City of Biggs

Agenda Item Staff Report

for the Regular City Council Meeting:
January 23, 2012 6:00PM

DATE: January 10, 2012
TO: Honorable Mayor and Members of the City Council
FROM: Pete Carr, City Administrator

SUBJECT: Council and City Protocols and Practices (Discussion/Action)

Council will consider several items as potential changes, including rules of order,
signature authority, meeting schedules and communications.

Background

Several topics surfaced in 2011 that were scheduled for discussion by Council in
January. Each topic is presented for Council consideration and direction to staff;
options in directing staff may include:

e bring the item back in a formal approval document form; or

« provide more in-depth study and report: or

¢ disregard/discontinue consideration of the topic.

1. Rules of Order
Biggs has followed the traditional and generally accepted Roberts Rules of Order.
The League of California Cities recommends city councils consider the more
updated “Rosenberg’s Rules of Order.” Conference sessions and articles on the
topic have presented what some see as advantages of the newer system.

Attachment 1. Roseburg’s Rules of Order

2. Signature Authority
Biggs municipal code (BMC) provides for the office of mayor with little definition of
the role and responsibilities. State government code (CGC) provides additional
guidance generally which applies to “general law cities” like Biggs.

In the absence of local code, CGC designates the mayor as signature authority for
all treasury warrants and documents requiring the city seal, and for execution of all
agreements. To delegate or share this authority with other council members
appears to require local code providing this authority.



Contract agreements are brought to Council for approval, in some cases to be
signed by the mayor and in others by the administrator. Again, CGC requires local
ordinance for authorization to have agreements signed by other than the mayor.

Instruments requiring the city seal typically include certified copies of resolutions
and ordinances requested by outside entities; these are originally signed by the
mayor then certified by the city clerk with an embossed seal and wet signature.
BMC provides that the city clerk is “custodian of the seal of the city” and will
“administer oaths or affirmations, take affidavits... and certify copies of official
records” (BMC 2.17.040).

BMC Section 2 names the city administrator as “chief executive officer of the city
government and shall be responsible to the city council for the administration of all
units of the city government and for carrying out policies adopted by the council”
(BMC 2.17.030). This same chapter provides that the mayor will be “director of
emergency services” and chairman of the Biggs disaster council (BMC 2.25).

Attachment 2: Government Code Sections 36801-36815 and 40601-40605

3. Meeting Schedules
To avoid conflicts with holidays and other local functions, Council may wish to
consider changing its regular meeting date to other than the third Monday. The
third Monday is typically in conflict with:
e January and February holidays
e Thanksgiving and Christmas weeks
e Gridley City Council regular meetings and thus participation by Gridley
Herald, G-B Police, and G-B Electric, as well as attendance at one another’s
meetings.

Staff suggests consideration of second Mondays, or perhaps the first or second
Tuesday.

4. Communciations
The City Council decided to suspend Council Connections forums for Oct-Ncv-Dec.
Staff requests direction as to whether this program will resume or remain
discontinued.

Also, staff began publishing shorter bi-monthly newsletters this past year, in lieu of
the longer quarterly publications. Staff request direction.

Fiscal Impact of Recommendation:
Undetermined and probably negligible staff administrative labor in each case.
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GOVERNMENT CODE
SECTION 36801-36815

36801. The city council shall meet at the meeting at which the
declaration of the election results for a general municipal electiocon
is made pursuant to Sections 10262 and 10263 of the Elections Code
and, fcllowing the declaration of the election results and the
installation of elscted officials, choose one of its number as mavoer,
and one of its number as mayor pro tempore.

36802. The wmayor shall preside at the meestings of the council. If
he is absent or unable te act, the mayor pro tempore shall serve
until the mayor returns cor is able to act. The mayor pro tempore has
all of the powers and duties cf the mayor.

36803. The mayer may make or second any motion and present and
discuss any matter as a member of the council.

36B04. If the city clerk is absent, the deputy city clerk shall
act., If there is none, the mayor shall appoint one of the council
members as city clerk pro tempore.

