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Ordinance No. Q‘f .Q'QLQ

An Ordinance to Establish Rules of Procedure, Public Access,

and Order of Business for all Meetings

WHEREAS, Section 2.22 of the Charter of the City of Sky Valley provides for the adoption of
rules of procedure and order of business; and,

WHEREAS, well-organized meetings allow a City Council to reach decisions in a fair and
consistent manner; and,

WHEREAS, efficiency is served when the process of planning for and conducting public
meetings is clearly stated and understood by public officials and citizens; and,

WHEREAS, public participation and access to the governmental decision-making process is a
key element of our democratic system.

NOW, THEREFORE, The City of Sky Valley hereby ordains that all meetings of the City
Council of the City of Sky Valley shall be conducted in accordance with the provisions of this
rules of procedure and organization ordinance.

Section 1. Open Meetings. All meetings of the City Council shall be held in accordance
with the provisions of § 50-14-1 et seq. of the Official Code of Georgia Annotated as it existed or

as amended.

Section 2. Executive Sessions. Executive sessions of the Mayor and City Council may be
held as provided by law.

(a) Non-Exempt Topics. If a Councilor attempts to discuss a non-exempt topic
during an executive session, the presiding officer shall immediately rule that
Councilor out of order and such discussion shall cease. If the Councilor persists in
discussing the non-exempt topic, the chairperson shall adjourn the meeting
immediately.



(b) Procedure For Entering Into Executive Sessions. No executive session shall be
held except pursuant to a majority affirmative vote of the City Council taken in a
public meeting. The minutes of the public meeting shall reflect the names of the
Councilors present, those voting for the executive session, and the specific
reasons for the executive session. All votes taken on items discussed in executive
session shall be taken in an open meeting.

(c) Executive Session Minutes. The Mayor or designee of the Mayor will provide
an outline of the subject matter of the executive session. This outline shall be
maintained in a confidential file and shall not be subject to disclosure except as
otherwise provided by law.

(d) Executive Session Affidavit. The Mayor or other presiding officer and all
Councilors present shall execute an affidavit stating, under oath, that the executive
session was devoted to topics exempt from the public access requirements. The
affidavit shall include the specific exemption to the open meetings law. The
affidavit shall be filed with the minutes of the open meeting.

Section 3. Visual and Sound Recordings. Visual, sound, and visual and sound recordings shall be
permitted for all public hearings.

Section 4. Quorum. A quorum must be present for conducting meetings of the Council. A
quorum is any three members of the City Council. It is the duty of the Mayor to enforce this rule.
Any Councilor may raise a point of order directed to the Mayor if he or she believes that a
quorum is not present. If, during the course of a meeting, a Councilor or Councilors leave and a
quorum no longer exists, the meeting may not continue. If a quorum is not attained within thirty
minutes, the meeting may be rescheduled by the Mayor with the approval of the Councilors
present.

Section 5. Mayor. The Mayor of the City Council, as presiding officer, is responsible for the
orderly conduct of the meeting. In order to fulfill this duty, the Mayor shall enforce the rules of
procedure that are adopted by the City Council. The Mayor shall be impartial and conduct the
meetings in a fair manner. The Mayor may not introduce motions, second motions, or vote.

Section 6. Council President. The Council shall select a Council President from the Council
members at the beginning of each calendar year. The Council President shall fulfill the duties of
the Mayor if the Mayor is not in attendance.

Section 7. Presiding Officer. If the Mayor and the Council President are absent or otherwise
unable to serve as presiding officer at a meeting and a quorum of Councilors is present, the
remaining Councilors shall select a Councilor to serve as presiding officer of the meeting until
either the Mayor or Council President is present at the meeting.

Section 8. Parliamentarian. The city attorney shall serve as the parliamentarian for City Council
meetings.



Section 9. Order of Motions; Rules of Order.
(a) When a question, motion or resolution is before the Council, the following chart of

precedence of motions and summary of rules governing them:

