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Division 2. Meetings and Rules of Procedure*

Sec. 1.03.031 Applicability; suspension of rules

The following rules and order of business are those which the city will follow in conducting its meetings. This
division shall remain in effect unless otherwise changed by the city council; however, a majority of
councilmembers is at liberty to suspend the rules for a meeting or situation. (Ordinance 07-010 adopted 10/2/07)

Sec. 1.03.032 Types of meetings; time and place
Three types of meetings are recognized:

(1) Regular meetings. Regular meetings will be held on the first Tuesday night of each month. These
meetings will be held in the council room at the city hall commencing at 6:00 p.m.

(2) Special meetings. Special meetings are subject to call by the mayor or three councilmembers.
Except in unusual circumstances, these meetings will be held at the city hall, at a stated time. The
purpose of such meetings is to act upon matters of an emergency or critical nature that should not be
delayed until a regular meeting. Special meetings, as all other meetings, unless meeting specific
criteria, shall be open to the public. Agendas must be posted in accordance with state law, and minutes
of such meetings will be maintained as for a regular meeting. If a special meeting is called, each
member of the governing body must be notified of the special meeting no later than the time of posting.

(3)  Workshop meetings. Workshop meetings are subject to call by the mayor, city secretary or any
councilmembers, subject to majority will. The time, place and purpose will be stated at each instance.
The purpose of such meetings shall be to hear reports and to discuss in depth matters of interest to the
city, such as a meeting with one of the city’s appointed committees, or the council alone may wish to
explore a matter in great detail without taking action. No official council action will be taken at such
meetings, but minutes should be taken. Notice of the workshop must be posted in accordance with state
law. The public is welcome to attend, but will not participate in the discussions unless invited by the
mayor or councilmembers. The council may hear reports, but may not deliberate any matter unless that
matter is listed on an agenda that has been posted as required as required [sic] by the Open Meetings
Act.

(Ordinance 07-010, sec. 1, adopted 10/2/07; Ordinance adopting Code)
Sec. 1.03.033 Agenda

The following stipulations relate to the agenda for meetings of the council. No action can be taken on any item
unless that item has been posted on the agenda for that meeting and the agenda posted at city hall seventy-two (72)
hours prior to the meeting.

(1)  Preparation of agenda.

(A)  The mayor, councilmembers or any citizen may submit agenda items in writing. The submission
for an item to be placed on the agenda must be in writing, specific, and contain an explanation of the
purpose of the item and the financial effect on the city of the item’s enactment. Agenda items from the
mayor, councilmembers or citizens must reach the city secretary’s office at city hall by 9:00 am.,
Tuesday, prior to the regular Tuesday meeting. ltems submitted after that time will be held over until the
next council meeting, unless the item is of such importance that the mayor elects to place it on an
earlier agenda or calls a special meeting.

(B) The mayor and a majority of the councilmembers present may recognize or request a nonresident
or person not owning property in the city who is present at the meeting to address the council and
provide information on a specific agenda item subject to a three-minute time limit.

(C) Any citizen or property owner who places an item for consideration on the agenda shall be
allowed no more than ten minutes to present oral or written information that pertains to that specific
agenda item.

(D) The city secretary will exercise his/her best judgment in determining the placement on council
agendas and adding other items of business to come before the council. An item not appearing on the
agenda shall not be taken up for discussion as a matter of council business during any council meeting.
However, the council may receive items as information.



(E)  Any member of the city staff wishing to have an item placed on the agenda shall submit that item
to the city secretary’s office, through regular supervisory channels, for approval. The city secretary may
establish procedures for submission of routine items without his or her approval.

(2) Distribution of agenda packets.

(A) The agenda packets for all regular meetings will be made up and e-mailed or delivered by the
police department the week preceding the meetings.

(B)  This should afford ample time for the mayor and councilmembers to inquire into the nature of
each matter to be discussed and to personally investigate the matter so as to better inform himself or
herself before a council meeting. City elected officials are encouraged to call the city secretary or mayor
regarding any questions about items on the agenda or any other matters that concern the city.
Councilmembers are cautioned about engaging in discussions of city business with other
councilmembers. While one councilman may talk to one other councilman, any discussion that covers
city business that could be interpreted as action to circumvent the Open Meetings Act could result in
charges being brought against the member so doing.

(3) Posting agenda: notification of news media. The city secretary’s office will assume responsibility for
issuing to interested media a copy of the agenda advising them of the date, time and place and items to
be discussed at all council meetings. It is the expressed wish of the council that a notice of council
meetings appear in the news media the week before the scheduled meeting. The city secretary’s office,
in conjunction with the city attorney, will also assume the responsibility for compliance with the open
meetings law.

(4) Special meetings, workshop meetings, and emergency items.

(A)  Special meetings. In special meetings, as in all meetings of the city council, the council will restrict
consideration only to the item or items on the agenda. The city secretary will follow the same procedure
as above, advising the parties concerned. No item will be accepted by the mayor for discussion at any
meeting unless it has been posted on the agenda for that meeting.

(B)  Workshop meetings. Occasionally, public hearings may be held at workshop meetings for the
convenience of the public. Items to be discussed at a workshop meeting must be placed on an agenda
for that meeting and the agenda posted as required. Minutes will be kept of all workshop meetings.

(C) Emergency items. In the event that a situation arises which the mayor, city secretary or
councilmembers can legitimately classify as an emergency as specified in the statutes, that item may be
added to the agenda as late as two hours before a meeting. In such event, the nature of the emergency
must be specified in the agenda and notices given to any who have filed a written request to be notified
of meetings.

(Ordinance 07-010, sec. 2, adopted 10/2/07; Ordinance adopting Code)
Sec. 1.03.034 Rules of procedure

(a) Applicability: presiding officer; private conversations. These procedures shall apply to all meetings of
the city council. The mayor shall be the presiding officer at all meetings of the city council and have a
voice in all of its proceedings, but the mayor shall have no vote except in the event of a tie vote by the
council. Councilmembers shall speak in council meetings only upon being recognized by the presiding
officer, whose recognition shall not be unreasonably withheld. In the event of the absence of the mayor,
the pro-tem mayor shall be the presiding officer. The mayor pro tem shall be able to have a vote in all
matters as the mayor pro tem continues to be a councilmember even when presiding. In the event of the
absence of the mayor and pro-tem mayor, the councilmembers in attendance, if constituting a quorum,
shall select one of its members to preside over that meeting. The mayor and councilmembers shall
refrain from private conversations with one another.

(b)  Call to order. All meetings will begin promptly at the hour stated. A quorum shall be the attendance
of a majority of the members of the council. In the event of there not being a quorum at the time the
meeting is called to order, the council may discuss matters, but shall not take any action untila quorum
is present. In the event the mayor or a councilman leaves the council room and the remaining members
do not constitute a quorum, the council may continue to discuss matters listed on the agenda, but may
take no vote or conduct other business.

(c) Conformance to agenda. Ordinarily, the mayor or other presiding officer will follow the agenda as
published; however, the presiding officer shall have, subject to the approval of the council, the




prerogative of addressing items out of order should such change facilitate guests or other factors.
(d)  Presentation of agenda items.

(1) Agenda items scheduled by the city secretary will be presented by the city secretary, or the city
secretary may call on a staff member to present the item.

(2) Agenda items scheduled by the mayor or councilmembers will be presented by the one who
asked for the item to be placed on the agenda. In the event that an individual has requested an item to
be on the agenda, but is not present at the meeting, the item may be passed over. It may be placed on
the agenda of a later meeting if appropriate.