36805. The city council shall hold regular meetings at least once a
month at times fixed by ordinance or resolutions. It may adjourn any
regular or adjocurned meeting to a date specified in the order of
adjournment. When so adjourned, the adjourned meeting is a regular
meeting for all purposes.

36807. At any special meeting the city council shall act only on
matters referred to in the notice or consent.

36809. When an order of adjournment of a regular meeting fails to
state the hour at which the adjourned meeting is teo be held, it shall
be held at the hour specified for regular meetings.

36810. A majority of the council censtitutes a quorum for
transaction of business. Less than a majority may adjourn from time
to time, and compel attendance of absent members in the manner and
under the penalties prescribed by ordinance.

http://www.leginfo.ca.gov/cgi-bin/displaycode?section=gov&group=36001-37000&file=... 10/31/2011



CA Codes (gov:36801-36813)

36811. Tf 21l council members are absent from any regular meeting,
the city clerk shall declare the meeting adjourned to a stated day
and hour. The city clerk shall cause a writfen notice of the
adjocurnment to be delivered personally to each council member at
least three hours before the adjcurned meeting.

3681Z. After incorporation, the city council is judge of the
qualifications cf its members and of electicn returns. It shall
determine contested elections of city officers.

36812.1. If a written statement to contest the election of a city
officer pursuant to Sections 16400 and 16401 of the Elections Code is
filed with the city clerk prior to the commencement of any
proceeding by the city council, pursuant to Section 36812, the
authority of the city council to commence those preoceedings shall be
suspended for the applicable period of time specified in Section
16401 of the Elections Code for the filing of the statement of
contest.

Upon the expiration of the period of time, the city council may
proceed pursuant to Section 36812 if no proceedings have been
instituted pursuant to Article 1 (commencing with Secticn 16500) of
Chapter 6 of Division 16 of the Elections Code, or those proceedings
are terminated without judgment being rendered by the court.

36B12.5. A city may defend any person elected to the city council
or to the office of city clerk or city treasurer in any electiocn
contest instituted for any of the causes set forth in subdivisions
{a), {(d}, or {e} of Section 16100 of the Elections Code.

36B13. The council may establish rules for the conduct of its
proceedings. It may punish a member or other person for disorderly
behaviocr at a meeting.

36814. The council shall cause the clerk to keep a correct record
of its proceedings. At the request of a member, the city clerk shall
enter the ayes and noes in the Journal.

36815. Any reference te "councilman™ or "councilmen" shall also

mean and include "councilwoman" or "councilwomen.” A female member of
a city council may designate herself "councilwoman." Any member of a
city council may designate himself or herself "councilmember,™

Page 2 of 2
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CA Codes (gov:40601-40605)

GOVERNMENT CODE
SECTION 40601-40605

40601. In the absence of the mayor, the mayor pro tempore shall
exercise the powers granted in this chapter.

40602. The mayor shall sign:

{a) All warrants drawn on the city treasurer.

{b) All written contracts and conveyances made cor entered intc by
the city.

(c) ALl instruments requiring the city seal.

The legislative body may provide by ordinance that the instruments
described in {a), {(b) and {(c) be signed by an officer cther than the
mnayor.

40603. He may administer oaths and affirmations, take affidavits,
and certify them under his hand.

40604. He may acknowledge the execution of all instruments executed
by the city and required to be acknowledged.

40605, 1In general law cities where the office of mayor is an
elective office pursuant to Article 5 (commencing with Section 34900)
of Chapter 7 of Part 1 of Division 2 of Title 4, the mayor, with the
approval of the city council, shall make zll appcointments to boards,
commissions, and committees unless otherwise specifically provided
by statute.

http://www leginfo.ca.gov/cgi-bin/displaycode?section=gov&group=40001-41000&file=...
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Rosenberg’s Rules of Order:
Simple Parliamentary
Procedures for the 21st

he rules of procedure at meetings

. should be simple enough for most
people ta understand. Unforeunately,
that hasn't always been the case. Virtu-
ally all elubs, associations, boards, coun-
cils and bodies follow a set of rules,
Raberts Rules of Order, which are em-
bodied in a small bur complex boak,
Virtually no one I know has accually
read this book cover to caver.

