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City Policy # 98-02-A - Meeting Room Use
Riggins Rules
PREFIX
A “City of Lebanon” board, committee or commission is one which has been established by City
Charter, the Code of the City of Lebanon, State Statue or by action of the City Council.
The current active City boards are as follows:
Board of Assessors
City Council
City Council Governance Committee
Class VI Roads Advisory Committee
Conservation Commission
Economic Vitality Exchange Committee
Heritage Commission
Lebanon Energy Advisory Committee
Lebanon Municipal Records Board
Library Board of Trustees
Licensing Board
Local Emergency Planning Committee
Loss Prevention Committee
Pedestrian and Bicyclist Advisory Committee
Planning Board
Steering Committee for the Implementation of the Master Plan (SCIMP)
Trustees of Trust Funds
Zoning Board of Adjustment
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Section A - Scheduling Meetings/Posting Notices
A.1.

Definitions

I. "Advisory committee'' means any committee, council, commission, or other like body whose
primary purpose is to consider an issue or issues designated by the appointing authority so as
to provide such authority with advice or recommendations concerning the formulation of any
public policy or legislation that may be promoted, modified, or opposed by such authority.
II. "Governmental proceedings'' means the transaction of any functions affecting any or all
citizens of the state by a public body.
III. "Governmental records'' means any information created, accepted, or obtained by, or on
behalf of, any public body, or a quorum or majority thereof, or any public agency in furtherance
of its official function. Without limiting the foregoing, the term "governmental records''
includes any written communication or other information, whether in paper, electronic, or
other physical form, received by a quorum or majority of a public body in furtherance of its
official function, whether at a meeting or outside a meeting of the body. The term
"governmental records'' shall also include the term "public records.''
IV. "Information'' means knowledge, opinions, facts, or data of any kind and in whatever
physical form kept or maintained, including, but not limited to, written, aural, visual, electronic,
or other physical form.
V. "Public agency'' means any agency, authority, department, or office of the state or of any
county, town, municipal corporation, school district, school administrative unit, chartered
public school, or other political subdivision.
VI. "Public body'' means any of the following:
(a) The general court including executive sessions of committees; and including any advisory
committee established by the general court.
(b) The executive council and the governor with the executive council; including any advisory
committee established by the governor by executive order or by the executive council.
(c) Any board or commission of any state agency or authority, including the board of trustees of
the university system of New Hampshire and any committee, advisory or otherwise, established
by such entities.
(d) Any legislative body, governing body, board, commission, committee, agency, or authority
of any county, town, municipal corporation, school district, school administrative unit,
chartered public school, or other political subdivision, or any committee, subcommittee, or
subordinate body thereof, or advisory committee thereto.
(e) Any corporation that has as its sole member the state of New Hampshire, any county, town,
municipal corporation, school district, school administrative unit, village district, or other
political subdivision, and that is determined by the Internal Revenue Service to be a tax exempt
organization pursuant to section 501(c)(3) of the Internal Revenue Code.”
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A.2.