(e). Presentations from the floor.

(1)  All guests and other persons who are to speak to the city council, including staff members, other
than the city attorney, or city secretary who are seated at the table, shall wait in the audience until
recognized in accordance with section 1.03.033. When called by the presiding officer for an opportunity
to be heard, that person shall move immediately to the podium and make their comments.

(2) The speaker shall identify herself or himself by name and address and the agency represented, if
any. The speaker shall remain at the podium until all council questions have been answered and the
mayor has dismissed the speaker. Speaking from the podium will assure that the recording equipment
picks up the presentation.

() Council action.

(1)  After the council has heard all of the facts, reviewed the supporting data, and listened to the
arguments for and against each agenda item, it will act by approving or disapproving a motion. In the
event that there is no motion or no second to a motion, no action will be deemed taken. Robert’s Rules
of Order would require a motion to act prior to any discussion of any item on the agenda; however, this
council’'s policy permits introduction of an item and discussion prior to making a motion for action.

(2) The city council acts in one of two methods. It may adopt a resolution or an ordinance. A
resolution is an expression of the will of the council. The resolution may be written to honor some
person, to recognize an event, to ask the city administration to look into a matter, to perform a task, to
execute a contract, or to fulfill some other desire of the council. An ordinance is a law or regulation. The
council adopts an ordinance to set traffic regulations, to establish zoning or land use regulations, to set
the tax rate, etc. Both ordinances and resolutions require the presentation of the item on the agenda, a
motion and a second to the motion and an affirmative vote by a majority of those present and voting.

(3) From time to time, a question is raised about the legality of a person making a motion and then
voting against his/her own motion. There is nothing wrong with that. The person may be opposed to an
action and wants the motion on the floor so that person can register the opposing vote.

(4)  There may be situations in which the presiding officer concludes that there is a consensus among
the council, and that the issue is one that would not require an official vote and states for the record the
determination of the council (i.e., hearing no objection, so ordered.)

(Ordinance 07-010, sec. 3, adopted 10/2/07; Ordinance adopting Code)
Sec. 1.03.035 Minutes

(a) The city secretary or the city secretary’s assistant will keep minutes of all meetings. The meeting
will be recorded and the tapes will be kept for at least six months unless there have been questions
raised which indicate possible need to keep the tapes longer. The minutes will record the presence of
each elected official, each city staff member, and all guests who registered their attendance.

(b)  The minutes will include all areas of discussion and identify each speaker and the topic [and], as
far as possible, the key point or points that were made. The minutes will not be a verbatim recording of
all discussions. The minutes will reflect all motions made, who made and who seconded the motions.
The outcome of each motion, including the roll call vote, if requested, will be included in the minutes.
The minutes will include the key points of any specific comments made by members for the record. It is
important that the minutes include the name of any guests who address the council as well as the
specific subject or request presented. The minutes shall not include verbatim copies of statements nor
any extraneous discussions; however, any councilmember who desires to have a verbatim statement
included as a part of the minutes shall provide a typed copy of such verbatim statement to the city
secretary prior to the presentation of such statement. This statement will not be typed into the minutes,



but will be attached to the minutes and so noted.

(c) Copies of the minutes will be included in the agenda packets distributed to the council prior to the
next regular meeting. Minutes may be amended should a member of the council recognize an incorrect
statement and then may be approved by the city council without a motion unless a member of the
council desires otherwise. After allowing time for review, the presiding officer may state that the minutes
are approved as amended or approved as distributed. Always keep in mind that the minutes are a
record of the council action, even though they may differ from a tape or other recording of the meeting.

(Ordinance 07-010, sec. 4, adopted 10/2/07)
Sec. 1.03.036 Parliamentary procedure

(a) Robert's Rules of Order. In regular and special meetings, Robert's Rules of Order will be followed
as far as is feasible.

(b)  Parliamentary questions, motions and their precedence. Any councilmembers may call for the question
on any issue, and upon seconding by another member the issue to call for the question shall
immediately be put to vote. Passage of the motion to address the previous question shall terminate
debate on the motion, amendment or item under discussion and action shall be taken on thatitem
immediately, and the chair shall move to the next item. The council may agree to limit debate on any
business before it. That agreement should be formalized by a majority of the council on a roll call vote
prior to any deliberation on that item. Any member may request a roll call vote at any time.

(Ordinance 07-010, sec. 5, adopted 10/2/07; Ordinance adopting Code)
Sec. 1.03.037 Decorum and debate

(a) Itis imperative that the presiding officer maintain order at all times. The officer must not permit
debate or comments from any who have not been recognized. Interruptions must be silenced by voice,
use of the gavel or other means, and, in the event of any person’s failure to heed the directions of the
presiding officer, the officer may have that individual removed from the room.

(b)  When a measure is presented to the council for consideration, the presiding officer shall recognize
the appropriate individual to present the case. When two or more members wish to speak, the presiding
officer shall name the member who is to speak first and may direct that the other shall speak next. No
member of the council shall speak first and may direct that the other shall speak next. [sic] No member
of the council shall interrupt another who is speaking except to make a point of order or to make a point
of personal privilege. No member shall speak more than five minutes in any question or amendment to
the question except as further provided in this rule. No member shall speak more than the time limits
provided on any subject or amendment, but such member may use his/her time in any combination, in
separate speech or comments totaling the number of minutes permitted.

(¢)  The mayor shall not be obligated to recognize any councilmember for a second comment on the
subject or amendment until every councilmember wishing to speak has been allowed a first comment.
Councilmembers shall also have the right to yield a portion of time to another member. Any member
deciding to speak more than five minutes on any question or more than five minutes on any amendment
to the question shall be accorded the privilege only upon motion supported by a majority of the council.

(d) No member shall be permitted to interrupt while another member is speaking. No member shall be
permitted to indulge in personalities, use language personally offensive, question motives of members,
charge deliberate misrepresentation, or use language tending to hold a member of the city council up to
contempt.

(e) If a member is speaking without being recognized or otherwise violating any of the rules of the
council, the presiding officer shall, or any councilmember may, call him or her to order, in which case he
or she shall immediately be quiet unless permitted to explain. The council shall, if appealed to, decide
the case without debate. If the decision is in favor of the member called to order, he/she shall be at
liberty to proceed, but not otherwise, and if the disruption continues he/she shall be liable to censure or
to such punishment as the council deems proper consistent with state statutes or city ordinances if
applicable. In accordance to Robert's Rules of Order, the majority of the city council may override any
decision of the presiding officer regarding the conduct and handling of the council meeting. In order for
a decision of the presiding officer to be overruled, there must be a motion, a second and a vote by the
majority of council overruling the decision of the presiding officer.

(Ordinance 07-010, sec. 6, adopted 10/2/07)



Sec. 1.03.038 Citizen participation at meetings

(a) All citizens attending any regular or special council meetings will be asked to sign the visitor's
register provided. The city secretary, as a matter of record, will add their names to the minutes of said
meeting. Persons wishing to speak to the council, in addition to signing the visitor's register, must
complete a speaker’s card and indicate the subject that they wish to address. Ordinarily, one who
wishes to address an agenda item will be invited to speak when the agenda item comes up for
discussion in accordance with section 1.03.033. One who wishes to address a subject not onthe
agenda will have an opportunity to speak during the citizen comments agenda item subject to the
conditions stipulated in section 1.03.033. No person in attendance at any council meeting will be
allowed to speak without being first recognized by the presiding officer. Citizen comments, whether
speaking on an agenda item or not, are limited to three (3) minutes. The mayor or a councilmember
may make a motion to grant additional time for a citizen to continue speaking. A majority of the
councilmembers would be required to grant additional time.

