RULES OF PROCEDURE

THE SAN ANGELO CITY COUNCIL
Accepted by City Council actions on May 13, 1997, May 20, 1997, May 27, 1997, July 1, 1997, August 19, 1997, April 20, 2004, May 4, 2004, March 11, 2008, May 5, 2009, and March 8, 2010.
The following rules are designed to enhance the accessibility of the City Council meeting process to the citizens, and further assist the Council members to make the most informed decisions possible.  The City Council has not adopted parliamentary procedure but has accepted these rules of procedure and public input for all future meetings of the Council.

Council may waive any rule in a particular circumstance where deemed appropriate by a majority of the Council.  These Rules of Procedure and Public Input will be effective immediately upon acceptance by the City Council.

The Convention Center is accessible to persons with disabilities.  If assistance is needed to observe or comment, please notify the Office of the City Clerk, Room 202, City Hall, 657-4405, at least 24 hours prior to the meeting.  For questions about the agenda, please call the Office of the City Manager at 657-4241.

MEETING SCHEDULE:
The San Angelo City Council will meet on the first and third Tuesday of every month at 10:00 A.M. in the San Angelo Convention Center, 500 Rio Concho Drive.  The Council reserves the right to move the meeting to an alternate location at its discretion.  A minimum of five voting members must be present to constitute a quorum.  In the absence of a quorum, the City Council cannot hold or continue a regular, emergency or special meeting.

On the first and third Tuesday of every month, the City Council will convene in its regular meeting to consider items on the Executive Session, Consent, Regular: 1) Council Goals, 2) Public Hearing and Comment, 3) Follow-up and Administrative, and 4) Work Session Agendas.  Additional called meetings and special called work sessions may be scheduled as needed.

AGENDA:
The Mayor and any Councilmember may place an item on the agenda. In order for staff to place an item on the agenda of any Council meeting, a request must be delivered to and approved by the Office of the City Manager at least by the Thursday 12 days prior to the Council meeting at which the item is to be considered.  In appropriate circumstances, the City Manager may approve placement of an item on the agenda after this date.  Requests by staff should be submitted in the format shown on the attachment.  

If, during the meeting of a City board or commission, a motion is approved to take an action, such action shall be presented to the City Council on the proposed agenda and if approved by the City Council, the action item shall be placed on a regular agenda.  When the action item is placed on a City Council agenda, a member of the board or commission recommending the action shall make the presentation to the City Council.

Items on the agenda will be addressed in the order that they are listed on the agenda unless the City Council, by majority vote, determines that it is appropriate to move the item to another place on the agenda.  Before taking action, the City Council shall consider whether moving the item will have a detrimental effect on a citizen’s ability to listen to and comment on the item. 

Agenda items may be cancelled or postponed by a vote of the City Council, by staff request or by the proponents, provided however that if city ordinance or state law requires a different procedure for a particular item then that procedure shall take precedence.

Reconsideration of an ordinance for specific process generally requires 4 council members to vote to reconsider a failed or adopted ordinance if it has been in effect or was defeated for less than 6 months prior to the date of reconsideration.  For further information, see Chapter 1, Section 1.1002 entitled “Reconsideration.”
MEETING PROCEDURE:

When the Council is discussing a matter on the agenda, a councilmember wishing to speak shall ask the Mayor to recognize him/her.

In order to give the public ample time to become aware of proposed major service policy or ordinance changes and to allow for opportunities to comment on such changes, the Council shall, where possible, put a discussion item on the agenda where no action will be taken.  Action on the proposal will take place at a future meeting when Council is satisfied that the public has been made aware of the item and has had appropriate opportunities to comment.

Additional information regarding Code of Conduct may be found in Chapter 2 of the Code of Ordinance. 
MAYOR/COUNCILMEMBER COMMITTEES:

When the Mayor or a Councilmember forms committees to assist them in gathering information or formulating policies on public business, the following procedures shall apply:


1.
The Committee should report its findings to the Mayor or Councilmember who appointed them.


2.
The Mayor or Councilmember may put the report on the agenda for Council to consider.


3.
The Council may decide to:



a.
Send the report to an appropriate city board for review.



b.
Send to staff for review.



c.
Take action itself.



d.
Take no action.

STAFF DIRECTIVES:

Any Councilmember may direct requests for routine service, (i.e., fixing a pothole) to the appropriate department.

Directives for a report or action which requires additional research, non-routine service, or follow-up action shall be addressed through the City Manager.