Meetings Open to the Public

From NH RSA 91-A:
“I. For the purpose of this chapter, a "meeting'' means the convening of a quorum of the
membership of a public body, as defined in RSA 91-A:1-a, VI, or the majority of the members of
such public body if the rules of that body define ""quorum'' as more than a majority of its
members, whether in person, by means of telephone or electronic communication, or in any
other manner such that all participating members are able to communicate with each other
contemporaneously, subject to the provisions set forth in RSA 91-A:2, III, for the purpose of
discussing or acting upon a matter or matters over which the public body has supervision,
control, jurisdiction, or advisory power. A chance, social, or other encounter not convened for
the purpose of discussing or acting upon such matters shall not constitute a meeting if no
decisions are made regarding such matters.
"Meeting'' shall also not include:
(a) Strategy or negotiations with respect to collective bargaining;
(b) Consultation with legal counsel;
(c) A caucus consisting of elected members of a public body of the same political party who
were elected on a partisan basis at a state general election or elected on a partisan basis by a
town or city which has adopted a partisan ballot system pursuant to RSA 669:12 or RSA 44:2; or
(d) Circulation of draft documents which, when finalized, are intended only to formalize
decisions previously made in a meeting; provided, that nothing in this subparagraph shall be
construed to alter or affect the application of any other section of RSA 91-A to such documents
or related communications.
II. Subject to the provisions of RSA 91-A:3, all meetings, whether held in person, by means of
telephone or electronic communication, or in any other manner, shall be open to the public.
Except for town meetings, school district meetings, and elections, no vote while in open session
may be taken by secret ballot. Any person shall be permitted to use recording devices,
including, but not limited to, tape recorders, cameras, and videotape equipment, at such
meetings. Minutes of all such meetings, including names of members, persons appearing
before the public bodies, and a brief description of the subject matter discussed and final
decisions, shall be promptly recorded and open to public inspection not more than 5 business
days after the meeting, except as provided in RSA 91-A:6, and shall be treated as permanent
records of any public body, or any subordinate body thereof, without exception. Except in an
emergency or when there is a meeting of a legislative committee, a notice of the time and place
of each such meeting, including a nonpublic session, shall be posted in 2 appropriate places one
of which may be the public body's Internet website, if such exists, or shall be printed in a
newspaper of general circulation in the city or town at least 24 hours, excluding Sundays and
legal holidays, prior to such meetings. An emergency shall mean a situation where immediate
undelayed action is deemed to be imperative by the chairman or presiding officer of the public
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body, who shall post a notice of the time and place of such meeting as soon as practicable, and
shall employ whatever further means are reasonably available to inform the public that a
meeting is to be held. The minutes of the meeting shall clearly spell out the need for the
emergency meeting. When a meeting of a legislative committee is held, publication made
pursuant to the rules of the house of representatives or the senate, whichever rules are
appropriate, shall be sufficient notice. If the charter of any city or town or guidelines or rules of
order of any public body require a broader public access to official meetings and records than
herein described, such charter provisions or guidelines or rules of order shall take precedence
over the requirements of this chapter. For the purposes of this paragraph, a business day
means the hours of 8 a.m. to 5 p.m. on Monday through Friday, excluding national and state
holidays.
III. A public body may, but is not required to, allow one or more members of the body to
participate in a meeting by electronic or other means of communication for the benefit of the
public and the governing body, subject to the provisions of this paragraph.
(a) A member of the public body may participate in a meeting other than by attendance in
person at the location of the meeting only when such attendance is not reasonably practical.
Any reason that such attendance is not reasonably practical shall be stated in the minutes of
the meeting.
(b) Except in an emergency, a quorum of the public body shall be physically present at the
location specified in the meeting notice as the location of the meeting. For purposes of this
subparagraph, an ""emergency'' means that immediate action is imperative and the physical
presence of a quorum is not reasonably practical within the period of time requiring action. The
determination that an emergency exists shall be made by the chairman or presiding officer of
the public body, and the facts upon which that determination is based shall be included in the
minutes of the meeting.
(c) Each part of a meeting required to be open to the public shall be audible or otherwise
discernable to the public at the location specified in the meeting notice as the location of the
meeting. Each member participating electronically or otherwise must be able to simultaneously
hear each other and speak to each other during the meeting, and shall be audible or otherwise
discernable to the public in attendance at the meeting's location. Any member participating in
such fashion shall identify the persons present in the location from which the member is
participating. No meeting shall be conducted by electronic mail or any other form of
communication that does not permit the public to hear, read, or otherwise discern meeting
discussion contemporaneously at the meeting location specified in the meeting notice.
(d) Any meeting held pursuant to the terms of this paragraph shall comply with all of the
requirements of this chapter relating to public meetings, and shall not circumvent the spirit and
purpose of this chapter as expressed in RSA 91-A:1.
(e) A member participating in a meeting by the means described in this paragraph is deemed to
be present at the meeting for purposes of voting. All votes taken during such a meeting shall be
by roll call vote.”
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91-A:2-a Communications Outside Meetings.
“I. Unless exempted from the definition of "meeting'' under RSA 91-A:2, I, public bodies shall
deliberate on matters over which they have supervision, control, jurisdiction, or advisory power
only in meetings held pursuant to and in compliance with the provisions of RSA 91-A:2, II or III.
II. Communications outside a meeting, including, but not limited to, sequential communications
among members of a public body, shall not be used to circumvent the spirit and purpose of this
chapter as expressed in RSA 91-A:1.”
A.3.

Scheduling Meetings

To ensure compliance with the NH State Right to Know Law (NH RSA 91-A), the following
procedures should be followed relative to the scheduling and posting of meeting
notices/agendas for all City Boards, Committees and Commissions.
Most City boards meet on a regular monthly schedule with predetermined meeting dates and
times. If additional meetings need to take place, the chair of the board, in consultation with
City staff members and other board members, can schedule additional meetings when
necessary. When scheduling additional meetings, the monthly meeting calendar (both on
Outlook and the web site) should be checked for any possible conflicting meeting dates/room
availability.
A.4.