(b) To maintain decorum, the mayor, at all meetings, will ask the citizens present if they wish to speak
for or against any item on the agenda. If so, they will be given an opportunity to do so at the proper
time, when recognized by the chair. No citizen may speak nor otherwise interrupt any meeting until
recognized by the presiding officer. Citizens will not be allowed to bring placards, banners or any type of
sign into the council chamber.

(c) Citizens who wish to bring up a matter not on the agenda at a regular meeting may do so, but only
under the citizen comments agenda item in accordance with subsection (a) of this section. Citizens
must be reminded that the council is prohibited from discussing or acting on any item that has not been
posted on the agenda.

(d) Citizens are welcome and invited to attend council meetings. However, the number admitted shall
be limited to the fire safety capacity of the council chamber.

(Ordinance 07-010, sec. 7, adopted 10/2/07)



City Council
Policies and Procedures
May 2021
CHAPTER I

City Council Responsibilities -

I Mayor:

As Chief Executive Officer and Presiding Officer of the City Government:

e Presides over Council meetings;

e Signs documents on behalf of the City;

e In coordination with the Chief Administrative Ofﬁcer
budget; o

e Represents the City at official and ceremonia ﬁctions;

e Appoints advisory committees; v

e Maintains relationships with other governmental agencies and civic gro

e Inspects the conduct of each subordinate muhlclpal officer and shall cause any negligence,
carelessness, or other violation of duty to be prosecuted and punished; and

e Exercises such other powers and performs such other duties, as may be prescmbed by law or by
ordinance or resolution of the Councﬂ

)/City Secretary, prepares the annual

t City Council — Leglslatwe Bady for the Clty

The City Council is the ¢ governmg and Iawmakmg c dy of the ity of Johnson City, and the Council
consists of a Mayor and five (5) Council Membel 'he Mayor votes only in the case of atie. As the
governing and lawmakmg body, the Cof

e Sets p@hcy, ; :
o Approves the annual budget and capltal 1mprovement projects;
Determines the tax rate; :

Authorizes the issuance and sale of mummpai bonds;
Authorizes the purchase and sale of real property;
Establishes City department .

Holds public meetings;
Approves City ordinanc -:and resolutions;
Determines City services; and

Holds appointment and confirmation authority.

®

The Mayor is a “member” of the City Council (Section 22.031 Local Government Code).

Removal / Resignation of Municipal Officers:

The City Council may remove a Municipal Officer for incompetence, corruption, misconduct, or
malfeasance in office after providing the Officer with due notice and an opportunity to be heard. The
removal is effective only if two-thirds of the Council Members vote in favor of a resolution declaring
the lack of confidence in accordance with Local Government Code §22.077. Municipal Officers include
the Chief Administrative Officer (CAO)/City Secretary and City Attorney.



A Municipal Officer may resign by submitting their resignation, in writing, to the Mayor and City
Council. Such resignation is subject to the approval and acceptance by the governing body in accordance
with Local Government Code §22.021

CAOQ/City Secretary:

As the Chief Administrative Officer of the City:

e Implements policy decisions made by the Council;

e Assists in the preparation of the annual budget;

e Coordinates City operations and programs;

e Appoints, removes, and maintains competent, quahﬂed staff

e Disciplines all employees in the administrative servwe hecessary;

e Enforces municipal laws and ordinances; ! E

e Recommends improvements in operations; t

e Supplies the Council with information to aid i m its decision makmg,

o Performs such other duties and exercises such other powers as may be delegated from time to
time by ordinance, resolution, or minute action of the City Council; and

e Provides and coordinates reasonable clerical support requests by Counc Members for copying
and providing documents. ‘ -

I City Employees:

Dec1s10ns on hiring, dlSCl line, and termmatlon of m ) yees. shall be made in accordance

Mayor Pro-Tempore:

At the meetmg' of each new Clty Councﬂ one Of the Councﬂ Members shall be elected Mayor Pro
Tempore and shall hold this office for one year. The Mayor Pro Tempore shall preside at City Council
meetings in the absence of the Mayor If beth the Mayor and Mayor Pro Tempore are absent, any Council
Member may be appomted to pres1de at a Council meeting.

The Mayor shall adv1se the Mayor Pro Tempore of City functions and other related items, as necessary,
so that the Mayor Pro Temp@re mgy_functlon fully in the absence of the Mayor.

The Mayor Pro Tempore represents the City at social functions in the absence of the Mayor. If the
Mayor Pro Tempore is unable to attend, then a Council Member, on a rotating basis, represents the City.
The City Council or Mayor may authorize other individuals, if necessary, to represent the City on issues
pertaining to the City before other governmental entities.

Nothing herein shall prevent the Mayor and Council Members from accepting invitations to events in
which either all or individual City Council Members are specifically invited.

Presiding Officer:

The Mayor is the Presiding Officer and acts as Chair at Council Meetings.



l Quorum:

Three Council Members must be present to constitute a quorum to do business at a regularly scheduled
Council meeting. At a Special meeting or a meeting to consider the imposition of taxes, 2/3 of the
Council Members (4 out of 5 council members) are needed for a quorum to do business. The Mayor is
not counted in the quorum requirements.

l City Council Meetings:

All meetings of the City Council shall comply with the Texas Open Meetings Act.

All agendas will be posted no later than 72 hours prior to the scheduled meeting.

The Mayor, Council Members, or staff, individually or coﬂﬁéj\;ely, will not poll or ask Council
Members for consensus on any agenda item prior to it belng brought up on the agenda for discussion or
action in accordance with the Open Meetings Act. ‘ .

All supporting materials for City Council Agenda Items, when possible
Members in their notebooks and by email no later than on the day the agenda is posted. For a Regular
Meeting, reasonable attempt will be made to have ma‘;enais available no later than the Friday prior to
the regularly scheduled meeting. : '

Public Notice:

The agenda for all meetings shall be approved and 51g‘ by the Mayor or designee, and posted by the
CAO/City Secretary, or desxgnee on the City’s official | ulietm board at City Hall and on the City’s
website in accordance Wlth the Texas Open Meeimgsi t. .

The signature of the CAO/C}ty Secreta:ry, or designee, shall be affixed thereto attesting to compliance
with the Texas Open Meetmgs Act No other sxgnatu;re is required for a public hearing notice to be
posted ‘ - o - .

Regular M‘éétings:

Regular public meetmgs of the Clty' ,;Councﬂ are held on the first Tuesday of each month beginning at
6:00 p.m. in the Councﬂ Chambers at C1ty Hall, unless otherwise officially established by the Council.

‘. 'i,regular meeting of the Council falls on a legal holiday, the day prior
ited date approved by Council.

No Council meeting w111 be h
to a legal holiday, or on a ter

Should a City Council meeting go past 9 p.m., the Presiding Officer has the option to either continue the
meeting until all posted items are considered and acted upon, or he / she may adjourn the meeting and
continue the same the following day. Should the adjournment be to a day other than the following day,
a new posting will be required.

Work Sessions:

Work sessions shall be held to promote discussions between staff, advisory bodies or consultants, the
public, and the City Council regarding specific programs, projects, or policies. Work sessions may be
conducted in a variety of formats, must have an agenda, and be posted the same as a regular meeting.



Special Meetings:

A special meeting may be called upon the request of the Mayor or three members of Council, as
stipulated in the Texas Local Government Code and the Texas Open Meetings Act.

