absent through illness or otherwise, the 

Committee may appoint another Member as Acting Chair.  
 
3.3 If the Chair of the Committee resigns as a Member of the Committee or resigns as 

the Chair of the Committee, the Committee shall appoint another Member as 
Chair for the balance of the term of Council and until a successor is appointed.  

 
3.4 The Chair presides at all meetings of the Committee, follows the agenda, rules on 

all procedural matters and whether motions are in order and maintains decorum.  
 
3.5 The Chair ensures that all Applications and Appeals before the Committee are 

appropriately tabled, considered and decided in a manner consistent with these 
Rules.  

 
3.6 The Chair is the liaison between the Members and the Deputy Secretary of the 

Committee and the Chief Building Official on matters of policy and process.  
 
4. Committee Secretary/Deputy Secretary.  

 



4.1 The Committee appoints the City Clerk as the Secretary with authority to delegate 
responsibilities to a Deputy Secretary assigned to administer the Committee. 
[Amended 2014-02-11 by By-law No. 3]  

 
4.2 The Deputy Secretary gives notice (either notice of an oral meeting or electronic 

meeting, as applicable) of each meeting of the Committee together with an agenda 
of the matters to be considered so that the notice (either notice of an oral meeting 
or electronic meeting, as applicable) and agenda will reach the Members at least 
five days, where feasible, in advance of the meeting. [Amended 2020-08-05 by 
By-law No. 4; Amended 2023-06-23 by By-law No. 5] 

 
5. Meetings.  
 

5.1 The Committee holds its inaugural meeting on a date and time to be determined 
by the Deputy Secretary, in consultation with the Chief Building Official, 
following the appointment by Council of the Committee Members for the term of 
Council.  

 
5.2 The Sign Variance Committee adopts a schedule of meetings for the year 2010.  
 
5.3 Before the end of the year, the Committee adopts a schedule of meetings for the 

next year.  
 
5.4 A meeting date may be added, cancelled or rescheduled by the Deputy Secretary, 

in consultation with the Chief Building Official, subject to any applicable notice 
requirements.  

 
5.5 Special meetings of the Committee may be held at the request of the Chair on 24 

hours’ notice, whenever the Chair considers it necessary to do so.  
 
5.6 If a written request is made by a majority of the Members to call a special 

meeting, it is the duty of the Chair or, in case of his or her absence, the Deputy 
Secretary, to summon a special meeting of the Committee, on 24 hours’ notice.  

 
5.7 Meetings of the Committee are held at City Hall or such other location, as the 

Deputy Secretary deems advisable.  
 
5.8 Each meeting begins at 9:30 a.m. and continues until the agenda is completed.  
 
5.9 Meetings shall be held, at the discretion of the Committee, either as in an oral 

meetings, or electronic meetings held in accordance with the electronic meeting 
requirements adopted by the Committee. [Added 2020-08-05 by By-law No. 4; 
Amended 2023-06-23 by By-law No. 5] 

 
6. Quorum.  

 
6.1 Five citizen Members are appointed to the Sign Variance Committee and a 

majority of the membership (three Members) constitutes a quorum, subject to 
Subsection 6.3.  



 
6.2 If no quorum is present 30 minutes after the time set for the beginning of the 

meeting, the Deputy Secretary takes down the names of the Members who are 
present and the meeting is adjourned. Any unfinished business carries forward to 
the next scheduled meeting, or to a special meeting called for that purpose. 
[Amended by By-law No. 5] 

 
6.3 A vacancy in the Membership or the absence or inability of a Member to act does 

not impair the powers and duties of the Sign Variance Committee nor the 
remaining Members, except if the vacancy results in a failure to meet quorum. If 
the vacancy is a result of the disclosure of a conflict of interest, then two 
Members may be considered a quorum as set out in the Municipal Conflict of 
Interest Act.  

 
6.4 Members participating in accordance with the electronic meeting requirements 

adopted by the Committee shall be counted in determining whether or not a 
quorum of members is present at any point in time. [Added 2020-08-05 by By-
law No. 4; Amended 2023-06-23 by By-law No. 5] 

 
7. Agenda. 
 

7.1 The Deputy Secretary provides copies of the Agenda and related material to each 
Member.  

 
7.2 The Deputy Secretary makes the Agenda available to the public after delivery of 

the agenda to the Members.  
 