Preparation of Meeting Notices/Agendas

Preparation of meeting agendas is the responsibility of the chair of the board, along with
assistance from the appropriate staff member assigned to work with that board.
Per State Statue and City of Lebanon requirements, meeting notices/agendas must contain the
following information:
1)
2)
3)
4)
5)

6)

Name of Board/Committee
Date and Time of Meeting
Location of Meeting
General Description of Agenda Items
ADA statement on bottom of the agenda to read as follows:
“Any person with a disability who wishes to attend this public meeting and needs
additional accommodations, please contact the ADA coordinator at City Hall by
calling 448-1457 at least 72 hours in advance so that the City can make any
necessary arrangements.” **
Meeting notices should also include the City seal.
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** The Planning and Zoning Director is currently the City’s ADA coordinator for City Hall. If
notification is received that a member of the public needs additional arrangements, the
Director will then contact the appropriate staff support liaison to that board to assist with those
arrangements.
A.5.

Posting of Meeting Notices/Agendas

Proper posting of the meeting notice/agenda is the responsibility of the City staff person
assigned to the board or their designee.
State Statute requires that meeting notices shall be posted in two public places or shall be
printed in a newspaper of general circulation in the city or town at least 24 hours, excluding
Sundays and legal holidays, prior to such meeting.
In order to ensure a more broader public access and notification, the City of Lebanon has
established the following procedure for posting meeting notices:
Lebanon Procedures:
1)
2)

Meeting notices should be posted at least 48 hours in advance, excluding
Sundays and legal holidays.
Notices should be posted in each of the following locations:
City Hall - Inside (bulletin board near Clerk’s Office)
Lebanon Library
West Lebanon Library
City Web Site

The City Council is the only Board who currently advertises their agendas in a local newspaper
on a regular basis. The Planning Board and Zoning Board advertise public hearing notices only
in the newspaper.
A.6.

Meeting Room Requirements/ADA Accessibility

The following is an excerpt of City of Lebanon Policy #98-02-A relative to the use of meeting
rooms and compliance with the Americans with Disabilities Act:
“The ADA is an anti-discriminatory law which requires that people with disabilities have access
to public meetings as part of their rights. The policy stated herein is all inclusive in terms of
access in that access includes physical access to the meeting space and access to the discussion.
It is the responsibility of government to ensure that public meeting rooms are barrier free and
have the necessary electronic equipment so all people can hear discussions clearly and
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distinctly and that all people have the ability to communicate during the course of the
discussion.
Whenever the City of Lebanon schedules a public meeting for the conduct of its own business,
said meeting shall be held in a public room, space, or area that has full accessibility for those
people with disabilities, to include hearing and speech impairment.
It is the responsibility of the administrator providing staff support for any public body of the
City of Lebanon to ensure that the meeting space used for public meetings is barrier free for
accessibility, has an FM system for use by those with a hearing impairment, and arranges for a
sign language interpreter when requested.”
A.7.