Emergency Meetings:

Notice of emergency meetings shall be posted at least two hours in advance of said meetings, as set forth
in the Texas Open Meetings Act.

Closed Session:

A Closed Session is a meeting closed to the public and is held in accordance with the Open Meetings
Act. The City Council may recess to Closed Session to pr' 'ately discuss and consider matters of
confidential concerns for the wellbeing of the City. The purposes for which a Closed Session may be
held are identified in Chapter 551 of the Texas Govemment Code.

Public Hearing:

Public hearings are set by the City Council and/or CAO/Clty Secretary. When a public hearing is
required, it will be scheduled and advertised by the CAO/Clty Secretary Conmderanon must be given
to legal notification when suggesting dates

At the commencement of any public hearmg, the Cha;r shall set tlm limits for the presentation of views
of proponents and opponents of the measure. These time limits shall Mﬁe adhered to strictly.

Pres1dmg Ofﬁcer

No person shall testify w1th0ut recelvmg recogmtlon from the Presiding Officer, approaching the
podium, and statmg his or her name and address

There shall be no audlence demonstrahons such as applause, cheering, display of signs, or any other
conduct disruptive of the hearmg o

The Presiding Officer shall al’law the proponent to offer rebuttal evidence and testimony and, if provided,
allow the opponent or other interested party to rebut the new evidence or testimony offered by the
proponent’s rebuttal.

At the conclusion of everyone’s testimony at a public hearing, that individual may be questioned by any
member of the Council to clarify statements or correct misstatements made by the individual.

CAO/City Secretary Participation:

The CAO/City Secretary shall attend all meetings of the City Council in person or via electronic
communication, unless excused by the Mayor, and shall keep accurate records of all actions taken by the
City Council. The CAO/City Secretary may make recommendations to the City Council and shall have
the right to take part in the discussions if recognized by the Chair.



The CAO/City Secretary is responsible for posting a copy of each agenda at City Hall and on the City’s
website, as required by the Open Meetings Act.

] City Attorney Participation: .

The City Attorney is the legal advisor for the Council, its committees, commissions, and boards, the
CAO/City Secretary, and all other City officers and employees with respect to any legal question
involving an official duty or any legal matter pertaining to the affairs of the City.

The City Attorney does not represent individual members of Council, but the City Council as a whole.
The City Attorney shall, upon request, give an opinion on questions of law. The City Attorney shall act
as the City Council’s parliamentarian if requested by the Mayor. o

Ordinances, resolutions, and contract documents shall ﬁrst_’b‘ reviewed as to form and legality by the
City Attorney before being presented to the City Councﬂ as an actmn item.

Representation shall be free of any conflicting 1ntere

The Mayor and City Councﬂmembers CAO/C1ty ecretary, Deputy City Secre tary, Municipal Court

meetings. Minutes shall be approved by the Councﬂ at the next regular meeting and made available for
public review. All meetings shall be recorded for the benefit of the CAO/City Secretary in the
preparation of the official minutes. and, subsequenﬂy, disposed of in the manner outlined within the
Texas Pubhc Inf()rmat}on Act and the Texas Sta‘ie Records Retention Schedule.

All mmutes shall state the date and nme of the meetmg, the names of those present and absent, the subject
matter of each dehberatlon and mdlcate each vote, decision, or other action(s) taken.

If possible, mmutesf' delty Councﬂ meetmgs shall be submitted to the Council for approval and/or
correction in draft form prior to the next regular meeting. Only members of the Council and the
CAO/City Secretary have the authorlty to revise the minutes, subject to a majority vote of the City
Council. .

If a Council Member wishes a stated opinion during the meeting to be entered in the minutes, he/she
should precede the statement with “for the record” or request the CAO/City Secretary to enter it into the
record following the statement of opinion.

Minutes are not considered to be an official record until approved by the Council.

Correction of Minutes: l

When a Council Member wishes to correct the minutes, he/she should contact the CAO/City Secretary
in advance of the meeting with the correction(s). The CAO/City Secretary, or designee, will then verify
the correction by listening to the recording. Upon verification of an error in the minutes, the CAO/City



Secretary will provide the corrections to the Council in advance of the meeting. If time constraints
prevent this procedure, the Council should postpone the approval of the minutes to the next meeting and
direct the CAO/City Secretary to verify the suspected error.

Order of Business:

Regular meetings shall be conducted in the following order of business, subject to the right of the Mayor
with Council consent, to alter the order of business:

Call to order;

Invocation;

Pledge of Allegiance

Public Hearing, when required;
Citizens to be Heard;
Presentations/Proclamations/Reports;
Old Business, when required;
Consent Items;

Items for Individual Consideration;
10 Closed Session, when required; and
11. Adjournment.

0 RN AW

Proclamations/Certificate of Appreciz’iiﬁi&n;

Proclamations and Certificates of Apprecmuon are issued by xth} Mayor as a special recognition of an
individual, event, or issue. Proclamations are not staten and do not require the approval
or action of the Council. o

Consent Items:

A Council Member may ask questloﬂ on : any item without it being pulled from the “Consent Agenda.”
When a Council Member has a min ‘_r' question or clarification concerning a consent item that will not
involve extended discussion, the item may be clarified and acted upon with the rest of the Consent
Agenda. Council Members are encouraged to seek clarifications from the Mayor or CAO/City Secretary
on any agenda 1tem pnor to the meetlng

Any item may be pulled from th _Consent Agenda by any Council Member for discussion as an
individual item. .

Pulled items shall be heard at theclose of the Consent Agenda.

Grants:

All grant applications requiring a match of municipal funds that were not previously budgeted within the
Annual Budget shall be approved by the City Council prior to their submission.

Emergency Meetings:

Emergency meetings are limited to those regarding issues that pose an imminent threat to the public
health and safety or are reasonably unforeseeable situations requiring immediate action by the City
Council. Emergency items must be reviewed for legality by the City Attorney and posted at least two
(2) hours prior to the meeting.



Matters Postponed:

Items on the agenda which are not acted upon should be postponed to the next regular agenda or
postponed indefinitely unless otherwise directed by the Council.

Rules:

Robert’s Rules of Order (latest revision) shall govern in all cases, unless Robert’s Rules of Order conflict
with State Law.

Motions:

Jotion and speak first on the agenda
e opportunity to speak second on the

A Council Member that initiated an agenda item may make i
item. The Council Member who seconds the item will hav
agenda item. '

Discussion Rules:

e Obtaining the floor:

o A member of the City Councﬂ or staff shall first address the Presiding Officer to gain
recognition before speaking on any agenda ite

o Comments and questions shall be limited to the issue before Council.

o Cross-exchange between Councﬂ Members, the pu -or between Council and public

shall be ay OIded

e Interruptions:

cogmzed by the Pr631d1ng Ofﬁcer a Council Member shall not be interrupted
whlle speakmg except to make a point of order or personal privilege.

Q Ifa Council Member is called to order while speaking, the individual shall cease speaking
- until the question of order is determined.

o Up on being recogmzed by the Presiding Officer, staff shall hold the floor until completion
remarks or untﬂ recognition is withdrawn by the Presiding Officer.

e Limitations on D"f‘{;ussio

o No Council Member shall speak more than once on a subject until every other Council
Member has been given the opportunity to speak. Debate will be limited to two (2)
opportunities for each Council Member per item, and each time period will not exceed
five (5) minutes.

