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PARTI-TITLE

1. This Bylaw may be cited as The Community Planning Profession Administrative
Bylaw, 2015.

PART II — INTERPRETATION

Section 1 Definitions

1. In this Bylaw:

a. “Act” means The Community Planning Profession Act, 2013.

b. “member” has the same meaning as in The Community Planning Profession Act,
2013.

c. “Regulated Member” has the same meaning as in 7The Community Planning
Profession Regulatory Bylaw, 2013.

d. “Registered Professional Planner” has the same meaning as in The Community
Planning Profession Act, 2013.

e. “student member” has the same meaning as in The Community Planning

Profession Regulatory Bylaw, 2013.
Section 2 Name

1. The name of the Institute shall be the Saskatchewan Professional Planners
Institute (Institute).

2. The Institute has jurisdiction in the Province of Saskatchewan.

3. The Institute is a Corporate Member of the Canadian Institute of Planning (CIP).

Section 3 Purpose of Bylaw
1. This Bylaw is made pursuant to subsection 14(1) of the Act.
2. The policies contained within this Bylaw are intended to provide broad direction

to Council and the Institute’s membership, without unduly restricting the discretionary
decision-making powers of the current or any future Council.

PART IITI - ADMINISTRATION

Section 1 Officers of Council
1. Purpose

Council is responsible for managing and regulating the affairs and business of the
Institute. These policies identify the voting and non-voting Officers of Council.
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2. Policies

a) Council shall have no fewer than seven (7) and no more than ten (10) elected
voting officers.

b) Council may have an additional two (2) voting officers appointed under
subsection 9(1) of the Act, for a total of twelve (12)voting officers.

c) The elected voting Officers of Council are:

1) President;

11) President Elect;

1i1) Secretary/Treasurer; and

v) Committee chairs/co-chairs, as identified in the Institute’s Operations Manual.
d) The appointed voting Officers of Council are:

1) Any person appointed by the Lieutenant Governor in Council.

e) The elected non-voting Officers of Council are:

1) Student Representative

f) The appointed non-voting Officers of Council are:

1) Executive Director.

g) Council may, by majority vote, establish the committees of Council and create or

amend the title or responsibilities of any Officer.
Section 2 Officer Duties
1. Purpose

These policies are designed to ensure the effective and efficient operation of Council by
clarifying the roles and responsibilities of voting and non-voting Officers of Council.

2. Policies

a) All Officers of Council, with the exception of the Executive Director, are
responsible to prepare and present an annual report for the Institute’s Annual General
Meeting (AGM), pursuant to the Operations Manual.

b) The President is responsible to:

1) provide leadership to Council and the Institute’s membership;

1) oversee the statutory Professional Conduct and Discipline
Committees;

1i1) determine course of action and direction for Council on assuming

office and at the beginning of any subsequent annual term of office;

1v) chair all meetings of Council and the AGM;

V) recognize the contribution of the Institute’s volunteers at the AGM and present
the annual volunteer award;

vi) interpret, implement and monitor the Institute’s Strategic Plan;

vil)  ensure day-to-day operations of the Institute are effective, efficient and
transparent;

viil)  act as the spokesperson on behalf of the Institute on planning matter/issues;
1X) maintain liaison with community leaders; and

X) act as a signing officer for the Institute, pursuant to Part III, Section 11 of this
bylaw.
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c) The President Elect is responsible to:

1) lead the Institute’s responses to policy issues and ensure responses are consistent
with the Institute’s duties and objects;
i) lead the development of the Institute’s three year rolling and annual operating

budget; and

1ii) participate in the Institute’s governance and operations, consistent with the
strategic plan.

d) The Secretary/Treasurer is responsible to:

1) ensure that all documents and records of the Institute are properly
maintained and filed in accordance with the requirements of the applicable provincial
body;

11) record minutes of Council meetings and the AGM;

1i1) submit two certified true copies of all amending bylaws to the
appropriate provincial authority within 30 days of the bylaw adoption;

1v) transmit to the Provincial Secretary, when required by the

Lieutenant Governor in Council, a certified return containing all of the requested
information under the seal of the Institute;

V) oversee the financial affairs of the Institute, including the
preparation of the three year rolling and annual budget for review and approval by
Council;