Non-Public Sessions

Per RSA 91-A:3, non-public sessions can only be held for the following purposes:
91-A:3 Nonpublic Sessions. –
“I. (a) Public bodies shall not meet in nonpublic session, except for one of the purposes set out
in paragraph II. No session at which evidence, information, or testimony in any form is received
shall be closed to the public, except as provided in paragraph II. No public body may enter
nonpublic session, except pursuant to a motion properly made and seconded.
(b) Any motion to enter nonpublic session shall state on its face the specific exemption under
paragraph II which is relied upon as foundation for the nonpublic session. The vote on any such
motion shall be by roll call, and shall require the affirmative vote of the majority of members
present.
(c) All discussions held and decisions made during nonpublic session shall be confined to the
matters set out in the motion.
II. Only the following matters shall be considered or acted upon in nonpublic session:
(a) The dismissal, promotion, or compensation of any public employee or the disciplining of
such employee, or the investigation of any charges against him or her, unless the employee
affected (1) has a right to a meeting and (2) requests that the meeting be open, in which case
the request shall be granted.
(b) The hiring of any person as a public employee.
(c) Matters which, if discussed in public, would likely affect adversely the reputation of any
person, other than a member of the public body itself, unless such person requests an open
meeting. This exemption shall extend to any application for assistance or tax abatement or
waiver of a fee, fine, or other levy, if based on inability to pay or poverty of the applicant.
(d) Consideration of the acquisition, sale, or lease of real or personal property which, if
discussed in public, would likely benefit a party or parties whose interests are adverse to those
of the general community.
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(e) Consideration or negotiation of pending claims or litigation which has been threatened in
writing or filed against the public body or any subdivision thereof, or against any member
thereof because of his or her membership in such public body, until the claim or litigation has
been fully adjudicated or otherwise settled. Any application filed for tax abatement, pursuant
to law, with any body or board shall not constitute a threatened or filed litigation against any
public body for the purposes of this subparagraph.
(f) Consideration of applications by the adult parole board under RSA 651-A.
(g) Consideration of security-related issues bearing on the immediate safety of security
personnel or inmates at the county correctional facilities by county correctional
superintendents or their designees.
(h) Consideration of applications by the business finance authority under RSA 162-A:7-10 and
162-A:13, where consideration of an application in public session would cause harm to the
applicant or would inhibit full discussion of the application.
(i) Consideration of matters relating to the preparation for and the carrying out of emergency
functions, including training to carry out such functions, developed by local or state safety
officials that are directly intended to thwart a deliberate act that is intended to result in
widespread or severe damage to property or widespread injury or loss of life.
(j) Consideration of confidential, commercial, or financial information that is exempt from
public disclosure under RSA 91=A:5,IV in an adjudicative proceeding pursuant to RSA 541 or RSA
541-A.
III. Minutes of meetings in nonpublic session shall be kept and the record of all actions shall be
promptly made available for public inspection, except as provided in this section. Minutes and
decisions reached in nonpublic session shall be publicly disclosed within 72 hours of the
meeting, unless, by recorded vote of 2/3 of the members present, it is determined that
divulgence of the information likely would affect adversely the reputation of any person other
than a member of the public body itself, or render the proposed action ineffective, or pertain to
terrorism, more specifically, to matters relating to the preparation for and the carrying out of
all emergency functions, developed by local or state safety officials that are directly intended to
thwart a deliberate act that is intended to result in widespread or severe damage to property or
widespread injury or loss of life. This shall include training to carry out such functions. In the
event of such circumstances, information may be withheld until, in the opinion of a majority of
members, the aforesaid circumstances no longer apply.”
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Notification for Non-Public Sessions
Notices for Non-Public Sessions must be posted in two public places at least 24 hours in
advance of the meeting (RSA91-A:2.II). Meeting notice needs to include the following:
1)
2)

Date, Time and Location of Meeting
RSA citation for which the meeting is being held.

Sample notice:
--------------------------------------------------------------------------------------------------------------Lebanon City Council
Non-Public Session
April 27, 2006
5:30 pm
City Hall
The Lebanon City Council will be meeting in non-public session per RSA 91-A:3, II (d) consideration of the purchase, sale or lease of real or personal property.
------------------------------------------------------------------------------------------------------------Minutes are recorded for a non-public session, however, are limited on what is to be included
in them. Any motions made in the non-public session shall be made public after the meeting
unless the board votes to seal the minutes. Sealing the minutes requires 2/3 vote of the board
(see section C.2.).
A.8.

Non-Meetings

City boards can convene in “non-meeting” session for the following reasons as stated in RSA 91A:2, I, (a-d) Meetings Open to the Public. If a board schedules a “non-meeting”, it should be
noticed as indicated above for non-public sessions, except listed as a “non-meeting” instead of
“non-public session”. Non-Meetings are not required to be noticed, however, it has been the
City’s past practice to do so. Minutes are not recorded for a non-meeting.
"Meeting'' shall also not include:
(a) Strategy or negotiations with respect to collective bargaining;
(b) Consultation with legal counsel;
(c) A caucus consisting of elected members of a public body of the same political party who
were elected on a partisan basis at a state general election or elected on a partisan basis by a
town or city which has adopted a partisan ballot system pursuant to RSA 669:12 or RSA 44:2; or
(d) Circulation of draft documents which, when finalized, are intended only to formalize
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decisions previously made in a meeting; provided, that nothing in this subparagraph shall be
construed to alter or affect the application of any other section of RSA 91-A to such documents
or related communications.”
Section B - Conducting Meetings
B.1.

General Information

No meeting should be called to order, nor business discussed or conducted unless a quorum of
the membership is present. A quorum is a majority of all appointed voting members of the
board. If there are any vacancies in the board membership, those vacancies are not included in
determining the quorum.
B.2.