Conflict of Interest:

State Law (Texas Local Government Code Chapter 171) provides for provisions which attempt to
eliminate any action by a Council Member which may create a conflict of interest. The purpose of such
Law is to ensure that all actions are taken in the public interest. Violations of Texas Local Government
Code Chapter 171 are Class A misdemeanors.



Separate statutory authority exists for conflicts of interest regarding plats (Texas Local Government
Code §212.017). This Section prohibits a Planning Commissioner or Council Member from
participating in the approval of a plat if that member has a substantial interest in the plat or the
Commissioner’s or Council Member’s relative has a substantial interest (to the first degree of
consanguinity or affinity) in the subdivided tract.

If a member has a conflict of interest in a matter, the member shall file an affidavit prior to the meeting
stating the nature and extent of the interest before a vote or decision involving the matter. The affidavit
shall be filed with the CAO/City Secretary. The affected member is required to abstain from
participation in the matter and shall not participate in the discussion or vote on the item.

At any time a member believes a potential for conflict of interest exists, he/she is encouraged to consult
with the CAO/City Secretary or private legal counsel for advice. Staff may request an opinion from the
City Attorney regarding a member’s potential conflict. Violations may result in significant penalties,
including criminal prosecution.

The City Attorney has an affirmative duty to protect the Clty and City Council from conflicts of interest,
wherever possible. .

Gifts:

Refer to Texas Ethics Commission websi‘te' https'//WWW"'ethiéé?state tx.us/.

The City Council shall be governed by the Clty s adopted Code f Ethics, if applicable, and the Texas
Local Government Code Chapter 171. : ‘

Council Attendance:

pected to attend meetmgs and stay in attendance during each meeting. No
ce;{at a Clty Ce ncﬂ meeting except for justifiable reasons.

City Council Members are ex
Member shall b d from atten

No Member should leave ’a Clty C ,:ncﬂ meetmg while it is in session without advising the Presiding
Officer. k.

If a member of the City Councﬂ 1sf‘absent fmm three (3) consecutive regular meetings, the Member’s
office is considered vacant, unless the Member was sick or had first obtained a leave of absence at a
regular meeting prior to the absencc; _(Section 22.041 of the Texas Local Government Code)

If a City Council Member lsabsentfrom a City Council meeting because he or she is on official business
as an officially-designated City representative, the Member may request that the CAO/City Secretary
record in the minutes for that meeting that the Member was absent due to official City business.

Reconsideration:

Reconsideration of an agenda item shall be allowed in accordance with Robert’s Rules of Order.

A motion to reconsider any action taken by the Council may only be made by one of the Council
Members who voted with the prevailing side but may be seconded by any other Member.



Preservation of Order:

The Presiding Officer is authorized to preserve order and decorum, prevent personal references to
Council Members or the impugning of other Members’ motives, and confine Members’ remarks to the
item under discussion. No Council Member shall address the Council from any seat other than those on
the dais and until after being recognized by the Chair.

Enforcement of Order:

The Chief of Police, or designee, shall act as the Sergeant-at-Arms at Council meetings and shall stay in
the Council Chambers during each meeting.

Point of Order:

The Chair shall determine all points of order, subject to thenght of any Member to appeal to the entire
Council. If an appeal is taken, the question shall be “Shaﬂ the decisfl‘ of the Chair be sustained?”

} Questions to be Stated:

The Chair shall state all questions submitted for a Vote and anneunce the results f;éA roll call vote shall
be taken upon the request of any Councﬂ Member or the CAO" ity Secretary for clariﬁcatmn

Substitution for Chair:

The Chair may call on the Mayor Pro Tempore, orif he/ s ’ s,,unavaﬂable any other Member to take his
or her place as the chair for a portmn of the meetmg, such su \stxtutlon shall not continue beyond the
meeting’s adjournment. : b

I Votes:

Council members shall Cieé,rl,y ind‘iCat‘ye‘their vote on ;@aéh item submitted to a vote.

| Signing of City Documents: =

“sign all ordinances, resolutions, contracts, and other documents
which have been adopted by the City Council and require an official signature, except when the
CAO/City Secretary has been authorized by Council action to sign a specific document acted upon. The
CAO/City Secretary shall attest tb'the official’s signature and affix the City seal on all legal documents.

The Mayor, unless unavailable, sh

Routine and/or customary contracts, such as custodial and/or printing/copying agreements, may be
executed by the CAO/City Secretary so long as such expenditures are budgeted within the Annual
Budget.

Former Council Members:

Past members of the City Council who speak to the current City Council about a pending issue should
disclose whom they are speaking on behalf of, whether it be an individual or organization.



Addressing the Council:

Any member of the public may address the City Council in a variety of ways. Written comments on
agenda items are encouraged and are most effective if presented at least three (3) days prior to the
meeting.

Oral communications on matters that are not on the agenda may be provided during the “citizens to be
heard” period at the beginning of every meeting. Responses to speakers addressing Council on a matter
which is not on the posted agenda are limited to a statement of specific factual information if necessary;
a statement of existing City policy; or discussion regarding when the matter can be placed on the
Council’s agenda for consideration at a later meeting in accordance with the Texas Open Meetings Act.

Any speaker wishing to address the Council on one or more item s on the agenda must sign in to speak
by 6:00 p.m. on the appropriate Citizen Participation Form. Said speakers will be allowed to speak
during the “citizens to be heard” portion of the meeting. 'Each-speaker shall be limited to three (3)
minutes to address all items on the agenda the speaker wishes to ‘address; he/she cannot give their time
to another speaker; and speakers shall speak in the order determined by the Chair.

No personal attacks shall be allowed by any speaker |

For public hearings, the public may speak during the hea.rmg h()wever speakers”” st sign in to speak
by 6:00 p.m. on the appropriate Citizen Participation Form and will be allowed to speak during the public
hearing portion of the meeting. Each speaker will be limited G;three (3) minutes to address all matters
pertinent to the subject matter of the public heamng, he/she cannot give their time to another speaker;
and the cumulative time limit shall be thirty (3 0) minutes for both sades (those for a proposal and those
against a proposal) to speak for or against a matter ents Shall speak first on an issue and
opponents shall speak second o ssue, alterﬂn“", 1n, eaker At the end of the hearing, the
proponents shall be giver ‘ s for rebuttal.

Speaker Rules:

Only one person may approach the lectern at any’ one tlrne and only the person at the lectern will be
allowed to speak ~

There will be no su’bstitutions or b?ﬁbling of times allotted to speakers.

Speakers must address thenr comments to the Council as a whole rather than to individual City Council
Members or staff. i

Speakers may file copies of thé‘i‘f‘fémarks or supporting information with the CAO/City Secretary before
the meeting. The CAO/City Secretary will make the information available to the City Council after the

meeting.

Each speaker may speak only once on a subject.

Disturbances:

No person attending any Council Meeting shall delay, interrupt, or disrupt the proceedings or refuse to
obey the orders of the Chair.



Everyone attending the meeting shall refrain from private conversations, texting, or cell phone use while
the City Council is in session.

Citizens and other visitors attending City Council meetings shall observe the same rules of propriety,
decorum, and good conduct applicable to members of City Council.