CHART OF PRECEDENCE OF MOTIONS AND SUMMARY OF RULES GOVERNING THEM

May
Interrupt a Requires Vote Motlons That

Privileged Motlons Speaker a Second Debatable Required May Apply
To fix time at which to adjourn ... .. No ................ Yes .............. Limited ......... Maj............. Amend, Reconsider ., .......
To adjourn (unqualified) ............ No ................ Yes ... .. No ............. Maj............. None ... ... ... ...........
Tolakearecess .................. No ................ Yes .. ..., Limited ......... Maj............. Amend ...................
To rise lo a question or privilege ... .. Yes ...l No .............. No ............. Chmn.rules ... .. Al
To call for the orders of the day ... ... Yes ... No .............. No ............. None ........... None ................. ...
Subsidiary Motions
To lay on, or take from, the table ... .. NOo .. .. Yes .............. No ............. Maj............ None ....................
To call for previous question ........ No ................ Yes ... No ............. 23 . Reconsider................
To limit, or extend limits, ofdebate . ... No ................ Yes .............. Limited ...... ... 213 ... ... Amend, Recon., Prev. Ques. . .
To postpone definitely . ............ No ................ Yes .............. Limited ......... Maj............. Amend, Recon., Prev. Ques. ..
To referto a committee .. .......... NO ......... ..ot Yes . ...ooiiiiinn Limited ......... Maj............. Amend, Recon., Prev. Ques. ..
Toamend ....................... No ... Yes ... ... Yes ............ Maj............. Amend, Recon., Prev. Ques. ..
To postpone indefinitely .. .......... No .. .oiiiinnn, Yes .............. Yes ............ Maj............. Limit Deb, Prev. Ques., Recon.
Main Motions
a. General main motions .. ......... No ..............o. Yes .............. Yes ............ Maj ............ Al
b. Specific main motions .. .........

Totake fromthetable ........... No ............. .. Yes ...t No ............. Maj............. None ....................

Toreconsider .................. Yes ....... ..., Yes ... Yes ............ Maj............. Lim. Deb., Prev. Ques., Table,

To reconsider and have entered-

ontheminutes ............... Yes ....... ... Yes .............. No ............. Nonetilcalledfor . None ........ .. ....... ..

Torescind ... ...........coovnnn No ©......covninn Yes . ....iiinian.. Yes ............ 213 Al

Toexpunge . ............ ... No ........oiiienn Yes ... Yes ............ 23 ..o, All oo

To adopt aresolution ............ No ........oooiit Yes .............. Yes ............ Maj............. Al

To adjourn (quafified) ............ No ................ Yes ...l Limited .._...... Maj............. Al oo

To create orders oftheday ....... No ...t Yes ..ot Yes ............ Gen,Maj,Spec.. Al. ... ... .. ... ... ......

(special) 23 .

To amend (constitution, etc.} ...... NOo ...ty Yes ...... ... Yes ............ 23 .. Al
incldental Motlons
Tosuspendrules ................. No ................ Yes ... ... No ............. 23 L None ....................
To withdrawamotion . ............. NO ... .o No .............. NO ............. Maj............. Reconsider .. ..............
Toread papers . . ......covevvnnann NoO . vt Yes ...l No ............. Maj ............ Reconsider. , ..............
To object o consideration . ......... Yes .......iieiannn No .............. No ............. 23 ... Reconsider .. ..............
Torise to apointoforder .. ......... Yes ... No............... No ............. Chmn.rulesorMaj. None . ...................
To rise parliamentary inquiry ........ Yes ...t No......oo.oout No ............. None........... None ....................
To appeal from the decision of the chair. .Yes ............... Yes ... Limited ......... Maj............. All exceptamend ... ........
To call for a division of the house . . . . . Yes . ... No............... No ............. Ma@ ............. None .. ..................
To call for a division of aquestion .... No ................ Yes ...l No ............. Maj............. Amend ...................

(b) Except as herein provided, the proceedings of the Council shall be governed by Robert’s Rules of Order
Revised.

Section 10. Suspending the Rules of Order. Rules of order may be suspended in the case of an emergency. A motion
to suspend the rules requires a second, is debatable, and requires a two-thirds vote of the Council. Rules governing
quorums (Section 4), voting methods and requirements (Section 17 and Section 18), the notification to Councilors
of meetings (Section 12(a) and (b)) and rules necessary for compliance with state law may not be suspended; provided,
however, that, in the event that a state of emergency is declared by the Governor or other authorized state official, the
Council may waive time-consuming procedures and formalities imposed by state law.



Section 11. Regular Meetings. Regular meetings of the City Council shall be held at 1:00 p.m. on
the second Monday of each month. All regular meetings shall be held at City Hall, or a location
otherwise designated by the City Council. A notice containing the foregoing information shall be
posted and maintained in a conspicuous place available to the general public at City Hall.

Section 12. Meetings Other Than Regular Meetings. The Council may meet at times and
locations other than those regularly scheduled meetings.

(a) Special Meetings and Rescheduled Regular Meectings. A regular meeting may be
canceled, rescheduled or moved to a new location within the city by the Mayor for any
reason. Other special meetings may be scheduled by the Mayor or at the request of at least
three Councilors. Whenever a rescheduled regular meeting or any other special meeting is
to be held at a time or place other than the regularly scheduled time or place, written
notice of the change shall be posted for at least 24 hours at City Hall. In addition, written
or oral notice shall be given by the Clerk at least 24 hours in advance of the meeting to
either the legal organ of the city or a newspaper having general circulation at least equal
to that of the legal organ, as well as to each member of the city governing authority.