Non-routine items which require legal review, comment or drafting shall first be approved in concept by the City Council.  Before a contract is approved, the City Attorney shall include, when appropriate, a recitation of the City’s authority to enter into the contract and provisions necessary to protect the City’s interests.

CONDUCT BY CITIZENS:
Members of the public in attendance at any meeting of the San Angelo City Council will conduct themselves with proper respect and decorum in speaking to and addressing the Council, in participating in public discussions and in all actions during the meeting of the City Council.  Members of the public may address the City Council during the Public Comment and Regular agenda categories of the meeting.  Threatening, insulting, or profane language or slurs related to gender, race, or ethnic background will not be tolerated.  Members of the public unwilling to conduct themselves in an orderly and appropriate manner may, at the discretion of the Council, be ordered to leave the meeting.

MEETING FORMAT:
All regular, special and emergency meetings of the San Angelo City Council will be called and conducted in accordance with the provisions of the Texas Open Meetings Act, Article 6252-17, VTCS.  All regular, special and emergency meetings of the San Angelo City Council are open to the public and to representatives of the media.

In the regular Council meeting, there will be an open session during which the council reserves the right to retire into Executive/Closed session on any matters listed under the open session if a determination is made that to do so is necessary and legally justified under the provisions of Title 5, Texas Government Code, Chapter 551.  Executive Sessions of the City Council are not open to the public, the press or the media, and only those individuals expressly allowed by law and invited may attend the Executive Session.

During the regular meeting, there are five categories of consideration: Proclamations, Public Comment, Consent Agenda, Regular Agenda and Work Session Agenda.  Each is described more fully below.

Proclamations/Recognitions:
Proclamations are designed for the Mayor and City Council to express support and recognition of the efforts of the citizens and agencies of San Angelo, Tom Green County and the State of Texas.  To be included on a Council agenda, proclamations must be requested by a resident of San Angelo acting as a representative of a nonprofit group or government entity with a local San Angelo office location, and must be approved by the City Clerk.  The local agency representative should be present to accept the proclamation.  Proclamations for the promotion of a for-profit entity, located either in San Angelo or outside the city, are not eligible for recognition.  Proclamations may be requested by calling the Office of the City Clerk at 657-4405.

Public Comment:
Immediately following proclamations at each regular meeting, public comment will be received on any subject within the scope of Council authority.  The Council may answer any questions or make comment if the public comment is related to an item on the meeting agenda.  If a member of the public wishes to discuss a subject that has not been included in the meeting notice, discussion must be limited to a proposal to place the subject on the agenda for a future meeting.

Consent Agenda:
All matters listed under the consent agenda are routine and will be enacted by the Council in one motion.  The items will not be discussed individually, however, staff may clarify information and Council members may ask questions of staff.  If discussion and/or public input are desired by the Council, an item will be removed from the consent agenda for consideration on the regular agenda.  Public comment will not be accepted during the consent agenda.

Regular Agenda:
All matters listed under the regular agenda are subject to individual discussion and action by the Council.  On public hearing items, public input will be received on each item immediately following the Council discussion and prior to any action on the item.  Each member of the public should make their remarks from the podium and begin by stating their name.  Remarks by each citizen will be limited to three to five minutes, unless waived by a council member for all speaking on that matter (04/20/04).  No individual will be allowed to speak more than once on any one subject until every citizen wishing to comment has done so.  The procedure for discussion on public hearing items will be as follows:

1.
Staff presents the item in detail to the Council.  Council may discuss the item before and after staff presentation.

2.
Public input is received.  Council may discuss the item during the public comment portion of the public hearing agenda.

3.
Council will discuss the item and may ask any questions of staff or the public as necessary.

4.
A motion will be entertained.  Public input may be reopened by any Council member.

5.
Vote will be taken on the motion on the floor.

Work Session Agenda:
All matters listed under the work session agenda are presented for discussion and future planning purposes only.  No administrative or regulatory action will be taken by the council.  Public comment will not be accepted during the work session agenda.
BOARD & COMMISSION JOINT WORK SESSION
Joint Work Sessions will be held bi-annually with each Board and Commission.  A criterion outlining the facilitation of these meetings was approved on March 8, 2010 (see attached criteria).  
COMMUNITY MEETINGS:
The City Council may schedule periodic meetings in the community for a variety of purposes.  Theses rules of procedure will also apply to such community meetings.  However, the Council may adopt additional and supplemental rules for such meetings as may be necessary and appropriate.
(This format is to be used to prepare the agenda item cover sheet requested by the City Manager.  The cover memo is to be attached to the background information for each item to be scheduled for consideration at a Council meeting.  The cover memo and background information is to be submitted to the City Manager by the date indicated below.)