Warse yer, the boole was written for
anather time and purpose. If you are
running the Bricish Parliament, Robert}
Riules of Order is a dandy and quite use-
ful handbook. Cn the other hand, if
you're running a meeting of a five-
member body wich a few members of
the public in attendance, a simplified
version of the rules of parliamentary
procedure is in order. Hence, the birth
of “Rasenberg’s Rules of Order.”

This publication covers the rules of
parliamentary procedure based on my
20 years of experience chairing meetings
in state and Jocal government. These
rules have been simplified and stimmed
down for 21st century meetings, yet
they retain the basic tenets of order to
which we are accustomed.

“Rosenberg’s Rules of Order” ate sup-
ported by the following four principles:

1. Rules should establish order. The
first purpose of the rules of parlia-
mentary procedure is to cstablish a

framewark for the orderly conduct
of meetings.

2. Rules should be clear. Simple rules
lead ta wider understanding and
participation. Complex rules create
two classes: those who understand
and participare and those who do
not fully understand and do not
fully participare.

3. Rules should be user-friendly. That
is, the rules musc be simple enough
thar citizens feel chey have been able
to participate in the process.

4, Rules should enforee the will of
the majority while protecting the
rights of the minority. The ultimace
purpase of the rules of pracedure is
to encourage discussion and to facili-
tate decision-making by the body. In
a democracy, the majority rules. The
rules must enable the majority to
express itself and fashion a resule.
while permitting the minority to also
express itself (but not dominate) and
fully parricipate in the process.

The Chairperson Should Take a
Back Seat During Discussions

While all members of the gaverning
body should know and understand the
rules of parliamentary procedure, icis
the chairperson (chair) wha is charged
with applying the rules of conduct.

The chair should be well versed in those

There are exceptions to the general rule of free
and open debate on motions. The exceptions all

apply when there is a desire to move on.

Century

by Dave Rosenberg

rules, because the chair, for all incenes
and purposes, makes cthe final ruling on
che rules. In fac, all decisians by the
chair are final unless averruled by the
governing body itself.

Because the chair conducts the meerting,
it is common courresy for the chair to
take a less active role than other mem-
bers of the body in debates and discus-
sions. This daes 2ot mean thar che chair
should not participate in the debate or
discussion. On the contrary, as a mem-
ber of the body, the chair has full righss
to participate in debates, discussions
and decision-making. The chair should,
however, strive to be the last to speak at
the discussion and debaze stage, and
should not make or second a modion
unless he or she is convinced that no
other member of the body will do so.

The Basic Format for an
Agenda ltem Discussion

Formal meetings normally have a written,
published agenda; informal meerings
may have only an oral or understood
agenda. [n either case, the meeting is
governed by the agenda and che apenda
constitutes the body's agreed-upon road
map for the meeting. And each agenda
item can be handled by the chair in the
following basic formar.

First, the chair should clearly announce
the agenda item number and should
clearly state whar the subject is. The
chair should then announce the formac

that will be followed.

Second, following thar agenda formar,
the chair should invite the appropriate
people to report on the item, including
any recommendation they might have.
The apprepriate person may be the

chair, a member of che governing body,

www.cacities.org



Rosenbergs Rudes of Order: Simple Parlizmentary Procedure for the 21st Contury

a staff person, or a commicree chair
charged wich providing informazion
about the agenda item.

Third, the chair should ask members

of the body if they have any technical
questions for clarification. At this point,
members of the governing body may ask
clarifying questions to the people who
reported on the item, and they should
be given time to respond.

Fourth, the chair should invire public
comments ot, if apptopriate at a formal
meeting, open the meeting to public
input. If numercus members of the pub-
lic indicate a desire to speak to the sub-
ject, the chair may limit the time of each
public speaker. At the conclusion of the
public comments, the chair should ann-
ounce that public inpur has concluded
{or ¢hat the public hearing, as the case
may be, is closed).

Fifth, the chair should invite 2 morion
from the governing body members. The
chair should announce the name of che
member who makes the motion.