Role of Board Chair

The primary role of the Board Chair is to conduct the meeting according to Robert’s Rules of
Order (see section E for a summary of Robert’s Rules).
The chair should be knowledgeable about parliamentary procedure and the rules governing the
public body. During the meeting the chair should be fair and impartial, tactful and courteous,
all the while exhibiting common sense.
Before calling a meeting to order, the following should take place:
1)
2)

Make sure a quorum of the membership is present.
Make sure the recording secretary has copies of any handouts and agenda materials.
Agenda materials, when initially sent to the members, are sent to the recording
secretary as well. If there are any additional handouts presented by other board
members or members of the public, a copy needs to be given to the recording secretary
at the beginning of the meeting. These handouts will become a part of the permanent
record.

During the meeting:
 Announce in proper sequence the items to come before the board.
 Ensure that only one member is speaking at a time so that all members and the
recording secretary will be able to hear that person speaking.
 Limit “side conversations” among other board members while one member has the
floor.
 When the board is taking action, be sure the action taken is done in the form of a
motion, second to the motion and a vote on the motion.
 Motions should be made clear and succinct so they are properly recorded.
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 Discuss one agenda item at a time. This is especially important for the smaller
committees when there is not usually members of the public in attendance. Do not hop
from item to item. Thoroughly discuss one item before moving on to the next item.
 The chair may speak in debate to any motion, however, this privilege should be used
after all other members have exhausted their rights in debate. In this way, the chair
maintains, as much as possible, the appearance of impartiality.
 When someone other than a member of the board is called upon to speak (a member of
the public, someone giving a presentation to the board, etc.), the Chair should ask the
person to clearly give their name and their ward number or company relation, etc. and
ask that person to spell their name. This will ensure an accurate record by the recording
secretary.
B.3.

Charge of the Board

The chair of the board should fully understand the charge of the board and make sure that all
members fully understand it as well. Do not spend time discussing or debating issues that are
not relevant to the board’s charge nor fall within its realm of responsibility. It is common for
board members to want to address areas which they may have a personal interest, however, if
the topic is not delineated within the charge, it is the chair’s responsibility to bring this to the
attention of the board member during the meeting and direct the conversation back to the
relevant matters at hand.
Section C - Recording Minutes of Meetings
C.1.

Minutes of Meetings

A Recording Secretary will be assigned to cover the meetings of each Board/Committee. There
are a few Committees for which recording secretaries are not available. In these instances, the
Committee should designate one of its own members to act as the Committee Secretary to take
minutes for the Committee.
Per State Statute (RSA 91-A:2, II) minutes must include the following:
1)
2)
3)
4)
5)
6)
7)
8)
9)

Name of Board/Committee
Date, Time and Location of Meeting
Members Present
Members Absent
Time when meeting was called to order and by whom.
Record of Motions (actions) taken by the Board/Committee, to include who made the
motion and who seconded it. Also include who voted for or against the motion, any
abstentions, and whether the vote passed or not.
Name of persons appearing before the Boards/Committees.
Brief description of items discussed.
Time meeting adjourned.
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The City has established a standard to adhere to the State requirements relative to content of
minutes. All board minutes will be brief and contain only that which is required by state law.
This standard is strongly recommended by the City’s legal counsel. The only exception is to the
quasi-judicial boards where some additional information should be included in the minutes.
C.2.

Minutes of Non-Public Sessions

Minutes of Non-Public Sessions must be recorded. They should include the following
information as stated in RSA 91-A:3, III.
“III. Minutes of proceedings in nonpublic session shall be kept and the record of all actions shall
be promptly made available for public inspection, except as provided in this section. Minutes
and decisions reached in nonpublic session shall be publicly disclosed within 72 hours of the
meeting, unless, by recorded vote of 2/3 of the members present, it is determined that
divulgence of the information likely would affect adversely the reputation of any person other
than a member of the body or agency itself, or render the proposed action ineffective, or
pertain to terrorism, more specifically, to matters relating to the preparation for and the
carrying out of all emergency functions, developed by local or state safety officials that are
directly intended to thwart a deliberate act that is intended to result in widespread or severe
damage to property or widespread injury or loss of life. This shall include training to carry out
such functions. In the event of such circumstances, information may be withheld until, in the
opinion of a majority of members, the aforesaid circumstances no longer apply.”
C.3.

