FLAG
PROTOCOL

Pointe@
Claire

of the City of Pointe-Claire

This document allows the City of Pointe-Claire to ensure compliance with
the protocol surrounding the display of official flags.

The Communications Department, in collaboration with other departments, ensures that the flags
flown in front of City Hall and other municipal buildings, as well as those displayed in the Council

Chamber and at public events, are in good condition.

Flags must not touch the ground or the base of the flagpole at any time. They must be ironed before
being installed. Torn or discoloured flags must be replaced. Ripped or worn flags must never be flown.

Flags

Official flags are important symbols, and their use is
governed by well-defined rules.

Reproduction

The Communications Department is responsible for

flag orders. When ordering City, Québec or Canadian
flags, compliance with government quality standards is
essential. Below are the specifications for both indoor and

outdoor flags:
— Digital or screen printing (double-sided mirror)
— 200 denier nylon
- Rope and toggle

Be sure to order flags from a recognized supplier who
offers flags of this quality.
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Order of precedence and display

When several flags are flown at the same time, protocol
dictates that they be of identical dimensions and flown on
flagpoles of the same height. The Government of Québec
has decreed that the Québec flag must be given the place of
honour, flown first and lowered last.

According to the order of precedence, when the three flags
are flown together (Canada, Québec and City of Pointe-
Claire), the Québec flag has the place of honour in the
centre, the City of Pointe-Claire flag is on the right and the
Canadian flag is on the left from the spectators’ point of

view.

If only the City and Québec flags are present, the Québec
flag must be on the left and the City flag on the right from
the perspective of passersby.



Flags in the Council Chamber

Flags must be placed to the left of the Council table as
seen by spectators.

Since the flags in the Council Chamber are flown with a
flag spreader, the flag size must be 72 in wide by 36 in
high. If the flag spreader is not used, a size of 54 in wide
by 36 in high is preferred.

The flag is mounted on a flagpole (a long wooden or
metal rod) so that it does not touch the ground or the
base. It is important to position the flag with the flagpole
hook on the left, attach the flag to it, tie and tighten the
cord on the flagpole, unfurl the flag to the right and allow
it to fall slowly in front of the flagpole, moving in such a
way that it surrounds the pole.

— The correctly installed Québec flag must
show two fleurs-de-lis tilting to the right.
— The correctly installed Canadian flag
must show the top of the maple leaf to the right.
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Outdoor Flags

For municipalities, the Québec flag must be flown on or

in front of the municipal building where the Council sits,
on the right if there are two flags, or in the middle if there
are more than two.

On the flagpoles in front of City Hall, spectators
should see the Québec flag in the centre, the City
of Pointe-Claire flag on the right and the Canadian
flag on the left.

Proportions of flag and pole

The flagpoles in front of City Hall are 45 ft high, and the
flags must be 72 in wide by 36 in high. When a pole is
accessible to the public, an internal halyard (rope) with a
locking device must be provided to protect the operating
mechanisms and prevent vandalism.

A rule generally observed in all countries is proposed: A
flag/flagpole ratio of around 1:7 is recommended (1 being
the height of the flag and 7 the height of the pole). Thus,
a flag measuring 120 cm high by 180 cm long (4 ft by 6
ft), the size most frequently used by public institutions,
must be flown on a mast approximately 9 m (30 ft) high; a
15 m (50 ft) pole requires a flag measuring 180 cm by 270
cm (6 ft by 9 ft).

Flag and speech

If a person is to speak, the flag is placed to their

right, i.e., which would be their left from the audience’s
point of view.

In an office, the same rule applies: the flag is

on the left as seen by visitors.

Other flags

An organization may request that a flag bearing its effigy
be flown on one of the City Hall flagpoles, in place of
the Canadian flag, to mark a special event. This request
must be made at least three months before the date in
question. If the City Council accepts the request, the flag
will be flown for the duration of the event or as directed
by the City Council.



Half-masting

Half-masting is the official expression of collective mourning. The Québec
flag is flown at half-mast on a fixed date for certain commemorations
and in other circumstances, primarily for the passing of public figures,
collective mourning or tragic events. However, it is important to note that
only the flag on the central tower of the Parliament Building is flown at
half-mast. Ministries, organizations and municipalities should not fly their
flags at half-mast on these dates. The flag on the Parliament Building
represents all Québec residents.

Depending on the cause, half-masting will apply to a greater or lesser
number of flags for a set period of time. For an outdoor flag, the flag is
lowered to half-mast; for an indoor flag, mourning is indicated by a black
ribbon, called a cravat, tied to the top of the flagpole.

The Québec flag may not be flown at half-mast unless requested by the
Premier, in which case all other flags must be flown at half-mast as well.

Fixed days on which the Québec flag
is flown at half-mast

— April 28 — Day of Mourning for Persons Killed
or Injured in the Workplace

— November 11 - Remembrance Day

— December 6 — National Day of Remembrance
and Action on Violence Against Women

Half-masting of the City
of Pointe-Claire flags

In the event that the City of Pointe-Claire flag is flown at half-mast, the
Québec and Canadian flags will be removed.

Mandatory
Passing of a mayor, councillor or employee on duty, or of a former mayor.

The flags on all municipal buildings will be flown at half-mast from the
moment the death is announced until 8 a.m. the day following the council
meeting that pays tribute to this event. It is up to the city management
to determine if the flags will be flown at half-mast again on the day of
the funeral or memorial service.

Sources

Half-masting initiated by
the provincial government

When the provincial government lowers
its flags to half-mast in response to a
tragic event that has also affected cities
across Québec, flags will be flown at
half-mast from the moment decreed by
the government and for the duration
prescribed by the latter.

Municipal decision

Following an exceptional event or as a
sign of solidarity, municipal flags may be
lowered to half-mast.

The Communications Department notifies
City Hall and the City Manager’s Office
of a possible half-masting of the flags.
Once the latter have given their approval,
a written notice will be sent to the Public
Works Department. This notice will
stipulate the duration of half-masting
and will be sent to the City Council and
employees and posted on the City’s
website. The City Council may request that
municipal flags be flown at half-mast.

Flag Raising and Lowering
Schedule

To ensure uniformity in flag operations,
all flag raising and lowering operations
that are to be carried out at sunrise are
conducted at 8 a.m., and those that are to
be done at sunset are conducted at 6 p.m.
This scheduling adjustment ensures that
flag handling is performed consistently
and respectfully, regardless of seasonal
variations in sunlight.
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