8. Meetings open to the public. [Amended 2020-08-05 by By-law No. 4; Amended 2023-
06-23 by By-law No. 5] 
 
8.1 Except for meetings described in Subsection 9(1) (or Subsection 9(1.2) for 

electronic meetings held in accordance with the electronic meeting requirements 
adopted by the Committee) of the Statutory Powers Procedure Act and Chapter 27 
of the Toronto Municipal Code, Subsection 27.38, all meetings are open to the 
public.  

 
8.2 Members of the committee can participate electronically in a meeting which is 

closed to the public.  
 
8.3 All Parties and members of the committee shall be required to utilize video 

transmission, in accordance with the electronic meeting requirements adopted by 
the Committee, while addressing, or otherwise making submissions, to the 
Committee, or another Party to a Hearing. 

 
9. Declaration of Interest. 
 

9.1 A Member advises of any direct or indirect pecuniary interest in a matter under 
consideration at a meeting and declares the general nature of the interest. The 
Member must leave the meeting room during discussion of the matter.  



 
9.2 Every declaration of interest and the general nature of the interest are recorded in 

the Minutes of the meeting  
 

10. Opening Statement. 
 

At the beginning of the meeting the Committee Chair reads an opening statement 
outlining the procedures and format of the Committee meeting.  
 

11. Procedure for Hearing - Appeal of a Decision of the Chief Building Official on an 
application for a variance relating to a First Party Sign. 

 
11.1 Introductory matters and requests for Adjournments. [Amended 2010-11-29 by 

By-law No. 2]  
 

a. The Committee Chair requests Interested Parties to an Appeal to identify 
themselves and, if they have not already done so, to register their name 
with the Deputy Secretary.  

 
a.1 Where the Appeal is proceeding by electronic means, the Committee 

Chair requests Interested Parties to an Appeal to identify themselves and, 
to confirm all parties have registered their name with the Deputy 
Secretary, in accordance with the electronic meeting requirements adopted 
by the Committee. [Added 2020-08-05 by By-law No. 4; Amended 
2023-06-23 by By-law No. 5] 

 
b. After all Interested Parties have had an opportunity to identify themselves 

and register their name with the Deputy Secretary, the Committee will 
hear from any Party to an Appeal who wishes to make a request for an 
adjournment of the Hearing.  

 
b.1 Where the Appeal is proceeding by electronic means, and all Interested 

Parties identified themselves and, all Parties have confirmed registration 
with the Deputy Secretary, in accordance with the electronic meeting 
requirements adopted by the Committee, the Committee shall hear from 
any Party to an Appeal who wishes to make: [Added 2020-08-05 by By-
law No. 4;  Amended 2023-06-23 by By-law No. 5] 

 
i. a request for an adjournment of the Hearing  
ii. a petition for an In-person Hearing; or,  
iii. both.  
 

c. Committee Members, through the Committee Chair, may question the 
Party seeking the adjournment on the reasons for the request and the 
particulars of the requested adjournment.  

 
d. After the position of the Party seeking the adjournment has been received 

by the Committee, any other Party may address the Committee concerning 
the request for an adjournment and the Committee may, through the 



Committee Chair, question that Party on the Party's position concerning 
the requested adjournment.  

 
e. After hearing from all Parties to the Appeal who wish to speak to the issue 

of adjournment, the Committee may grant or deny the requested 
adjournment or may grant an adjournment on such terms as the Committee 
believes appropriate to ensure that the matters in issue are determined in a 
just manner.  

 
f. Adjournments of Hearings may be granted where the Committee is 

satisfied that the adjournment is required after considering all relevant 
matters, including, but not limited to: [Amended 2020-08-05 by By-law 
No. 4; Amended 2023-06-23 by By-law No. 5] 

 
i. the purpose of the adjournment;  
ii. whether the Party seeking the adjournment made reasonable efforts 

to avoid the need for the adjournment;  
iii. the position of other Parties concerning the adjournment and the 

reasonableness of their position with respect to the adjournment;  
iv. the amount of notice, if any, which the party seeking the 

adjournment provided to the Deputy Secretary and the other 
Parties;  

v. whether the Hearing has been adjourned previously;  
vi. the seriousness of the harm to the Party seeking the adjournment 

which may arise from not granting the adjournment;  
vii. the seriousness of the harm to other Parties which may arise from 

granting the adjournment;  
viii. the ability to mitigate the harm to any Party which may arise from 

granting or refusing a request for an adjournment; and,  
ix. where applicable, whether any issues related to conducting a 