Vi) monitor and manage the Institute’s annual budget and
expenditures;

vii) act as a signing officer for the Institute, pursuant to Part III,
Section 11 of this bylaw;

e) In addition to the responsibilities of current committees established through the
Institute’s Strategic Plan and identified in the Operations Manual, all Chairs or Co-chairs
of committees established by Council are responsible to:

1) coordinate complementary activities, professional development opportunities,
external and internal communications with other committees of Council;
i1) chair all activities of their specific committee;

1i1) ensure the committee has an up to date terms of reference;

v) ensure the identification of strategic priorities;

V) develop an annual work plan and budget;

vi) populate and chair meetings of any subcommittees established to address the
needs of the Institute,

vil)  prepare a terms of reference and identify any budgetary requirements to Council
for any subcommittees;

viii)  prepare a written report for all Council meetings on the activities of the committee
and any subcommittees; and

1X) recognize the contributions of subcommittee volunteers in their written report for
the AGM.

f) The Student Representative is responsible to:

1) participate in regular Council meetings and provide written progress reports on

the University of Saskatchewan’s Planning Students Association (PSA) events, identify
the needs of students and identify opportunities for learning and networking;
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1) explain and promote the values of becoming student members of the Institute to
all University of Saskatchewan Regional and Urban Planning Program (RUP) students;
and

i) liaise between the PSA executive and the Institute.

g) The Executive Director is responsible to:
1) act as the Institute’s Registrar;
1) work with Council to administer and manage membership, the activities of the

Institute, and any other matters, as specified in the Operations Manual;
1i1) may be appointed responsibility for managing Council nomination and election
processes

Section 3 Nominations
1. Purpose

These policies provide for the establishment of a Nomination Committee to preside over
nominations for Officers of Council .

a) At least one hundred and twenty (120) days prior to the AGM, the members of
Council shall appoint a Nominations Committee that will be responsible for the
nomination process of the election of members of council as provided herein.

b) The Nomination Committee may consist of the following:
1) Past-President

i1) Current President

iii) President-Elect

iv) A Member at Large

v) A Candidate Member

c) For greater clarity, the Nomination Committee shall consist of no less than three
(3) and no more than five (5) members and/or officers.

d) The Nomination Committee shall appoint a Chair responsible to oversee the
nomination and election process.

2. Exemptions
a) These policies do not apply to the:
1) Executive Director, who is appointed by Council;

i1) Student Representative, who is elected by the members of the PSA; and
1i1) appointee(s) to Council, as directed by the Lieutenant Governor in Council.

3. Policies

a) The Nomination Committee shall solicit, receive and consider nominations for the
election of Officers to Council (including President-Elect as needed).
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b) At least ninety (90) days prior to the AGM, the Nominations Committee will
circulate the Nomination Form from the Operations Manual to the membership.

c) Only Regulated Members in good standing with the Institute may nominate a
candidate for Council.

d) No member is eligible to be nominated for a position on Council unless that
member resides permanently in Saskatchewan.

e) Any Regulated Member in good standing with the Institute may be nominated for
a position on Council, except for the position of President Elect.

f) Only Registered Professional Planners in good standing with the Institute may be
nominated for the position of President Elect.

g) A complete Nomination Form, containing the name and signatures of the

nominator and the nominee, must be submitted to the Nomination Committee at least
sixty (60) days in advance of the AGM.

h) The Nomination Committee shall confirm the slate. In the event of an incomplete
slate, the Nomination Committee may recommend election of a partial slate and make
recommendations to Council to appoint the remaining Officers within a reasonable period
of time. In the event of a full slate, the Council is acclaimed.

1) If there are more nominees than positions, an election will be held.

1) The Nomination Committee_shall distribute all complete Nomination Forms to the
Institute’s membership in advance of the AGM.

k) All nominees seeking a position on Council regardless of whether an election is

required, shall provide a brief verbal self-introduction at the AGM.
Section 4 Elections
1. Purpose

These policies ensure a fair and transparent process to elect the Officers of Council.

2. Exemptions

a) These policies do not apply to the:

1) Executive Director, who is appointed by Council;

1) Student Representative, who is elected by the members of the Planning Students

Association; and
1i1) appointee(s) to Council, as directed by the Lieutenant Governor in Council.