MEMORANDUM
DATE:
(Proposed Agenda submitted and reviewed by City Council at previous meeting)
TO:

Harold Dominguez, City Manager
FROM:
(Department Head submitting the item)
SUBJECT:
Agenda Item for (date*) Council meeting

*Note:
Council meetings are held on the first and third Tuesdays of each month.

CONTACT PERSON:  (Staff member responsible for background and staff member who will present the item at the meeting)

PHONE NUMBER:  (Phone number of contact person)
CAPTION:  (How the item is to be worded on the agenda in order to give adequate notice to the public; also indicate whether item is for Consent Agenda or Regular Agenda)

RELATED GOAL ITEM: (Describe which City Council goal the item is related to or state “None.”)

SUMMARY:  (Brief synopsis of the issue)

HISTORY:  (Brief history of the issue)
FINANCIAL IMPACT:  (Budgeted amount; budget amendment required; revenue source)
OTHER INFORMATION/RECOMMENDATION:  (Legal issues; citizen input; public interest; funding source; board/commission and staff recommendation) 
PRESENTATION:  (Presentation by Staff)
PUBLICATION:   (Publication requirements, legal notices, etc.)
REVIEWED BY DIRECTOR:  
BOARD & COMMISSION

WORK SESSION CRITERIA
(Adopted 3/8/2010)
While each Board and Commission has duties and responsibilities specific to their area of concentration, all members have the following general responsibilities:

· Participation in an orientation meeting conducted by staff that provides support to the Board.  At this orientation, new members will be provided with the duties and responsibilities of the Board or Commission, its background of rules and regulations, an overview of issues before the Board, a review of the qualifications of the Board membership, and other items of interest and importance.

· Participation in formal or informal training/work sessions.  Many Boards and Commissions deal with technical issues that require a foundation of certain knowledge that must be updated from time to time.  The staff liaison will provide reasonable opportunities for members to keep current in these technical areas and members are expected to participate regularly.

· Regular attendance at all meetings of the Board or Commission.  Recognizing that members are often required to travel or have other activities that may conflict with Board or Commission meetings, it is undeniably important that effectiveness as a member requires regular attendance.   As a general rule, it is expected that members be able to attend at least 75 percent of all meetings of the Board or Commission.  It is particularly important that all members attend briefing and work sessions prior to regular meetings so as to promote effective and efficient meetings.  

The following guidelines will be utilized when preparing for a Work Session with the City Council.  Work Sessions will be scheduled bi-annually or at the requests of Council or the Board Chair.  

1. BOARD HISTORY

The following information should be provided, including, but not limited to, 
an overall history of the board’s existence and whether the creation of such was a result of Council’s or Citizen’s action.
a.
Is the board legally required?  If so, reference the federal, state, or local statute.
b.
Is the board advisory in nature or quasi-judicial?
2. BOARD COMPOSITION

To begin, review the organization's mission, values, vision and strategic direction as well as a position description describing the responsibilities of a board liaison in relation to such. Then, discuss three questions:

· What are the personal attributes every member should bring to board work? Examples are: a demonstrated commitment to community service, support for the mission and values, personal integrity and an understanding of the difference between the role of management and governance. 

· What are professional and technical backgrounds and the skill sets board members need to understand the organization and execute its responsibilities? Expertise in finance and business management are the most commonly needed backgrounds, but a board also may need members knowledgeable about community needs, information technology, quality management, ethics and values, political relations, marketing, law and real estate, among other areas. Also consider skill sets involving leadership, communications, consensus building and the ability to "think strategically outside the box." Some boards look for a few senior executives in large, regional corporations and changing industries to join local business and community leaders. No one person has all the competencies needed; a board is a team combining many strengths. 

· How does the makeup of the community compare to the board? Would the board benefit from a richer diversity of cultures, gender and generations among its members? Look for members who bring a needed competency or skill and also add to board diversity.

· Do the Term Limits meet the skill set requirements?  Based on the skill sets, do the term limits provide sufficient time to address issues, planning cycle, operational issues, etc.
3. BOARD OPERATIONAL ISSUES

Operational Issues should include the Board’s policy recommendations for providing equitable opportunities, long-range planning to achieve the equitable opportunities, significant issues considered in operationalizing the recommendations, and challenges that may impact the organization due to demographics, staff shortages, fiscal constraints, or other limitations.