(b) Meetings With Less Than 24 Hours Notice. When emergency circumstances occur,
the Council may hold a meeting with less than 24 hours notice to the public. When such
meetings are to be held, the Clerk shall provide notice to the legal organ of the city or a
newspaper with a general circulation at least equal to that of the legal organ and to each
member of the city governing authority as soon as possible. The notice shall include the
subjects expected to be considered at the meeting. In addition, the minutes shall reflect
the reason for the emergency meeting and the nature of the notice given to the media.

(c) Meetings During a State of Emergency. When it is imprudent, inexpedient or
impossible to hold Council meetings at the regular meeting place due to emergency or
disaster resulting from manmade or natural causes, as declared by the Governor or other
authorized state official, the Council may meet anywhere within or outside of the city.
Such a meeting may be called by the Mayor or by any three Councilors. At the meeting,
the Councilors shall establish and designate emergency temporary meeting locations
where public business may be transacted during the emergency. Any action taken in such
meetings shall have the same effect as if performed at the regular meeting site.

Section 13. Order of Business. All regular Council meetings shall substantially follow an
established order of business. The order shall be as follows:

° Call to Order

Invocation/Pledge of Allegiance
Approval of Minutes

Approval of Agenda

Invited guests

Department Reports



Committee Reports

Old Business

New Business

Tabled Items

Public Form and General Comments

Adjournment

Section 14. Agenda. The City Clerk, with the advice of the City Manager, Mayor, and
Councilors, shall prepare an agenda of subjects to be acted on for each meeting. Agenda items
shall be submitted to the City Clerk by 4:00 p.m. the Wednesday preceding the Monday meeting,
or at least . The agenda shall be made available to the Councilors by 9:00 a.m. on the Friday
preceding the Monday meeting, or at least one business day before any other scheduled Council

meeting.

(a) Requests For Agenda Items. Members of the public may request that a particular
subject be placed on the agenda for a meeting. To be considered, this request shall be
submitted in writing to the City Clerk and received at least one week prior to a regular
Council meeting.

(b) Changing The Agenda. The order or addition of any new items to the agenda may be
done prior to the adoption of the agenda by a majority vote of the Council. A change in
order or additions of any new items may be added to the agenda during a meeting by a
two-thirds vote of the Council.

(c) Agenda Must Be Made Public. The agenda of all matters to come before the Council
shall be made available to the public upon request and shall be posted at City Hall as far
in advance as reasonably possible, but not more than two weeks prior to the meeting.

Section 15. Decorum. All Councilors shall conduct themselves in a professional and respectful
manner. All remarks shall be directed to the Mayor and not to individual Councilors, staff, or
citizens in attendance. Personal remarks are inappropriate and may be ruled out of order. A
Councilor may not speak at a meeting until he or she has been recognized by the Mayor. All
comments made by a Councilor shall address the motion that is being discussed. The Mayor shall
enforce these rules of decorum. If a Councilor believes that a rule has been broken, he or she may
raise a point of order. A second is not required. The Mayor may rule on the question or may
allow the Council to debate the issue and decide by majority vote.

Section 16. Voting. Passage of a motion shall require the affirmative vote of a majority of
Councilors present and voting at a meeting at which a quorum is present. Unless otherwise
specified in these procedures, a majority shall exclude abstentions. When a two-thirds majority is
specified, a majority vote shall mean at least two-thirds of the Councilors present excluding

abstentions.

Section 17. Silence is Consent. Those Council members who do not vote agree to go along with
the decision of the majority by their silence.
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Section 18. Abstentions. A Councilor shall vote on all motions unless he or she has a conflict of
interest preventing him or her from making a decision in a fair and legal manner. If a conflict of
interest does exist, the Councilor shall explain for the record his or her decision to abstain on any

vote.

Section 19. Public Participation. Public participation in meetings of the City Council shall be
permitted in accordance with the provisions of this section.

(a) Public Comments. All members of the public wishing to address the Council during the
period of the meeting designated as “Public Forum and General Comments,” or at such other
time as a majority of the Council shall allow, or at public hearings on local laws, zoning law
and the city budget, or any other time required by state law or City Charter. Speaker must
stand, if possible. Speakers are requested to give their name, address and organization, if any.
Speakers must be recognized by the presiding officer. Speakers are requested to limit their
remarks to five minutes and will be advised by the City Clerk when five minutes have
expired. Speakers are requested to conclude their remarks at that time. The “Public
Forum/General Comments™ period is intended to afford citizens an opportunity to express
opinions and to bring important matters to the attention of the Common Council. Although
they may, nothing herein shall require the Mayor or the Council to answer questions or engage
in debate at any Council meeting. All remarks shall be addressed to the Council as a body and
not to any member thereof. Speakers shall observe the commonly accepted rules of courtesy,
decorum, dignity and good taste. Interested parties or their representatives may address the
Council by written communications. Written communications shall be delivered to the City
Clerk to be distributed to the Mayor and Council.