3. Policies

a) If the number of complete Council Nomination Forms submitted to the
Nominations Committee thirty (30) days prior to the AGM:

1) is equal to the number of vacant positions on Council, the nominees will be
acclaimed and no election will occur.

i1) is less than the number of vacant positions on Council, the nominees will be

acclaimed and the remaining positions will be appointed by Council on recommendation
of the Nomination Committee.
1i1) is greater than the number of vacant positions on Council, an election will be held.
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b) The method of election shall be at the direction of Council and conducted by the
Nominations Committee either at the AGM, or by mail-in, e-mail ballot or by other
electronic means in accordance with this By-law.

c) Where an election is conducted by mail-in, e-mail ballot or other electronic
means, the Nominations Committee shall:

1) cause to have prepared a ballot listing all the persons nominated for election

1) mail or e-mail the ballot to every regulated member of the Institute not later than

four (4) weeks but not more than seven (7) weeks prior to the AGM.

1i1) accept ballots delivered by mail to the Executive Director at the office of the
Institute up to 5 p.m. on the fifth (5th) business day preceding the AGM.

1v) the Nominations Committee shall ensure that the counting of ballots, either in
person, or by mail, e-mail or other electronic means, shall be conducted with integrity
and good faith and that the recording and reporting of votes is conducted with the care,
diligence and skill that a reasonable person would exercise.

V) The Nomination Committee shall be responsible to ensure a system of adequate
notice and recording and protect the privacy of members entitled to vote. Ensuring that
the votes may be verified as having been made by members entitled to vote, but such that
the Institute is not able to identify how each member voted.

d) Every Regulated Member shall receive one (1) ballot.

Section 5 Tenure of Office

1. Purpose

These policies ensure that Council has a balance of corporate knowledge and experience
along with current and fresh perspectives.

2. Exemptions

a) These policies do not apply to the:

1) Student Representative, who is elected for a one year term by the PSA; and

i1) appointee(s) to Council, as directed by the Lieutenant Governor in Council, who

shall hold office for no more than three (3) years and shall serve no more than two (2)
consecutive terms.

3. Policies

a) Each member elected to Council shall hold office for two (2)years, following the
AGM in which the member was elected.

b) All Officers of Council are eligible to serve three (3) consecutive terms, with the
exception of the President, who may serve four (4) consecutive terms.

c) A member elected to Council who has served the maximum number of

consecutive terms is not eligible for re-election to Council for a period of one (1) year
following the end of the final term.

d) Any member of Council that ceases to be a permanent resident of Saskatchewan
ceases to hold office on Council.
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e) In accordance with term maximums, all members of Council hold office until a
successor is elected or appointed, as the case may be.

f) Council may, in special circumstances, extend a term in order to implement its
succession plan or meet the needs of the Institute or CIP.

Section 6 Vacancy on Council
1. Purpose

These policies prescribe a procedure for filling vacancies on Council to facilitate
effective and consistent operations of the Institute.

2. Policies

a) In the event an elected position on Council becomes vacant, by reason other than
the expiry of an elected member’s term of office, Council may ask members for
expressions of interest in filling the vacancy.

b) Council may appoint a qualified person to fill a Council vacancy from those
expressing an interest, and that person shall serve until the next AGM.
c) In the event a position appointed to Council by the Lieutenant Governor in

Council becomes vacant, by reason other than expiry of the member’s term of office,
Council shall notify the Lieutenant Governor in Council.

Section 7 Council Meetings
1. Purpose

This policy prescribes Council meeting procedures.

2. Policies

a) The Council will meet at the call of the President at least four times annually.

b) A majority of the Council constitutes quorum.

C) Council decisions will be determined by a majority vote of members of Council
present at the meeting.

d) Council may make and pass motions and hold by-elections electronically.

e) Each member of Council, except the presiding officer, has one vote and in the
event of a tie vote, the presiding officer shall cast the deciding vote.

f) A member of the Council, who is unable to attend a meeting of the Council, may,

in advance of the meeting, provide their views in writing on any agenda item to the
Executive Director or Secretary/Treasurer.

Section 8 Subcommittees of Council
l. Purpose

These policies are intended to guide the establishment of subcommittees of Council,
specific to an issue or activity related to the business of the Institute.
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2. Exemptions

a) These policies do not apply to the statutory committees of the Institute.