Hearing by electronic means would adversely impact any Party to 
the Hearing, or the Hearing process itself.  

 
g. If the Committee decides to adjourn the Hearing, the Committee Chair 

will announce the date and time of the meeting to which the Hearing has 
been adjourned, along with any conditions with respect to the 
adjournment, and no further notice will be given  

 
11.2  Presentation of Decision of Chief Building Official.  
 

a.  The Chief Building Official presents the Decision of the Chief Building 
Official and related evidence.  

 
b.  Committee Members, through the Committee Chair, may question the 

Chief Building Official to clarify any evidence presented.  
 
c.  If the Appellant is represented by legal counsel, legal counsel may cross-

examine the Chief Building Official at this time.  
 



d.  No legal counsel.  
 

i.  If the Appellant is not represented by legal counsel, any questions 
the Appellant may wish to ask the Chief Building Official shall be 
directed to the Committee through the Committee Chair.  

ii.  The Committee may allow the question to be put to the Chief 
Building Official or rule that the question is improper or out of 
order.  

 
e.  The Chief Building Official may call witnesses to provide evidence with 

respect to the Appeal.  
 
f.  The Committee may, through the Committee Chair, ask questions of the 

witnesses called by the Chief Building Official.  
 
g.  After the Committee has asked questions of a witness called by the Chief 

Building Official, the Appellant or the Appellant's legal counsel may 
cross-examine the witness in the manner provided under Subsection 11.2.c 
or d.  

 
11.3  Presentation of an Appeal.  
 

a.  The Appellant or the Appellant’s legal counsel presents evidence with 
respect to the Appeal of the Decision of the Chief Building Official.  

 
b.  The Committee may, through the Committee Chair, ask questions of the 

Appellant to clarify any evidence presented.  
 
c.  The Committee will allow the Appellant or the Appellant’s legal counsel 

to complete their presentation before asking any questions, unless 
clarification is required before the presentation is completed.  

 
d.  The Appellant may call witnesses to provide oral evidence with respect to 

the grounds of Appeal alleged by the Appellant.  
 
e.  The Committee may, through the Committee Chair, ask questions of the 

witnesses called by the Appellant.  
 

11.4  Interested Parties to an Appeal.  
 
a.  The Committee Chair invites any Interested Parties to speak to the 

Committee in the order they appear on the Speakers’ List.  
 
b.  Anyone who wishes to speak to the Committee and who has not registered 

their name with the Deputy Secretary is invited to do so and their name is 
added to the Speakers’ List.  

 
c.  The Committee may, through the Committee Chair, ask questions of an 

Interested Party to clarify any evidence presented.  



 
d.  The Committee will allow the Interested Party to complete their 

presentation before asking any questions, unless clarification is required 
before the presentation is completed.  

 
e.  The Appellant or the Appellant's legal counsel may ask questions of the 

Interested Party in the manner provided under Subsection 11.2.c or d.  
 

11.5 Review of Written Documentation.   
 

a.  The Committee will review and consider any written comments or any 
other documentation submitted to the Committee regarding the 
Application for variance from Chapter 694.  

 
11.6  Recall of Chief Building Official.  

 
a. After the presentations by the Appellant and Interested Parties, the 

Committee may recall the Chief Building Official to respond to any issues 
raised by the Appellant and/or the Interested Parties.  

 
11.7 Committee Decision.  
 

a. On an Appeal to the Sign Variance Committee of the Chief Building 
Official’s decision on an application for a variance from Chapter 694 to 
permit the erection and display of a first party sign, the Sign Variance 
Committee may pass a resolution to grant a variance, grant a variance with 
conditions, or refuse to grant a variance.  

 
b. The Committee Chair will announce the decision of the Committee.  
 
c. All Committee decisions shall be in writing and state any conditions 

imposed with respect to granting the variance from Chapter 694.  
 
d. If the Committee decides to postpone making a decision until the next 

meeting, the Committee Chair will announce the date and time of the next 
meeting and no further notice will be given.  