Access to Minutes

Minutes must be completed (in draft form) and made available to the public within 5 business
days after the meeting. Anyone interested in reviewing a set of draft minutes can contact the
City Clerk’s Office (or staff representative to the appropriate board).
In the absence of a City-appointed recording secretary, the Committee Secretary must submit
the minutes to the City staff representative working with that committee within the 5 business
day time frame so they can be made available to the public through the normal City channels.
Once meeting minutes are approved by the Committee in their final form, they will then be
posted to the City’s web site by the City Clerk’s Office.
Please note, the audio recordings of the meetings are generally posted on the City’s web site
the morning after the meeting.
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Section D - Process for Appointing Board Members
D.1.

Appointing Board Members

The process outlined below is what is currently used for appointing volunteer members to the
City’s boards, committees and commissions. There are a few exceptions such as appointments
to the Board of Assessor are done by the City Manager.
Council Rules and Regulations (Chapter A191 of the Code of the City of Lebanon) includes
procedures for appointing board and committee members as follows:
A191-18 - Council Appointments.
“A.
B.

C.
D.

When vacancies occur, either by resignation, removal or lapse of term, applications
received by the City Clerk will be forwarded to the City Council in a timely manner in
order for vacancies to be filled as quickly as possible. [Amended 4-2-2008]
In the case of Council appointments to City boards and City commissions, only those
individuals with an active application on file with the City Clerk shall be considered for
the vacancy. After an application has been on file for a year, the City Clerk shall notify
the individual and determine if he/she still wishes the application to remain active for
another year. [Amended 11-7-1979]
All appointments shall be acted upon by the City Council as authorized by the City Code,
the City Charter and New Hampshire Law. [Amended 8-2-1995; 5-21-2003; 4-2-2008]
The following procedure will be followed for board, commission and committee
appointments and reappointments: [Added 9-18-1996; Amended 4-2-2008]
(1) For initial appointment, the applicant shall fill out the standard application form.
[Amended 5-21-2003; Amended 4-2-2008]
(2) For reappointment, the applicant shall update the current form on file. [Amended 4-22008]
(3) One member of the City Council shall interview the applicant and report to the full
Council prior to any nomination for appointment or reappointment. [Amended 4-22008]
(4) While one city councilor is officially assigned to interview each applicant, any city
councilor may interview any applicant for any position to better inform their
decision.”

City Council Appointment Process
For existing board/committee members, letters are sent to members prior to the
expiration of their terms. This letter is to remind them of the upcoming expiration date
and to advise them of the process to follow if they are interested in being considered by
the Council for reappointment, which includes submitting a new application or updated
previous application.
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Once a completed application (new application or updated previous application) is
received by the City Clerk, the applicant will be interviewed by one member of the City
Council. Individuals applying for re-appointment are also subject to the interview process.
Once the interview has been completed, the application is placed before the City Council
under the appointment section of the agenda at the next available regular City Council
meeting. At that meeting, the Councilor who conducted the interview will make a
recommendation to the full Council relative to the application. Council then takes action
on the application. Note: although only one Councilor is assigned to interview the
applicant, any city councilor may interview any applicant for any position to better inform
their decision.
Some Boards/Committees are made up of both regular and alternate members. When a
regular member of a board resigns, or is not interested in being considered for
reappointment, prior to opening the position to a new appointment, alternate members
are contacted to determine whether they would be interested in moving into a regular
position.
D.2. Oath of Office
Once a member has been appointed/reappointed to a board, the City Clerk will notify that
person of the appointment and inform them of their responsibility to come to the City Clerk’s
office to take the oath of office for that term. The oath of office is required for each individual
term for which a member is appointed. Newly appointed members or reappointed members
should not be participating at a meeting until the oath has been taken.
D.3. Resignation of Board Members
When a resignation occurs, it should be presented in written form to the City Clerk with a copy
to the Board Chair.
Section E - Introduction to Robert’s Rules of Order
Below is a brief summary of how Robert’s Rules of Order are applied to City meetings.
The final authority for resolving questions of procedure will be Robert’s Rules of Order Newly
Revised, 11th Edition.
E.1. What are Robert’s Rules of Order?
It is a set of rules for conducting meetings that allow participants to be heard and to make
decisions without confusion. It is often referred to as parliamentary procedure.
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E.2. Why is Parliamentary Procedure Important?
Because it’s a time tested method of conducting business at meetings and public gatherings. It
can be adapted to fit the needs of any organization. Today, Robert’s Rules of Order Newly
Revised is the basic handbook of operation for most clubs, organizations and other groups. So
it is important that everyone know the basics.
E.3. Making and Voting on Motions.
Board members express themselves by discussing and making motions. A motion is a proposal
the entire board takes action on. Board members can:
1)
2)
3)
4)

Make motions (move to adopt items on the agenda).
Second motions.
Debate motions.
Vote on motions.