3. Policies

a) Council, from time to time, may refer any matter deemed appropriate to conduct
the business of the Institute to a subcommittee.

b) Subcommittees may include any Regulated Member of the Institute.

c) All subcommittees will be chaired by an Officer of Council or will be assigned a
Council liaison.

d) The authority provided to subcommittees will be defined by Council within
approved terms of reference.

e) Subcommittee members shall keep minutes for their meetings and shall report the

results of their work as required by Council.

Section 9 Representation on External Committees and Boards
1. Purpose

These policies define the roles and responsibilities of the members representing the
Institute, on external committees and boards.

2. Policies

a) Council may appoint a Regulated Member to represent the Institute on an external
committee or board.

b) Prior to meetings of external committees and boards, Council may identify its
interests and/or issues to the member representative.

c) Annually or as necessary, following regular meetings of established external

committees or boards, a member representative shall provide Council a written report
summarizing the meeting, including any specific issues relevant to the Institute.

Section 10  Signing Authority and Execution of Documents

1. Purpose

These policies identify who may have signing authority on behalf of the Institute and the

procedure to be followed for the execution of significant contracts, agreements and
instruments.

2. Policies
a) The signing officers for the Institute are typically the Secretary/Treasurer and
President.
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b) Council may, by majority vote, appoint one (1) or more members of Council,
other than the Secretary/Treasurer and President, as signing officers.

c) Council may attach any terms and conditions to the appointed signing officers that
Council determines appropriate.
d) Significant contracts, agreements, and instruments that exceed operational

expectation of the strategic plan or budget shall be approved through a resolution of the
Council.
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Section 11 Corporate Seal
1. Purpose

These policies identify the person(s) responsible and the procedure for certifying Institute
documents.

2. Policies

a) The Corporate Seal of the Institute shall remain at all times in the custody of the
Executive Director.

b) The Executive Director will certify all documents with the corporate Seal once the

document has been executed by the Secretary/Treasurer and President, or member of
Council appointed as a signing officer.

PART IV — FINANCIAL MANAGEMENT

Section 1 Membership Fees and Other Revenues
1. Purpose

These policies ensure the operation of the Institute is supported by membership fees.
Discretionary funds to support professional development opportunities and sponsorship
to raise the profile of the Institute and build the public’s understanding of the profession
will be assessed on an annual basis.

2. Policies

a) All members are required to pay an annual fee to the Institute, which includes the
CIP annual fee, if applicable.

b) Annual membership fees will be calculated to offset the basic operational

expenses budgeted for the upcoming fiscal year and maintain the Institute’s liability and
operations reserve.

c) As part of the annual budget review, the Secretary/Treasurer shall review
membership fees and advise Council of the need for a fee increase sixty (60) days prior to
the fiscal year end.

d) Council will make a motion to increase annual membership fees as necessary and
advise members at least thirty (30) days prior to the fiscal year end.
e) Professional development opportunities, sponsorship and any other discretionary

items will be from funds generated by the annual conference, web hosting, workshops
and other income generating activities, collected during the previous fiscal year.
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Section 2 Sponsorship
1. Purpose

These policies establish basic criteria for the consideration of sponsorship requests.

2. Policies

a) Council will reserve funds for sponsorship in the annual discretionary budget.

b) Consistent with the budget, Council will consider requests throughout the year for
sponsorships that:

1) provide the opportunity to promote the Institute, its members and/or professional
community planning in Saskatchewan; and

1) include the display of the Institute’s logo and/or website.

c) Council may, by a majority vote, approve or deny a sponsorship request.

Section 3 Fiscal Year, Financial Reviews and Audits

1. Purpose

These policies define the fiscal year and describe the frequency and responsibility for
financial reporting.

2. Policies

a) The fiscal year of the Institute is from January 1 of each calendar year to
December 31 of the same calendar year.

b) The Institute shall conduct an annual financial review.

c) The Institute shall conduct an audit every five (5) years, or as deemed necessary
by Council.

d) The Institute may hire an accredited professional to conduct an annual financial
review or audit.

e) The Secretary/Treasurer shall file an annual return, where required, to the
appropriate provincial Minister.

f) The Secretary/Treasurer shall provide members with annual financial statements
and a financial report for the current year at the Annual General Meeting.

g) The Secretary/Treasurer shall provide a brief overview of the upcoming year from

the three-year rolling budget.
Section 4 Remuneration and Expenses
1. Purpose

These policies enable Council to remunerate and cover expenses of Regulated Members
who represent SPPI in various capacities.