 
11.8 Written reasons  
 

a. The Committee shall, upon request by the Appellant, Chief Building 
Official or an Interested Party, give reasons in writing for its decision.  

 
11.9  Notice of Decision  
 

a. The Deputy Secretary will forward written notice of the Committee's 
decision, and if applicable, the written reasons of the Committee, to the 
Appellant, the property owner, the Ward Councillor, any person who 
submitted documentation to the Sign Variance Committee with respect to 



the Appeal, and any person who appeared before the sign Variance 
Committee at the Hearing of the Appeal.  

 
12. Procedure for Hearing – Application for a Variance from Chapter 694, Signs, 

General, with respect to a Third Party Sign  
 

12.1 Introductory matters and requests for Adjournments: [Amended 2010-11-29 by 
By-law No. 2]  

 
a. The Committee Chair requests Interested Parties to an Application for a 

Variance from Chapter 694, to identify themselves and, if they have not 
already done so, to register their name with the Deputy Secretary.  

 
a.1. Where the Application for a Variance from Chapter 694, is proceeding by 

electronic means, the Committee Chair requests Interested Parties to an 
Application to identify themselves and, to confirm all parties have 
registered their name with the Deputy Secretary, in accordance with the 
electronic meeting requirements adopted by the Committee. [Added 2020-
08-05 by By-law No. 4;  Amended 2023-06-23 by By-law No. 5] 

 
b. After all Interested Parties have had an opportunity to identify themselves 

and register their name with the Deputy Secretary, the Committee will 
hear from any Party to an Application who wishes to make a request for an 
adjournment of the Hearing.  

 
b.1. Where the Application is proceeding by electronic means, and all 

Interested Parties identified themselves and, all Parties have confirmed 
registration with the Deputy Secretary, in accordance with the electronic 
meeting requirements adopted by the Committee, the Committee shall 
hear from any Party to an Application who wishes to make: [Added 2020-
08-05 by By-law No. 4; Amended 2023-06-23 by By-law No. 5] 

 
i. a request for an adjournment of the Hearing; 
ii. a petition for an In-person Hearing; or,  
iii. both.  
 

c. Committee Members, through the Committee Chair, may question the 
Party seeking the adjournment on the reasons for the request and the 
particulars of the requested adjournment.  

 
d. After the position of the Party seeking the adjournment has been received 

by the Committee, any other Party may address the Committee concerning 
the request for an adjournment and the Committee may, through the 
Committee Chair, question that Party on the Party's position concerning 
the requested adjournment.  

 
e.  After hearing from all Parties to the Application who wish to speak to the 

issue of adjournment, the Committee may grant or deny the requested 
adjournment or may grant an adjournment on such terms as the Committee 



believes appropriate to ensure that the matters in issue are determined in a 
just manner.  

 
f. Adjournments of Hearings may be granted where the Committee is 

satisfied that the adjournment is required after considering all relevant 
matters, including, but not limited to: [Amended 2020-08-05 by By-law 
No. 4; Amended 2023-06-23 by By-law No. 5] 

 
i. the purpose of the adjournment;  
ii. whether the Party seeking the adjournment made reasonable efforts 

to avoid the need for the adjournment;  
iii. the position of other Parties concerning the adjournment and the 

reasonableness of their position with respect to the adjournment;  
iv. the amount of notice, if any, which the party seeking the 

adjournment provided to the Deputy Secretary and the other 
Parties;  

v. whether the Hearing has been adjourned previously;  
vi. the seriousness of the harm to the Party seeking the adjournment 

which may arise from not granting the adjournment;  
vii. the seriousness of the harm to other Parties which may arise from 

granting the adjournment;  
viii. the ability to mitigate the harm to any Party which may arise from 

granting or refusing a request for an adjournment; and,  
ix. where applicable, whether any issues related to conducting a 

Hearing by electronic means would adversely impact any Party to 
the Hearing, or the Hearing process itself.  

 
g. If the Committee decides to adjourn the Hearing, the Committee Chair 

will announce the date and time of the meeting to which the Hearing has 
been adjourned, along with any conditions with respect to the 
adjournment, and no further notice will be given.  