Sixth, the chair should decermine if any
member of the body wishes ta second
the motion. The chair should anncunce
the name of the member who seconds
the motion. It is normally good practice
for 2 motion ta require a secand before
proceeding with it, to ensure that it is
not just one member of the body who
is interested in a parricular approach,
However, a second is nor an absolute
requirement, and the chair can praceed
with consideration and a vate an the
motion even when there is no second.
This is a mareer left to the discretien

of the chair.

Seventh, if the motion is made and sec-
onded, the chair should make sure every-

one understands the motion, This ts
done in one of cthree ways:

1. The chair can ask the maker of <he
motion to repeat it;

2. The chair can repeat che mortion; or

3. The chair can ask the secretary
or the clerk of the bady to repeac
the motion.

League of California Cities

Eighth, the chair should now invite dis-
cussion of the motion by the members
of the governing body. If cthere is no
desired discussion or the discussion has
ended, the chair should announce thas
the bady will vote on the mation. If
thete has been no discussion or a very
brief discussion, the vore should proceed
immediately, and there is ne need ta re-
peat the motion. If there has been sub-
stantial discussion, it is normally best to
make sute everyone understands the
motion by repearing it

Maotions are made in a simple two-step
orocess. Firse, the chair recognizes the
member. Second, the member makes a
motien by preceding the member's
desired approach wich the words: 1
move ..." A typical motion mighe be:
“I move that we give 10 days' nadice in
the fusure for all our meetings.”

The chair usually iniciates the motian by

1. Invising the members to make a
morion: “A motion at this time
weuld be in order.”

Debate on policy is he

debat

shit to cut off discussion

s

is ot The chair has the 1

- on personalities

H

that Is too personal, too loud or too crude.

Ninth, the chair takes a vote. Simply
asking for the “ayes” and then the “nays”
is normally sufficient. 1f members of the
body do not vore, then chey “abstain.”
Usless che rules of the body pravide
otherwise or unless 2 super-majority is
required (as delineated later in these
rules), a simple majority determines
whether the motion passes or is defeated.

Tenth, the chair should anncunce the
result of the vote and should announce
what action {if any) the body has taken.
In announcing the resuly, the chair
should indicase the names of the mem-
bers, if any, who voted in the minericy
on the motion. This announcement
might take the following form: “The
motion passes by a vote of 3-2, wich
Smith and Janes dissenting. We have
passed the matian requiring 10 days’
notice for all future meetings of this
governing body.”

Motions in General

Motions are the vehicles for decision-
making,. It is usually best ro have a mos-
ion before the gaverning bady prior to
discussing an agenda item, to help every-
one focus an the motiaon befare them.

2. Suggesting a motion to the members:
“A motion would be in order char we
give 10-days’ notice in the fucure for
all our meetings.”

3. Making the mation.

As noted, the chair has every rightasa

member of the body to make a motion,
but normally should do so enly if he or
she wishes a motion to be made buc no
other member seems willing to do so.

The Three Basic Motions

Three mortions are the most commeon:

1. The basic motion. The basic motien
is the one that puts forward a deci-
ston for consideration, A basic mot-
ion mighe be: “1 move that we create
a Ave-member commiteee to plan
and put on our annual fundraiser.”

2. The motion to amend. If a member
wants to change a basic motion that
is under discussion, he or she would
move re amend it. A motion to
amend might be: “I move that we
amend the motion to have a 10-
member commitee.” A motion 1o
amend rakes the basic morion thar is
before the body and seeks o change

It In some way.



3. The substitute motion. If a member
wants to completely do away widh
the basic motion under discussion
and put a new mortion before the
governing body, he or she would
“move a substitute motion.” A substi-
tute motion might be: I move a sub-
sficure motion thar we cancel the
annual fundraiser this year.”

Motions to amend and substiture mo-
tions are often confused. Bur they are
quite different, and so is their effect,
if passed.

A motion to amend seeks to retain the
basic motion on the floor, but to modify
it in some way,

A substitute mortion seeks o throw ourt
the basic motion on the Aoor and subsri-
ture a new and different motion for it

The decision as to whether a motion is
really a mation to amend or a substituce
motion is left to the chaic. So thacifa
mermber makes what that member calls a
mortion w amend, but che chair derer-
mines it is really a substimuee motion, the
chair’s designation governs.