2. Policies
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a) Council may cover the expenses of any Regulated Member of the Institute who
acts on behalf of or represents Council, as outlined in the Operations Manual.
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	i) cause to have prepared a ballot listing all the persons nominated for election
	ii) mail or e-mail the ballot to every regulated member of the Institute not later than four (4) weeks but not more than seven (7) weeks prior to the AGM.
	iii) accept ballots delivered by mail to the Executive Director at the office of the Institute up to 5 p.m. on the fifth (5th) business day preceding the AGM.
	iv) the Nominations Committee shall ensure that the counting of ballots, either in person, or by mail, e-mail or other electronic means, shall be conducted with integrity and good faith and that the recording and reporting of votes is conducted with t...
	v) The Nomination Committee shall be responsible to ensure a system of adequate notice and recording and protect the privacy of members entitled to vote.  Ensuring that the votes may be verified as having been made by members entitled to vote, but suc...
	d) Every Regulated Member shall receive one (1) ballot.
	Section 5 Tenure of Office
	1. Purpose
	These policies ensure that Council has a balance of corporate knowledge and experience along with current and fresh perspectives.
	2. Exemptions
	a) These policies do not apply to the:
	i) Student Representative, who is elected for a one year term by the PSA; and
	ii) appointee(s) to Council, as directed by the Lieutenant Governor in Council, who shall hold office for no more than three (3) years and shall serve no more than two (2) consecutive terms.
	3. Policies
	a) Each member elected to Council shall hold office for two (2)years, following the AGM in which the member was elected.
	b) All Officers of Council are eligible to serve three (3) consecutive terms, with the exception of the President, who may serve four (4) consecutive terms.
	c) A member elected to Council who has served the maximum number of consecutive terms is not eligible for re-election to Council for a period of one (1) year following the end of the final term.
	d) Any member of Council that ceases to be a permanent resident of Saskatchewan ceases to hold office on Council.
	e) In accordance with term maximums, all members of Council hold office until a successor is elected or appointed, as the case may be.
	f) Council may, in special circumstances, extend a term in order to implement its succession plan or meet the needs of the Institute or CIP.
	Section 6  Vacancy on Council
	1. Purpose
	These policies prescribe a procedure for filling vacancies on Council to facilitate effective and consistent operations of the Institute.
	2. Policies
	a) In the event an elected position on Council becomes vacant, by reason other than the expiry of an elected member’s term of office, Council may ask members for expressions of interest in filling the vacancy.
	b) Council may appoint a qualified person to fill a Council vacancy from those expressing an interest, and that person shall serve until the next AGM.
	c) In the event a position appointed to Council by the Lieutenant Governor in Council becomes vacant, by reason other than expiry of the member’s term of office, Council shall notify the Lieutenant Governor in Council.
	Section 7  Council Meetings
	1. Purpose
	This policy prescribes Council meeting procedures.
	2. Policies
	a) The Council will meet at the call of the President at least four times annually.
	b) A majority of the Council constitutes quorum.
	c) Council decisions will be determined by a majority vote of members of Council present at the meeting.
	d) Council may make and pass motions and hold by-elections electronically.
	e) Each member of Council, except the presiding officer, has one vote and in the event of a tie vote, the presiding officer shall cast the deciding vote.
	f) A member of the Council, who is unable to attend a meeting of the Council, may, in advance of the meeting, provide their views in writing on any agenda item to the Executive Director or Secretary/Treasurer.
	Section 8  Subcommittees of Council
	1. Purpose
	These policies are intended to guide the establishment of subcommittees of Council, specific to an issue or activity related to the business of the Institute.
	2. Exemptions
	a) These policies do not apply to the statutory committees of the Institute.
	3. Policies
	a) Council, from time to time, may refer any matter deemed appropriate to conduct the business of the Institute to a subcommittee.
	b) Subcommittees may include any Regulated Member of the Institute.
	c) All subcommittees will be chaired by an Officer of Council or will be assigned a Council liaison.
	d) The authority provided to subcommittees will be defined by Council within approved terms of reference.
	e) Subcommittee members shall keep minutes for their meetings and shall report the results of their work as required by Council.
	Section 9  Representation on External Committees and Boards