 
12.2 Presentation of an Application.  
 

a. The Applicant or the Applicant’s legal counsel is requested to present 
evidence with respect to the application for the variance.  

b. The Committee may, through the Committee Chair, ask questions of the 
Applicant to clarify any evidence presented.  

c. The Committee will allow the Applicant or the Applicant’s legal counsel 
to complete their presentation before asking any questions, unless 
clarification is required before the presentation is completed.  

d. The Applicant may call witnesses to provide oral evidence with respect to 
the Application.  

e. The Committee may, through the Committee Chair, ask questions of the 
witnesses called by the Applicant.  

 
12.3  Presentation of Recommendation of Chief Building Official.  
 



a. The Chief Building Official presents the Recommendation of the Chief 
Building Official and related evidence.  

 
b. Committee Members, through the Committee Chair, may question the 

Chief Building Official to clarify any evidence presented.  
 
c. If the Applicant is represented by legal counsel, legal counsel may cross-

examine the Chief Building Official at this time.  
 
d. No legal counsel.  
 

i. If the Applicant is not represented by legal counsel, any questions 
the Applicant may wish to ask the Chief Building Official shall be 
directed to the Committee through the Committee Chair.  

 
ii. The Committee may allow the question to be put to the Chief 

Building Official or rule that the question is improper or out of 
order. 

 
e. The Chief Building Official may call witnesses to provide evidence with 

respect to the Application.  
 
f.  The Committee may, through the Committee Chair, ask questions of the 

witnesses called by the Chief Building Official.  
 
g. After the Committee has asked questions of a witness called by the Chief 

Building Official, the Applicant or legal counsel for the Applicant may 
cross-examine the witness in the manner provided under Subsection 12.3.c 
or d.  

 
12.4  Interested Parties to an Application.  

 
a. The Committee Chair invites any interested parties to speak to the 

Committee in the order they appear on the Speakers’ List.  
 
b. Anyone who wishes to speak to the Committee and who has not registered 

their name with the Deputy Secretary is invited to do so and their name is 
added to the Speakers’ List.  

 
c. The Committee may, through the Committee Chair, ask questions of an 

Interested Party to clarify any evidence presented.  
 
d. The Committee will allow the Interested Party to complete their 

presentation before asking any questions, unless clarification is required 
before the presentation is completed.  

 
e. The Applicant or legal counsel for the Applicant may question the 

Interested Party in the manner provided under Subsection 12.3.c or d.  
 



12.5 Review of Written Documentation.  
 

The Committee will review and consider any written comments or any other 
documentation submitted to the Committee regarding the Application for variance 
from Chapter 694.  
 

12.6 Recall of Chief Building Official.  
 

a. After the presentations by the Applicant and the Interested Parties, the 
Committee may recall the Chief Building Official to respond to any issues 
raised by the Applicant and/or Interested Parties.  

 
12.7 Committee Decision.  
 

a. On an Application to the Sign Variance Committee for a variance from 
Chapter 694 to permit the erection and display of a third party sign, the 
Sign Variance Committee may pass a resolution to grant a variance, grant 
a variance with conditions, or refuse to grant a variance.  

b. The Committee Chair will announce the decision of the Committee.  
 
c.  All Committee decisions shall be in writing and state any conditions 

imposed with respect to granting the variance from Chapter 694.  
 
d.  If the Committee decides to postpone making a decision until the next 

meeting, the Committee Chair will announce the date and time of the next 
meeting and no further notice will be given.  

 
12.8 Written reasons  
 

a.  The Committee shall, upon request by the Applicant, Chief Building 
Official or an Interested Party, give reasons in writing for its decision.  

 
12.9 Notice of Decision  
 

a. The Deputy Secretary will forward written notice of the Committee's 
decision, and if applicable, the written reasons of the Committee, to the 
Applicant, the property owner, the Ward Councillor, any person who 
submitted documentation to the Sign Variance Committee with respect to 
the variance application, and any person who appeared before the sign 
Variance Committee at the Hearing of the Variance Application.  