When Muitiple Motions Are Before
The Governing Body

Up two three motions may be on the flaor
simultaneously. The chair may rejecca
fourth motion unril the chree chat are on
the floor have been resolved.

When two or three motions are on the
Hoor (after motions and seconds) at

the same time, the firs vote should be
on the Jast motion made, So, for exam-
ple, assume the first modon is a basic
“maotion to have a five-member commit-
tee to plan and put on our znnual fund-
raiser.” During the discussion of this
maotion, a member might make a second
mortion o “amend the main maotion o
have a 10-member committee, not a
five-member committee, to plan and
put on our annual fundraiser.” And per-
haps, during that discussion, a member
makes yet a third motion as a “substitute
motion that we nor have an annual
fundraiser this year.” The proper proce-
dure would be as follows.

Rasenbergs Rules of Order: Simple Parliamentary Procedure for the 215t Century

First, the chair would deal with the
third (the last) motion on the floor, the
substitute motion. After discussion and
debate, a vete would be raken first on
the third morton. If the substinite
motion paises, it would be a substitute
for the basic motion and would elimi-
nate it. The first mosion would be moos,
as would the second motion {(which
sought to amend the first motion), and
the acrion on the agenda item weuld be
complete. No vate would be taken on
the first or sccond motions. On the
other hand, if the substure morion (the
third morion) faifed, the chair would
praceed to consideration of the second
(now che last) motion on the floor, the
motioft to amend.

If the substitute motion failed, the
chair would then deal with the second
(now the fast) motion on the floer,

the motion to amend. The discussion
and debate would focus strictly on the
amendment (should the committee be
five or 10 members). If the motion to
amend passed, the chair would now
move te cansider the main mortion (che
first motion) as amended. If the motion
ro amend failed, the chair would now
move to consider the main motion
(the first motion) in ics original formar,
not amended.

To Debate or Not to Debate

The basic sule of motions is that they
are subject to discussion and debate.
Accordingly, basic motions, metions w
amend, and substitute motions are all
eligible, each in their curn, for full dis-
cussion before and by che body. The
debate can continue as long as members
of the body wish to discuss an item, sub-
jece to the decision of che chair thar it is
time to move on and cake acrion.

There are exceprions to the general rule
of free and open debate on motions. The
exceptions all apply when thereisa
desire of the body 0 move on. The fol-
lawing motions are not debacable (thar
is, when the following matons are made
and seconded, the chair must immedi-
ately call for a vote of che body wichous
debate on the moton):

A motion to adjourn. This motion, if
passed, requires the body o immediacely
adjourn ro its nexr regularly scheduled
mecring. This mocion requires a simple

majoricy vorte.

A motion to recess. This motien, if
passed, requires the boady o immediately
rake a recess. Normally, the chair decer-
mines the length of the recess, which
muay tange from a few minutes w an
hour. It requires a simple majority varte,

The challenge for anyone ¢

accomn mod&te :}Ubl

Third, the chair would now deal with
the first motion that was placed on the
floor. The original motion wauld either
be in its original format (Ave-member
commirttee) or, if amended, would be in
its amended formar {10-member com-
mittee). And the question on the foor
for discusston and decision would be
whether a commitee should plan and
puc on che annual fundraiser.

A motion to fix the time to adjourn.
This motion, if passed, requires the body
to adjourn che meeting at the specific
time set in the motion. For example, the
motion might be: “1 move we adjourn
this meeting at midnighe.” Tt requires a
simple majority vote.

A motion to table. This morion, if
passed, requires discussion of the agenda
item to be halted and the agenda item to

www.cacities.arg
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Rosenbergs Rules of Order: Simple Parliamentary Procedure jor the 21st Contury

be placed on “hold.” The motion ma the mation {ails. If one member is ab-
¥y
sent and the vorte is 3-3, the motien

stilf fails.

contain a specific time in which the
item can come back to the body: “I

move we table this item until our regu- . . . .
All motions requite a simple majority,

buc there are a few exceprions. The
exceptions occur when the body is

lar meeting in October.” Or the motion
may conain no specific time for the

rerurn of the item, in which case a . . .
taking an action thac effectively cuts

off the ability of 2 minority of the body
to take an action or discuss an item.
These extracrdinary motions require a
two-thirds majarity (a super-majority}

mortion to take the item off the rable
and bring ic back to the body will have
to be raken ata future meeting, A
mation to table an item {or o bring it
back o the body) requires a simple to pass
majotity vote.