There are three basic types of motions:
1.

Main Motions:
The purpose of a main motion is to introduce items to the membership for their
consideration. They cannot be made when another motion is on the floor, but yield to
subsidiary and incidental motions.

2.

Subsidiary Motions:
The purpose of a subsidiary motion is to change or amend a main motion; it is voted
on before the main motion.

3.

Incidental Motions:
Their purpose is to provide a means of questioning procedure concerning other
motions and must be considered before the other motions.

How are Motions Made?
Only board members may make motions; the member:
1.

Obtains the floor
a.

Waits until the last speaker has finished.
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b.
c.
2.

Addresses the Mayor/Chair
Waits until recognized by the Mayor/Chair

Makes the motion
a.
b.
c.

Speaks in a clear and concise manner.
States the motion affirmatively. “I move that we...” rather than “I move
that we do not...”.
Avoids personalities and stays on subject.

3.

Waits for another member to second the motion.

4.

Another member seconds the motion or the Mayo/Chair calls for a second.

5.

If there is no second, the motion dies.

6.

If the motion is seconded, the Mayor/Chair re-states the motion
a.
b.
c.

7.

Discussing a motion
a.
b.
c.
d.

8.

The Mayor/Chair will say, “it has been moved and seconded that we...”
thus placing the motion before the membership for consideration and
action.
The membership then either debates the motion, or moves directly to a
vote.
Once a motion is presented by the mayor/chair, it becomes “assembly
property”, and cannot be changed without the consent of the board.

The mover is always allowed to speak first.
All comments and debate must be directed to the Chair.
Keep to the time limit for speaking if one has been established.
The mover may speak again only after all other board members wishing
to speak have spoken, unless called upon by the Mayor/Chair.

“Calling the question.”
a.
b.

The Mayor/Chair asks, “Are you ready to vote on the motion?”
If there is no more discussion, a vote is taken.

How are motions voted on?
There are a number of ways a group can vote on a motion. However, two are generally
utilized by the City boards, they are:
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1.

By General Consent - When a motion is not likely to be opposed, the Mayor/Chair
says, “if there is no objection...” The board shows agreement by their silence,
however, if one member says, “I object,” then the item must be put to a vote.

2.

By Show of Hands - The Mayor/Chair will ask, “all those in favor” and those members
in favor will raise their hands. The Mayor/Chair will then ask for “all those opposed”
and those members opposed will raise their hands. Board members will also note if
they are abstaining.

There are two other motions that are commonly used that relate to voting.
1.

Motion to Table - This motion is often used in the attempt to “kill” a motion. The
option is always present, however, to “take from the table”, for reconsideration by the
membership. This would need to happen during the same meeting.

2.

Motion to Postpone Indefinitely - This is often used as a means of parliamentary
strategy and allows opponents of a motion to test their strength without an actual
vote being taken. Also, debate is once again open on the main motion.

Parliamentary Procedure is the best way to get things done at meetings. But, it only
works if it is used properly.
1.
2.
3.
4.
5.

Only allow motions that are in order.
Require speakers to obtain the floor properly.
Speakers must speak clearly and concisely.
All comments must be directed to the Chair.
Most important, courtesy is to be observed at all times.
Section F - Tips for Elected/Appointed Officials

Some of the following tips were taken from the publication Parliamentary Procedure in Local
Government. This publication was developed by the National Association of Parliamentarians
and recommended by the International Institute of Municipal Clerks as an excellent reference
guide for Municipal Clerks and elected officials.
F.1. General Tips
•

Concentrate on the challenge of the office to which elected or to the board/committee to
which appointed.

•

Develop a vision for the organization (for Council members).
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•

Itemize at least five important goals.

•

Become knowledgeable about colleagues’ ideals.

•

Learn about the responsibilities of staff members.

•

Gain knowledge of the organizational structure prior to taking on a major effort or
program.

•

Ask questions.

•

Study the working of the organization before suggesting changes.

•

Brainstorm ideas with colleagues and staff for reactions.

•

Compromise, if necessary, to accomplish goals.

•

Refer complaints to responsible staff members.

•

Prepare for each meeting.

•

Establish good media relationships.