 
13. Adjournments on the Committee's own motion and Exceptions from procedures. 

[Amended 2010-11-29 by By-law No. 2]  
 

a. The Committee may, on its own motion, adjourn a Hearing where the Committee 
is satisfied that the adjournment is appropriate to ensure that the matters in issue 
are determined in a just manner.  

 



b. Adjournments of Hearings may be granted where the Committee is satisfied that 
the adjournment is required after considering all relevant matters, including, but 
not limited to: [Amended 2020-08-05 by By-law No. 4; Amended 2023-06-23 
by By-law No. 5] 

 
i. the purpose of the adjournment;  
ii. whether the Party seeking the adjournment made reasonable efforts to 

avoid the need for the adjournment;  
iii. the position of other Parties concerning the adjournment and the 

reasonableness of their position with respect to the adjournment;  
iv.  the amount of notice, if any, which the party seeking the adjournment 

provided to the Deputy Secretary and the other Parties;  
v.  whether the Hearing has been adjourned previously;  
vi.  the seriousness of the harm to the Party seeking the adjournment which 

may arise from not granting the adjournment;  
vii.  the seriousness of the harm to other Parties which may arise from granting 

the adjournment;  
viii.  the ability to mitigate the harm to any Party which may arise from 

granting or refusing a request for an adjournment; and,  
ix.  where applicable, whether any issues related to conducting a Hearing by 

electronic means would adversely impact any Party to the Hearing, or the 
Hearing process itself.  

 
c. If the Committee decides to adjourn the Hearing, the Committee Chair will 

announce the date and time of the meeting to which the Hearing has been 
adjourned, along with any conditions with respect to the adjournment, and no 
further notice will be given.  

 
d. The Committee may grant all necessary exceptions from the procedures in  

Sections 11 and 12, as it considers appropriate to ensure that the matters in issue 
are determined in a just manner. [Amended 2010-11-29 by By-law No. 2]  

 
14. Voting  

 
14.1 Every Member, including the Chair, has a vote, unless prohibited by law (for 

example, a declared interest) in which case the Deputy Secretary shall record the 
name of the Member who does not vote and reason for not voting.  

 
14.2 A tie vote means a motion is lost.  
 
14.3 A motion does not need to be seconded.  

 
15. Effective Date of Decision  
 

15.1  A decision of the Sign Variance Committee is final and binding:  
 

a.  In the case of a decision to refuse to grant a variance, on the date the 
decision is made; and,  



b.  In the case of a decision to grant a variance or to grant a variance with 
conditions, 21 days after the decision is made unless an Application to 
Consider is filed by the Ward Councillor with the Chief Building Official 
as set out in Chapter 694.  

 
16.  Minutes.  

 
16.1  The Deputy Secretary prepares the minutes for all Committee meetings.  
 
16.2  The minutes include:  

 
a. All decisions and other proceedings;  
b.  The names of all Members attending and absent;  
c.  The names of those people who appeared before the Committee;  
d.  For recorded votes, a record of the way each Member present voted for 

every motion; and  
e.  A record of Members, if any, who declared an interest and the general 

nature of the interest declared.  
 

16.3  The Deputy Secretary submits each meeting’s minutes to the next regular 
meeting, or as soon as possible afterwards, for Members to either adopt or amend.  

 
17. Petition for In-Person Hearing. [Added 2020-08-05 by By-law No. 4; Amended 2023-06-

23 by By-law No. 5] 
 
17.1 Any Party may upon receiving a notice that a Hearing is scheduled to proceed by 

electronic means, may seek a Petition for the Hearing to proceed as an oral in-
person hearing.  

 
17.2 The Committee shall permit a Party, at the commencement of the Hearing, to 

make a Petition for an In-person or Oral Hearing, on the basis that proceeding by 
electronic means would cause the Party significant prejudice, and shall allow for 
all other Parties to make submissions on this point, by electronic means in 
accordance with the electronic meeting requirements adopted by the Committee.  

 
17.3 If the Committee, either as result of submissions made in relation to a Petition for 

an In-Person Hearing, or on its own motion, decides that proceeding with the 
Hearing by electronic means shall cause a Party significant prejudice, the 
Committee shall direct that the Hearing be held as an oral Hearing, and may 
adjourn the Hearing to such date and time as the Committee believes appropriate. 