General Conduet:

Persons in attendance shall refrain from smoking, eating, or drinking beverages other than water while
in the Council Chamber. Persons in attendance shall not carry signs, placards, or other items or block
the view of those behind them. Persons in attendance shall refrain from the use of electronic devices,
including cell phones, pagers, and any other communication devices while in Council Chambers.
Laptops and tablets may be used by Council Members and staff atthe discretion of City Council.

l Recording of Meetings:

The governing body adopts the following procedures on the visual and aural recording, including still
photography, of public meetings, as authorized by Te ‘Gov’t Code Ann. Sec. 551.023 (b), (b)(1), (b)(2),
(c). The Mayor will order the implementation of ind rules on behalf of the
governing body. h '

a. Designated recording areas within Cc ;
visual recording, including still photo ap 1y (a non- movmg photograph), of public meetings shall
be marked and reserved for such use. Camera flash devices may not be used, except during recesses
or breaks in the meeting. The use of equlpment for visual reoordmg, including still photography, is
not permitted in any othe‘ 'y 'or areas of Clty Ha nyhme during a public meeting.

b. Still photography of an 1nd1v1dual attendee(s) ta pubhc meetmg is permitted in the manner
prescribed by Paragraph (a) hereof so long as the. attendee(s) being photographed does not object and
the photography is not dxsruptwe to the meetmg F lash photography is prohibited during the meeting,
unless approved by the Chalr y - :

C. Aud1o and visual recordmg of mee’angs conducted by the City is permitted in any area of the Council
Chambers open to the general pubhc

cludlng stﬂl photography, at public meetings shall be conducted in
7d Procedures. Any individual violating these Procedures will be
asked by the Sergeant-at Arms to stop or leave the meeting. If such individual refuses to comply,
they may be removed from meeting and/or their visual and aural recording equipment may be
confiscated and held by the Sergeant-at-Arms for the duration of the meeting.

d. All visual and audm recordlng, ]
accordance with thesa Policies

Fire Safety:

The number of individuals admitted into City Hall and/or Council Chambers shall be limited to the fire
safety capacity of each building and/or room, as indicated through signage by the Fire Marshal.

Agenda:

The purpose of the agenda is to provide a framework in which Council meetings can be conducted and
to effectively implement the goals, financial plans, budget, work programs, objectives, and business of
the City, as approved by the City Council.



Agendas also provide a method for City Council to receive recommendations from other municipal
boards, commissions, committees, and other advisory bodies. Recommendations made by municipal
boards, commissions, committees, or other advisory bodies, as part of their normal scope of duties and
responsibilities, shall be timely placed on the City Council agenda by staff. In the event that a board,
commission, committee, or other advisory body desires to bring a matter of special consideration to the
City Council, its Presiding Officer may request that the item be placed on a future City Council agenda
by submitting a written request to the CAO/City Secretary, approved by a majority of the board,
commission, committee, or other advisory body members.

Agenda Requirements:

The agenda is the sole means of the City Council to take officia ion. Consequently, items must be
presented in ample time, in enough detail, and with enough clarit of recommendations to give:

a) Public notice of the nature of the issue being presented f{)r Councﬂ action and/or information; and
b) The Council an opportunity to study the issue before apublic dlscusswn can take place.

The Mayor will review the agenda to approve, through his/her execution, :;e,agenda for posting. The
CAO/City Secretary will be responsible for administering the agenda process. The CAO/City Secretary
will be responsible for coordinating all aspects of the agenda process. .

All Agenda Item Request Forms and requlred support documentatlon submltted by City Council
Members must be submitted to the CAO/City Secretary for placement on the agenda no later than the
Wednesday prior to the desired City Council meeting date Each Agenda Item Request Form must be
signed by two (2) C1ty Coun i 'Members Agenda items 1 treceﬁz@gi on a timely basis or with the

[ City Councﬂ Packets:

City Council notebooks will be avaﬂable to C1ty Council Members upon completion by the CAO/City
Secretary.  Every attempt will be made to complete said notebooks, including all background
information, on the date of agenda posting with a minimum of additional materials for Council review
being placed on the dais 1mmed1ately preceding the Council meeting. This should provide ample time
for all Council Members to inquire into the nature of each matter to be discussed or to personally
investigate the matter to be better informed before a Council meeting.

Support Provided to City Council:

Members of the City Council receive mail and other materials from the public and staff. Time sensitive
material will be emailed to Council Members for review if appropriate.

All mail received from the public is date stamped upon receipt by Staff.

Mail, compliment/complaint cards, and other memoranda received by the City and addressed to
individual Council Members will not be opened, but rather, placed on the dais.



When individual Council Members have completed their term of office, City keys, Code of Ordinance
books, and other notebooks shall be returned to the City.

City letterhead and staff support cannot be utilized for personal or political purposes.

| City Council/City Staff Relationship:

The City Council shall work through the CAO/City Secretary when dealing with City Departments. The
City Council shall work through the CAO/City Secretary when dealing with election matters.

City Council Members shall not make attempts to influence staff decisions, recommendations,
workloads, schedules, and departmental priorities.

City Council Member contact with the CAO/City Secretary W1H be durmg regular business hours, except
in the case of an emergency. -

The CAO/City Secretary will be evaluated by the Mayor i‘Wlth the advi :,_;and consent of the City Council,
on an annual basis in September. - Kk

Code of Conduct for Mayor and Council MemberS:

Each Council Member is responsible for b ,1ng prepared to me to a Council meetmg and discuss the

items on the agenda.

It is the responsibility of Councrl Members m be mfo

abou‘fpreyious action taken by the Council
in their absence.

During the Council meetings, Couneﬁ?’Memberské’ 1 preserve order and decorum, shall not interrupt or
delay proceedings, and shall : not refuse to obey order _:of the Mayor or the rules of the Council.

Council Members mcluchng thef‘M yor, shaﬁ demonstrate respect and courtesy to each other, to City
staff members and ernployees and to. members of the pubhc appearing before the Council.

Council Members including the Mayor shall refrain from rude and derogatory remarks and shall not
belittle other Council Members, staff members and employees, or members of the public.

Council Members shaﬁixrr_ot use theit ?osition to secure special privileges and shall avoid situations that
create a perception of bias and partiality to a question before the Council.

Members of Council shall not condone any unethical, illegal, or immoral activity.
Poor behavior towards City staff and employees is not acceptable at any time.

If a Council Member appears before another governmental agency or organization to give a statement
on an issue, the Council Member must clearly state:

1) If his or her statement reflects an opinion or is the official stance of the City; and
2) Whether this is the majority or minority opinion of the Council.

If the Council Member is representing the City, the Council Member must support and advocate the
official City position, not a personal viewpoint.



If the Council Member is representing another organization whose position is different from the City,
the Council Member should withdraw from voting on the issue if it significantly impacts or is detrimental
to the City’s interest.

Council Conduct with Boards and Commissions:

Council Members may attend any board, commission, or other advisory committee meeting, which are
open to any member of the public. Any public comments by a Council Member at a board, commission,
or other advisory committee meeting shall be clearly expressed as an individual opinion and not as a
representation of the City Council as a Whole.

It is inappropriate for a Council Member to contact a board, com
member to lobby on behalf of an individual, business, developer, or other entity. It is acceptable for
Council Members to contact a Presiding Officer of a board, commission, and/or other advisory
commiittee in order to clarify a position taken by the board comm15""on or other advisory committee.

sion, or other advisory committee

Unless otherwise prescribed by State Law or local {Or‘d'mance or resolut on, the Mayor nominates and
Council approves individuals to serve on boards, commissions, and other advisory committees, and it is
the respon51b111ty of such boards, comm1sswns and other adv1sory comm'ttees to follow policy

duties.

Filling Vacancies:

ice offﬁthe Mayor or Council Member, such vacancies

e A smgle yacancy may be hlled by appomtment by the City Council for the unexpired term, with
the Mayor having a vote only in the case of a tie. Additionally, the City Council may call a
special election to fill the vacancy, pursuant to Local Government Code §22.010.