4. BOARD PLANNING CYCLE

To accomplish the Board outputs with a governance style consistent with board policies, the board should follow a two year* agenda which (a) completes a re-exploration of ends policies annually and (b) continually improves its performance through attention to board education and to enriched input and deliberation.

The cycle should conclude every two years on the last day of September in anticipation of the City’s budget cycle. Administrative budgeting will be based on accomplishing the most recent board long range vision on an annual basis.

In the first six months of the new cycle, the board will develop its planning agenda for the ensuing two-year period.

Code, education, input and deliberation will receive the highest priority in structuring the series of meetings and other board activities during the Board planning cycle.

To the extent feasible, the board will identify those areas needed to increase the level of wisdom and forethought it can give to subsequent choices.

Professional Development plans for the board (individual and group) will be developed.
The Board Liaison will provide planning goals, mission, and strategic development overview on the board’s webpage.  This tool will be utilized to provide the public with necessary information, including, but not limited to, board roster, contact information, meeting notices, minutes, statutory and/or code requirements, by-laws, policy and procedure clarification, etc.
*Two year reference may be revised to conform with the member’s term.  Such change should be outlined in the By-Laws.

5. BOARD MONITORING/EVALUATION

The Board will conduct a self evaluation annually or self-assessment exercise to evaluate their overall effectiveness of their accomplished goals, specifically in relation to City Council policy directives. This process serves as a reminder of the primary functions of the board and can help generate ideas for future board recruitment.

The Board shall present the evaluation results to City Council at its bi-annual joint meeting.

6. CITY COUNCIL DIRECTION

At the discretion and direction of City Council, the Board will review issues, evaluate, and recommend options on any and all projects.  Such will be reviewed and/or approved by Council.  Council may provide specific or encompassed direction.

Board and Commission Review Worksheet
In reviewing boards and commissions, there are a number of questions that need to be answered. These include “Why do we have this board?”, “What can we expect from this board?”, “What are their strengths, weaknesses, and limits?”, “How well do they communicate?”, “Known issues?”, “Future direction?” In order to get a good picture of the board and answer these questions we need to review these areas. The questions and answers must be objectively stated, simple, and clear. 

 1. Mission statement. This needs to be the first item addressed. What is the fundamental mission of this board? Needs to answer the why of the board and part of what we expect from the board. This needs to be clear before anything else is looked at. To help clarify the mission, the history of the board should be briefly reviewed. Laws that mandate or control the function of the board need to be covered as well. The type of board such as advisory, oversight or decision making should also be clear. 

 2. General responsibilities. Once we are clear on the mission statement we look at the responsibilities that apply to members of all boards. New members should be given a general orientation session that covers the common requirements basic to all boards and members such as ethics, conflicts of interest, and related topics. In addition required training including open government should have been given and recorded. Attendance at board meetings and other planned events is also a fundamental responsibility for board members.

 3. Specific needs and responsibilities. Each board will have a unique set of needs. Some of those may be special training or occupational skills. These need to be identified and reviewed as to how well they are being met. The composition of the board as it exist, as the law requires, and how to improve it should be addressed at this time. Same goes for additional and specialized training and resources.

 4. Issues. Now we are ready to look at the issues this board deals with. A review of previous issues and solutions or resolutions is good to start off with. Issues just completed, issues being worked on, and issues that are known to be ahead all need to be at least put on the table at this time. Successes and failures need to be addressed and reviewed.

 5. Planning. Every board needs to do planning, but their cycles will be different. Few boards are tied to a budgetary cycle. Some are more seasonal than others. Some short term, some long. Some are mostly reactive. Still, planning needs to be done, and it needs to be forward looking, and it needs to have a list of objective goals, objectives and training needs. Maintenance and replacement of assets and resources, if any, need to be part of these plans. 

 6. Operations. Once the planning is reviewed, how the board operates needs to be addressed. Most of this will be in regular meetings and working with staff liaisons. Some times, more direct interaction within departments and other areas will be required. The boards operational limits need to be clear and well defined.

 7. Communications. One of the most critical parts of any board is communications. The city website in particular is important and needs attention. The website is the face of the board to the rest of the city. How well the board communicates often determines its effectiveness.

 8. Direction. The council, at the end of the review process needs give the board clear direction, starting with a restatement of the mission statement with any changes. Congratulations and criticisms need to be summed up. 
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