Motion to lisit debate. Whether a
member says, “1 move the previous
questien,” “1 move the questian,” “[

A motion to limit debate. The most
common form of this mation is o say:
“I move the previous question” ar “I e L.
AR call for the question” or "I move to limit
move the question” or “T call for the
question.” When a member of the body

makes such a motion, the member is

debate,” it all amounts to an attempt to

cut off the ability of the minority to dis-

. cuss an item, and it requires a two-thirds

really saying: “I've had enough debare. ’ K
. . " voLe T Pass.

Lers get on with the vote.” When such

a motion is made, the chair should ask

for a second to the motion, stop debate,

Motion to close nominations. When
choosing officers of the body, such as the
and varte on the mortion e limic debate. chair, neminartions are in order either
The motion o limit debarte requires a from a nominating commitcee or from
two-thirds vote of the body. Note that a
motion to limic debate could include a

time limit. For example: "I move we

the floor of the bedy. A motion to close
nominations effeceively cuts off the right
of the minority 1o nominate officers,
limit debare on this agenda item to and it requires a two-chirds vore

15 minuates.” Even in this formar, the [0 pass.

I you are running the British
Robert's Rudes of Order is

vsetu] handbeolk.

mation to limic debate requires a two- Motion te object to the consideration

thirds vote of the body. A similar mot- of a question. Normally, such a motion
ian is a mmarion to vhject to consideration is unnecessary, because the objectanable
item can be tabled or defeated straight
up. However, when members of a body

do not even wanc an item on the agenda

af an itenz. This motion is not debatable,
and if passed, precludes the body from

even considering an item on che agenda.
It also requires a owo-chirds vorte, to be considered, then such a morion
is in order. It is noc debatable, and it

Majority and Super-Majority Votes requires a twa-thirds vete w pass.

In a democracy, decisions are made with Motion to suspend the rules. This

a simple majority vate. A tie vote means mortion is debaeble, but requires a owo-
the motion fails. So in a seven-member
body, a vote of 4-3 passes the motion. A

vote af 3-3 with one abstention means

thirds vote to pass. 1f che body has its
own rujes of arder, conduct or proce-
dure, this metion allows the bedy o sus-

League of California Cities

pend the rules for a particular purpase,
Far example, the body (2 private club)
might have a rule prohibiting the atten-
dance ac meetings by non-ctub mem-
bers. A motion to suspead the rules
would be in arder ro allow a non-club
member ta attend a meering of the club
an a particular dage or on a parcienfar
agenda item.

The Motion to Reconsider

There is a special and unique motion
that requires a bit of explanation all by
itself; the morion to reconsider. A rener
of parliamentary procedure is finalizy.
After vigarous discussion, debate and

a vote, there must be some closure to
the issue. And so, after a vose s taken,
the marter is deemed closed, subject
only o reopening if a proper mation
to reconsider is made.

A motion o reconsider requires a
majority vote ta pass, burt there are
rwa special rules char apply only 1o
the motion to reconsider.

First is the maceer of dming. A motion
to recansider must be made ac the meet-
ing where the item was firsc vored upon
or at the very next meeting of the body.
A motien to reconsider made at 2 lacer
time is untimely. (The body, however,
can always vote to suspend the rules
and, by a two-thirds majority, allow a
motion to reconsidet to be made at
another time.)

Second, a motion ta reconsider may be
made only by certain members of the
body. Accordingly, a motion 1o recon-
sider may be made only by a member
who voted iu the majority on the origi-
nal motion. If such a member has a
change of heart, he or she may make the
motion to reconsider {any other mem-
ber of the body may second the motion).
If a member who vated i the minerity
secks to make the motion to reconsider,
it must be ruled out of arder. The pus-
pose of this rule is fnality. If a member
of the minority coutd rmake a motion o
reconsider, then the irem could be
brought back to the body again and
again, which would defeat the purpose

of finality.