	1. Purpose
	These policies define the roles and responsibilities of the members representing the Institute, on external committees and boards.
	2. Policies
	a) Council may appoint a Regulated Member to represent the Institute on an external committee or board.
	b) Prior to meetings of external committees and boards, Council may identify its interests and/or issues to the member representative.
	c) Annually or as necessary, following regular meetings of established external committees or boards, a member representative shall provide Council a written report summarizing the meeting, including any specific issues relevant to the Institute.
	Section 10 Signing Authority and Execution of Documents
	1. Purpose
	These policies identify who may have signing authority on behalf of the Institute and the procedure to be followed for the execution of significant contracts, agreements and instruments.
	2. Policies
	a) The signing officers for the Institute are typically the Secretary/Treasurer and President.
	b) Council may, by majority vote, appoint one (1) or more members of Council, other than the Secretary/Treasurer and President, as signing officers.
	c) Council may attach any terms and conditions to the appointed signing officers that Council determines appropriate.
	d) Significant contracts, agreements, and instruments that exceed operational expectation of the strategic plan or budget shall be approved through a resolution of the Council.
	Section 11  Corporate Seal
	1. Purpose
	These policies identify the person(s) responsible and the procedure for certifying Institute documents.
	2. Policies
	a) The Corporate Seal of the Institute shall remain at all times in the custody of the Executive Director.
	b) The Executive Director will certify all documents with the corporate Seal once the document has been executed by the Secretary/Treasurer and President, or member of Council appointed as a signing officer.
	PART IV – FINANCIAL MANAGEMENT
	Section 1 Membership Fees and Other Revenues
	1. Purpose
	These policies ensure the operation of the Institute is supported by membership fees.  Discretionary funds to support professional development opportunities and sponsorship to raise the profile of the Institute and build the public’s understanding of ...
	2. Policies
	a) All members are required to pay an annual fee to the Institute, which includes the CIP annual fee, if applicable.
	b) Annual membership fees will be calculated to offset the basic operational expenses budgeted for the upcoming fiscal year and maintain the Institute’s liability and operations reserve.
	c) As part of the annual budget review, the Secretary/Treasurer shall review membership fees and advise Council of the need for a fee increase sixty (60) days prior to the fiscal year end.
	d) Council will make a motion to increase annual membership fees as necessary and advise members at least thirty (30) days prior to the fiscal year end.
	e) Professional development opportunities, sponsorship and any other discretionary items will be from funds generated by the annual conference, web hosting, workshops and other income generating activities, collected during the previous fiscal year.
	Section 2  Sponsorship
	1. Purpose
	These policies establish basic criteria for the consideration of sponsorship requests.
	2. Policies
	a) Council will reserve funds for sponsorship in the annual discretionary budget.
	b) Consistent with the budget, Council will consider requests throughout the year for sponsorships that:
	i) provide the opportunity to promote the Institute, its members and/or professional community planning in Saskatchewan; and
	ii) include the display of the Institute’s logo and/or website.
	c) Council may, by a majority vote, approve or deny a sponsorship request.
	Section 3 Fiscal Year, Financial Reviews and Audits
	1. Purpose
	These policies define the fiscal year and describe the frequency and responsibility for financial reporting.
	2. Policies
	a) The fiscal year of the Institute is from January 1 of each calendar year to December 31 of the same calendar year.
	b) The Institute shall conduct an annual financial review.
	c) The Institute shall conduct an audit every five (5) years, or as deemed necessary by Council.
	d) The Institute may hire an accredited professional to conduct an annual financial review or audit.
	e) The Secretary/Treasurer shall file an annual return, where required, to the appropriate provincial Minister.
	f) The Secretary/Treasurer shall provide members with annual financial statements and a financial report for the current year at the Annual General Meeting.
	g) The Secretary/Treasurer shall provide a brief overview of the upcoming year from the three-year rolling budget.
	Section 4  Remuneration and Expenses
	1. Purpose
	These policies enable Council to remunerate and cover expenses of Regulated Members who represent SPPI in various capacities.
	2. Policies
	a) Council may cover the expenses of any Regulated Member of the Institute who acts on behalf of or represents Council, as outlined in the Operations Manual.