(b) Public Participation on Agenda Items. The presiding officer shall allow public comment
on an agenda item at the time the item is being considered by the Council. These comments
shall be limited to the subject that is being debated. Members of the public may speak for five
minutes and may speak only once. These limits may be waived by a majority vote of the
Council. Anyone wishing to speak at any Council meeting must be recognized by the Mayor
before addressing the Council.

(c) Decorum. Members of the public shall not make inappropriate or offensive comments at
a Council meeting and are expected to comply with the rules of decorum that are established
for Councilors. Individuals violating any rules of the Council may be ruled out of order by the
Mayor or on a point of order made by a Councilor. A majority vote of the Council shall rule
on the point out of order. An individual violating the rules of decorum may be removed from
the meeting at the direction of the Mayor. :

(d) Sergeant at Arms. The Chief of Police, or such member of the Department of Police as
the Mayor may designate, shall be Sergeant at Arms at the Council meetings. The Sergeant
at Arms shall carry out all orders given by the Mayor for the purpose of maintaining order and
decorum at the meetings. On the instruction of the Mayor, the Sergeant at Arms shall remove
from the meeting any person who disturbs the proceedings of the Council.



(e) Public Hearings. The Council may schedule public hearings for the purpose of
soliciting public comment on any subject of interest to the Council. Hearings may be held
immediately prior to, during or following a meeting of the Council or at such other places
and times as the Council may determine. Hearings require at least 10 minutes per side. No
official action shall be taken at any such public hearing. Hearings on zoning decisions
shall be governed in accordance with the zoning policies and procedures.

Section 20. Meeting Summary. A summary list of the subjects acted upon in a meeting and the
names of the Councilors present at a meeting shall be written and made available to the public
for inspection within two business days of the adjournment of the meeting.

Section 21. Minutes. The City Clerk shall promptly record the minutes for each Council meeting.
The minutes shall specify the names of Councilors present at the meeting, a description of each
motion or other proposal made at the meeting, the name of the Councilor who proposed each
motion, the name of the Councilor who seconded each motion, and a record of all votes. In the
case of a roll call vote, the name of each Councilor voting for or against a proposal shall be
recorded. It shall be presumed that a Councilor has voted in the affirmative unless the minutes
show otherwise. More detailed information may be included in the minutes at the request of the

Council.

The Council shall approve the minutes before they may be considered as an official record of the
Council. The minutes shall be open for public inspection once approved as official by the
Council but in no case later than immediately following the next regular meeting of the Council.
A copy of the minutes from the previous meeting shall be distributed to the Councilors at least
one business day before the following meeting. The minutes of the previous meeting shall be
corrected, if necessary, and approved by the Council at the beginning of each meeting. A
majority vote is required for approval. Conflicts regarding the content of the minutes shall be
decided by a majority vote. Upon being approved, the minutes shall be signed by the Mayor and
attested to by the Clerk of the City Council.

Section 22. Committees. The Mayor, with the concurrence of the Council, may create
committees of members of the Council to study any issue before the Council. Any such
committees may make recommendations to the City Council but no committee shall be
empowered to make any final decision on any matter before it for consideration. In addition to
Council members, committees may include other city officials, staff or citizens at large.
Whenever a committee is created, its duties, any limitation on the scope of its duties, and the
times, places, and periods of time for which the committee may operate shall be determined by
the Mayor with the concurrence of the Council. The Mayor shall serve as an ex officio member
of all committees. Committee meetings shall be open to the public and shall comply with the
requirements of this meeting organization ordinance and state law.

Section 23. All ordinances or portion of ordinances in conflict with the provisions hereof are
hereby repealed.



Section 24. This ordinance will become effective upon adoption by City Council and approval
by the Mayor as provided by the Charter of the City of Sky Valley.

It is so ordained and approved by vote of the City Council of the City of Sky Valley this 9 l [ \
dayof Y'Y\ (L , 2005.

Steve Brett, Mayor

Attested:

s, City CI

YIAAD

erk

Linda Well

IZ/F irst reading approved by City Council
?cond reading approved by City Council
or
Second reading waived by unanimous vote
of all council members present