¢ If two or more vacancies on the governing body exist, the City Council must call a special
election to fill the - vacanc:les, pursuant to Local Government Code §22.010.

City Council may interview applicants who apply to the Council for consideration to fill a vacancy.

Professional Development:

Expenditures shall be budgeted annually for the Mayor, each Council Member, and the CAO/City
Secretary to attend professional development and educational conferences designed to improve
understanding and proficiency in municipal affairs.



| Liability:

Violations of certain laws and regulations by individual Members of the City Council may result in that
Member being personally liable for damages which would not be covered by the City’s insurance carrier.
Examples may include discrimination, harassment, or fraud.

Electronic Communications:

Electronic mail (E-mail) regarding public business may be subject to public disclosure. All Council
Members and board, commission, and/or other advisory committee members shall utilize their City E-
mail account, if supplied, for official City business.

E-mail communications that are intended to be shared among three or more Council Members, whether
concurrently or serially, shall not occur and may be a violation of the Open Meetings Act. Ifthe intended
purpose of the E-mail is to have a discussion that should be held in an open meeting, the electronic
discussion cannot occur. .

E-mail should be used cautiously when seeking Iegal‘adVice discussing matters of pending litigation, or
other confidential City business. In general, E-mail 1s d1scoverable in litigation and deleted E-mail is
not removed from the mail exchange server.
Attorney and Council Members should not be shared' y
attorney-client privilege protecting the doct i

e All requests for pubhc mformatlon shall be\, n‘ wrltrng and made to the CAO/City Secretary.
Requests shall include the requestor S name, address phone number, and a detailed description
of the information being sought -

e The request should be date stamped upon recelpt

o Ifthe request for information is unclear, the requestor may be asked to clarify the request.

e Copies of the 1nformat10n will be provrded within the timeframe required by State Law (usually
10 busmess days). r ~

e Ifthe CAO/Crty Secretary is nnable to provrde the information within ten (10) business days, the
CAO/City Secretary will no’ufy the requestor, in writing, within that timeframe and establish a
reasonable date for productl .

News Media Inquiries:

All news media inquiries received by the City on City policies, political issues, and/or decision-making
that is within the policy making jurisdiction of the City Council shall be referred to the CAO/City
Secretary. News media inquiries concerning City board, commission, and/or other advisory committee
recommendations, and City Staff recommendations shall be referred to the CAO/City Secretary. All
news media inquiries concerning the administration of City Council-adopted policies, programs, and/or
services or City litigation and legal services shall be referred to the CAO/City Secretary.



CHAPTER II

Boards, Commissions, and Other Advisory Committees:

To encourage representation of a variety of points of view, City Council will seek a diversity of
membership and an equitable balance of community representation.

Requirements for Appointment:

Unless statutory authority provides otherwise, the following are requirements for appointment. The
candidate must:

Reside or own real property within the City limits;
Hold an interest in the betterment of the City of J ohns
Not be in arrearage in City taxes; '
Not be an adversary party in pending litigation. aga:mst the Clt)g

Meet any special qualifications required by the authorlty that created the board, committee, or
other advisory committee; .

Comply with additional requirements, as spemﬁed by State statute;?an'
Be a registered voter in Blanco County. 22

O 0O 0 0O

O O

Professional Affiliations:

Depending on the nature of the appointment and the specific ordinance provisions, a member may be
required to have certain licenses or certificates as a condltzon of membersh1p Should such conditions
exist, the member must mamtam the same durmg hlS/h ,r‘appomtment if not, the member shall be
automatically termmated o . ,

Information:

a board, commission, or other advisory committee

Each person seekmg appomtment or eappomtm ;
' y Secretary in person or online.

shall obtam and file an appl

ﬁnterview:

Candidates may be mterwewed by the Mayor and/or City Council before being considered for
appointment. :

Appointment Notification: )

Upon appointment of a board, commission, or other advisory committee member by the Mayor and
approval by the City Council, the CAO/City Secretary shall prepare an E-mail notification sent to the
appointee: and the board, commission, or other advisory committee presiding chair. The E-mail shall
include notice of required Open Meetings and Public Information Acts training.

Incumbents:

Persons appointed and serving on any board, commission, or other advisory committee shall submit to
the CAO/City Secretary an application to be considered for reappointment to the position in which they
currently serve or for appointment to any other available position. There is no vested right to



reappointment for any position. An incumbent competing for reappointment may be evaluated using the
following criteria:

Attendance;

Understanding of board, commission, or other advisory committee functions;

Effectiveness;

Demonstrated contribution during the past term of office on issues, programs, policies, et cetera
of the board, commission, or other advisory committee;

Objectivity; and

e Number of terms served.

{ Rules of Conduct:

All City board, commission, and other advisory committee memk ers shall abide by all applicable State
Laws, City Code of Ordinances, and other laws relating to the conduct of members, including, but not
limited to, conflict of interest statutes and the Open Meetmgs Act.

1y "board, commlssibn;* r other advisory committee
ppeal or review before the City Council.

Council Members shall not testify in matters befor ‘ 
that will receive, or could potentially receive, future

Term:

All appointments to a board, comrmssmn, or other adv1sory ommittee shall be for a term of two (2)
years and be concurrent with the Mayor, uniess otherwise statutorily required. Terms shall expire on the
1*! day of June, each odd numbered year; prowded hwywever the ch member’s appointment shall
continue until successors dre quai{" ed and appmnted

Vacancies will be filled for the remamder of the term m the same manner as a regular appointment.

Each citizen shall be lzmlted to appomtments toa mammum of two (2) boards, commissions, or other
adv1sory commlttees at the same txrne .

{ Oath of Office. ‘

Every person appomted to any ofﬁce in the Clty shall, before entering upon the duties of his or her office,
take and subscribe to the Oath of Offhce subscribed in Article X VI, Section I of the State Constitution.

The CAO/City Secretary or\'
related statements.

: r Shall be responsible for administering the oaths of office and securing

Officers:

The officers of a board, commission, or other advisory committee shall be a Chair, Vice-Chair, and a
Secretary. All officers must be members of the board, commission, or other advisory committee.
Officers shall be elected annually and shall hold office for one (1) year or until their successors have
been elected, commencing July 1 of each year and expiring on June 30" of the subsequent year.

The CAO/City Secretary shall be notified, in writing, by the Chair of all changes in board, commission,
or other advisory committee officers.



The Chair shall preside at all regular and special meetings of the appointed body. The Vice-Chair serves
in the Chair’s absence. In the absence of the Chair and Vice-Chair, the Secretary shall assume the
Presiding Officer position and all other related duties. In the absence of all officers, the member with
the most seniority may assume the Presiding Officer position, or the members may select a temporary
Presiding Officer if a quorum is present.

Maintenance of Membership:

The Chair of boards, commissions, or other advisory committees shall immediately notify the CAO/City
Secretary, in writing, should there be a resignation of a member.

The CAO/City Secretary shall maintain a master list containing the names and expiration dates of all
appointments to boards, commissions, and other advisory committees. The master list shall be updated
upon each appointment and/or reappointment.