If the motion to reconsider passes, then
the ariginal marter is back before the
body, and a new original mortien is in
order. The matter may be discussed and
debated as if it were on the floor for the
firse time,

Courtesy and Decorum

The rules of order are meant 1o create
an atmosphere where the members of
the body and the members of che public
can atrend to husiness efficientdy, fairly
and with full participation. And at the
same time, it is up o the chair and che
members of the body to mainzain com-
mon courtesy and decorum. Unless the
setting is very informal, it is always best
for only one person at a time to have
the floar, and it is always hest for every

Rosenbergs Rules of Order: Simple Parliamentary Procedure for the 21st Century
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motion before the cov-

(53

ttent,

lege relate to anything chac would inter-
fere with the normal camfare of the
meeting. For example, the room may
bhe too her or o cold, or a blowing
fan might interfere with a person’s
abilicy to hear.

Ordcr The proper interruption would
be: "Point of order.” Again, the chair
would ask the interrupter to “state your
point.” Appropriate poincs of order

Motions to amer
often <:<}3:1'§h:3<3d. But

50 is their effect, if passed.

end and subst
they are qui{t@f diffe

e motions are

ent, and

speaker to be first recognized by the
chair before proceeding to speak.

The chair should always ensure thae
debate and discussion of an agenda item
focus on the item and the policy in ques-
tion, not on the personalities of the
members of the body. Debate on policy
is healthy; debate on personalities is not.
The chair has che right w cur off discus-
sion that is too personal, toa loud or

oo crude.

Debate and discussion should be fo-
cused, burt free and open. [n che interest
of time, the chair may, however, limic
the time alloteed to spezkers, including
members of che body. Can a member of
the body interrupt dhe speaker? The
general rule is no. There are, however,
exceprions. A speaker may be interrupr-
ed for the following reasons:

Privilege. The proper interruption
would be: “Point of privilege.” The chair
would then ask the interrupeer o “state
your point.” Appropriate points of privi-

relate to anything that would not be
considered appropriate conduct of the
meeting; for example, if the chair moved
on to 4 vote on a motion chat permits
debare withour allowing that discussion
or debare.

Appeal. If the chair makes a ruling thac
a member of the bady disagrees with,
that member may appeal the ruling of
the chair. If the motion is seconded and
after debate, if it passes by a simp!c
majority vote, then the ruling of the
chair is deemed reversed,

Call for orders of the day. This is sim-
ply anacher way of saying, “Let’s return
to the agenda.” If a member believes thac
the body has drified from the agreed-
upan agenda, such a call may be made.
It does not require a vote, and when the
chair discovers that the agenda has not
been foliowed, the chair simp!y reminds
the body to return to the agenda irem
praperly before them. If the chair fails
10 da so, the chair’s determination may

be appealed.

Withdraw 2 motion. During debate
and discussion of a motien, the maker
of the mation on the floor, ac any time,
may interrupt a speaker o withdraw
his of her motion from the floor. The
macion is immediately deemed with-
drawn, aithough the chair may ask the
person who seconded the motion if
he or she wishes to make che morion,
and any ocher member may malke the
motion if properly recognized.

Special Notes About Public Input

The rules outlined here help make meet-
ings very public-fricndly. But in addi-
tion, and particularly for the chair, it is
wise to remember three special rules that

apply to cach agenda item:

Rule One: Tell the public what the body
will be doing.

Rule Two: Keep the public informed
while the body is doing it

Rule Three: When the body has aceed,
tell the public whae the body did.

Public inpus is essential to a healthy
demoeracy, and community parcipa-
tion in public meetings is an imporcant
element of that inpur. The challenge for
anyone chairing a public meeting is 1o
accommodate public inputin a tdmely
and time-sensitive way, while mainsain-
ing steady progress through the agenda
items. The rules presented here for con-
ducring a meeting are affered as wools for
effective leadesship and as a means of
develaping sound public policy. #
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