Changes:

Individual members shall have the responsibility of adv1smg the CAO/ Clty:Secretary of address or other
contact information changes. Changesina member s contact information and’the names of new officers
shall be submitted to the CAO/City Secretary as soon as practlcal‘ .

l Quorum:

A majority of the members of a board, 'cémmlssi‘on or other 'VéﬁviSOry committee shall constitute a
quorum, and action taken at a meeting shall require the afﬁrmatlve vote of a majority of the members in
attendance, unless in conﬂ1 1thiv'i:he Code of O Crdmances

Meetings:

mmittee meetings shall meet in accordance with applicable
f apphcable

All board, commission, or otheriad
Code of Ord’ nance prowsmns and ad

All meetmgs 'shall be conductéd:~ in comphance with the Texas Open Meetings Act, Texas Government
Code Chapter 551, including the posting of agendas that will clearly identify, for the general public, the
purpose of the item and the proposed action to be taken.

The agendas for all meetmgs shall :be posted by the CAO/City Secretary, or designee, on the City’s
official bulletin board and website, in accordance with the Texas Open Meetings Act. The signature of
the CAO/City Secretary, or designee, shall be affixed thereto attesting to compliance with the Texas
Open Meetings Act. No other signature is required for a public meeting notice to be posted.

Proper records of all meetings shall be maintained. All original minutes of said meetings shall be filed
with the CAO/City Secretary.

Any communication amongst a majority of the members, outside of a meeting, to develop a collective
concurrence as to action to be taken on an item by the members is prohibited.

Board, commission, or other advisory committee members may attend and/or participate in the following
so long as a majority of the members do not discuss matters that are within the subject jurisdiction of the
board, commission, or other advisory committee:



e Informational or educational workshops or conferences;

e Community meetings, such as town hall meetings, workshops, forums, et cetera not sponsored
by the advisory body;

e A meeting of another body of the City of Johnson City; and

e Social or ceremonial events.

Members shall reflect proper decorum at all meetings and City activities, treating colleagues, City Staff
and employees, and constituents with respect and courtesy.

Minutes:

Meeting minutes are the official document for recording board, commission, or other advisory committee
action. Written minutes shall include the names of all the membefiﬁs‘fpresent, all motions proposed and
their dispositions, the results of all votes, and the substance of- th liscussion of any matter and references
to any documents consulted. Minutes shall be signed by the Secretary

It shall be the responsibility of the Chair to ensure that approved mmutes of each meeting are filed with
the CAO/City Secretary in a timely manner. '

Audio and visual recording of meetings conducted bf the Crty s permrtted miyany area of the Council
Chambers open to the general public.

Attendance:

Regular attendance at board ycommlsswn and other adv1
required. o :

If a board, commission, or other adVISOI'y commrtt; - member faﬂs for any reason, to attend three (3)
regular meetings within any twelve month period, that member shall automatically be considered for
replacement. The Chair shall inform the CAO/Crty Secretary of the situation, and the CAO/City
Secretary shall place the item on ‘the subsequem: City Council agenda for action. A meeting cancelled
for lack of a quorum is consuiered a meetmg for purposes of recording attendance.

Absences:

Excused absences are not permittéd on boards, commissions, or other advisory committees. Due to
quorum requirements, when an absence is anticipated, the individual member is responsible for notifying
the Chair in advance, and the absence shall be counted against the member’s attendance record.

The CAO/City Secretary shall keep full attendance records for each member of a board, commission, or
advisory committee.

Removal:

Members may be removed with or without cause by the Mayor, with the approval by the City Council,
unless removal procedures are statutorily prescribed.



Resignation:

In the event a member finds it necessary to resign, a letter of resignation shall be directed to the City
Council through the CAO/City Secretary, with a copy forwarded to the Chair of the board, commission,
or other advisory committee.

Vacancies:

Vacancies shall be filled by a nomination from the Mayor, with approval by City Council, for the
unexpired term of any member whose position becomes vacant.

Establishment of Bylaws:

Applicable bylaws, if any, and any changes thereof, shall b ect to the approval of City Council.
Bylaws shall set forth procedures, purpose, specific functicii}fs; meg gs. officers, et cetera.

Parliamentary Procedures:

All boards, commissions, and other advisory commlttecs shall be conducted in accordance with these
Policies and Procedures and Robert’s Rules of Order (1atcst revxsmn) E

1 Public Information Act:

All boards, commissions, and other advisoiyffcomiﬁittccs’: are subj{écgé}:o the Public Information Act.

l Conflict of Interest:

Each board, commission, or other adwsory comm ”ee members shall disclose any possible conflict of
interest which ma arlse m connection with matter being considered by the board, commission, or
advisory comn "ttee - whi : r. Said members shall refrain from discussing or voting
on such matters. A member by a conflict of interest shall not discuss or vote on
the matter and shall otherwise: oomplycvvith State Law concerning conflicts of interest. The member
shall file with t he CAO/City Sccretary, before a vote or discussion on the matter, an affidavit stating the
nature and extent of the interest, anduhc/ she shall abstain from further participation in the matter.

ic ,l“lssues or conflicts of interest should be referred to the CAO/City
Secretary, as appropnate under the czrcumstances in advance of the meeting or discussion. Ifnecessary,
the CAO/City Secretary will con_uit with the City Attorney on the matter.

] Placing an Item on the City Council Agenda:

Recommendations requiring placement on the City Council agenda made by boards, commissions, and
other advisory committees, as a part of their normal scope of duties and responsibilities, shall be placed
on the City Council agenda by the CAO/City Secretary in a timely manner.

The CAO/City Secretary may seek additional information and/or clarification from the Presiding Officer
of the board, commission, or advisory committee before placing the matter on the City Council agenda.



Duties of Chair:

A Chair’s duties include calling the meeting to order and leading and conducting the meeting. The Chair
should not influence members in their beliefs or in their votes.

The Chair decides if a quorum is present before the meeting is opened. The Chair sets the procedural
rules for time allocation per item, discussion limits, time of adjournment, and keeps members focused
on the agenda.

A good Chair must satisfy the following requirements:

e Knowledge of basic parliamentary procedure;

e Leadership ability; o

e Capable of being personable and hold the ability to get\alang with people, yet, at the same time,
being firm and orderly without endeavoring to be mereiy;p()pular

e Control of his or her emotions and convictions; :

e Impartiality while sitting as the Chair with exermse of common sense and good judgment; and

e Ability not to express ill will or negative th,ﬁ" ughts about others openlv

Role of City Staff:

Staff support and assistance may be available to boards, ceiﬁmissions, or other
advisory committees, but said bodies do /€ y authority over City employees. Staff
support includes, but is not limited to, preparatlon 'Of ’"gendas an. ropriate background materials.

Attorney Attendance atBbﬁi’&”c{)mmission;and Ady mmlﬁee Meetings:

The City Attorney may attend meetmgs from tlme to tlme when requested by the Mayor or CAO/City
Secretary. ,

Completed"Coylyi’lmitVtee"Werk:

It is the responsibility of boards , commissions, and advisory committees to provide concise and accurate
written reports to the City Council, prepared in such a manner that the City Council fully understands
the issue and what action, if any, it is to take. The report must be submitted to the CAO/City Secretary
no later than the Wednesday prior to the City Council meeting at which the report is to be considered.
The report shall include the followmg information:

A summary of the information gathered;
A statement of the conclusion or findings;
Recommendations or rationale; and
Actions taken.

Statements:

A board, commission, and/or advisory committee as a whole or through individual members does not
have authority to speak for the City.



Code of Ethics:

Each body shall be governed by the City’s adopted Code of Ethics, if applicable, and the Texas Local
Government Code Chapter 171.

Dissolution:

The Mayor, with approval by the City Council, may dissolve, subject to State Law requirements, any
body that, in their opinion, has completed its working function or for any other reason.

Council Recognition:

Outgoing board, commission, and advisory committee members shall receive a Certificate of

Appreciation from the CAO/City Secretary.