F.2. Before the Meeting
The administrative staff of a public body provides the members with a wealth of information
including an agenda and background information, prior to each meeting. Members should not
wait until the meeting to open the packet or computer file containing background information.
It is extremely important that public officials review all pertinent information provided prior to
a meeting.
Members should review the agenda, read the background information, and ask questions of
staff members about anything that needs further clarification, becoming familiar with the
governmental unit’s plans. They should talk with members of the public and especially people
holding a different point of view in order to become well informed. However, no opinions
should be expressed outside of the public meeting.
If, after having reviewed the materials, a member feels that additional information is necessary,
do not wait until the meeting to announce that you do not feel you have enough information to
deliberate a subject. Contact the appropriate staff member ahead of time to gather the
information necessary before the meeting. Chances are if one member feels they do not have
enough information, then others may feel that way as well. By bringing this up prior to the
meeting it will help prevent agenda items from having to be put off until future meetings.
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F.3. During the Meeting
At the meeting, the member should be prepared to succinctly discuss the issues. It’s not a bad
idea for members to make notes, or even write a list of comments, so they will be prepared to
intelligently discuss proposals.
As a courtesy to all and to fulfill their obligations, members should arrive prior to the appointed
time for the meeting.
Before proposing that members take a formal action or position on an important issue, a bit of
preparation will help assure its acceptance. First the member should ask these questions:








Is the language of my motion clear and specific?
Is the motion stated briefly, concisely and directly?
Can my intent possibly be misinterpreted?
Is the motion stated affirmatively?
Will the motion be in order?
Does it call for action outside the object of the organization?
Will the action conflict with rules of the organization or public law?

The overall test of a well-phrased motion that will contribute to efficient transaction of business
can be summed up in two additional questions:



Does it state who is to do what, when and to what intended effect?
Is it practical to do it?

F.4. Etiquette
During the meeting, observe proper parliamentary etiquette. Remarks in debate must be
confined to the merits of the pending question. Unnecessary interruption of members or
conversations with another member during debate should be avoided. All remarks should be
made to or through the chair. Members need to really listen to what colleagues and the
citizens have to say, and to keep an open mind.
Section G - Frequently Asked Questions:
Regarding board membership:
Q. What constitutes a quorum?
A.

A quorum is a majority of all members of the board.
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Q. If I have already taken my Oath of Office when first appointed to a board, do I need to take
it each time I am reappointed.
A.

The Oath of Office is given for each term. When a new appointment term begins, the Oath
of Office must be taken.

Q. What is an ex-officio member?
A.

An ex-officio member is one who is a member of that board by virtue of an office held
within the City or society (generally a staff representative). An ex-officio member has all
the rights and privileges as regular members, however, they have no obligation to
participate and should not be counted as part of the quorum of the membership nor do
they vote.

Regarding minutes:
Q. Can draft minutes be changed to reflect what I meant to say on a specific issue?
A.

No. If you inadvertently made an incorrect statement at a meeting, the minutes from that
meeting cannot be changed. However, when that set of minutes is brought up at the next
meeting for review you can correct the record at that time by stating the correction which
will then be entered into the record of the minutes of that subsequent meeting.

Q. If I was not at the meeting for which we are now voting on approving the minutes of, do I
need to abstain from the vote.
A.

No. You can still participate in the vote even though you were not at that meeting. It is up
to those who were present at the meeting to make any corrections necessary to the
minutes. Robert’s Rules of Order, 11th Edition, Chapter 41, #1 Reading and Approval of
Minutes states … “It should be noted that a member’s absence from the meeting for which
minutes are being approved does not prevent the member from participating in their
correction or approval.”

Q. Who determines what is included in the minutes?
A.

Other than what is required by State Statue, the recording secretaries determine what
portions of the discussions are included in the minutes. If, after reviewing a draft set of
minutes, the board wants a specific issue included, they can then make a request to the
recording secretary to add more information to the draft minutes.

Q. How are meetings recorded? Can I listen to the recording?
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A.

The meetings are digitally recorded by the recording secretary. The morning after a
meeting, the audio recordings are posted to the City’s web site for anyone who want to
listen to all or a portion of the recordings.

Q. Why does it take so long to have the minutes posted on the City’s web site.
A.

Minutes are not posted on the City’s web site until they have been approved by the board.
This is to ensure that the final accurate product is posted and that draft versions which
may be corrected prior to their finalization are not mistaken as the final form. Because
some boards only meet once monthly, and at times are not able to review minutes each
month, a delay occurs in posting the minutes to the web. Any interested parties can,
however, obtain copies of the draft minutes by contacting the City Clerk’s office or support
office for that particular board.
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Attachment A
City of Lebanon ~ Administrative Policy
Use of Meeting Rooms

Policy Number:

98-02-A

Effective Date: September 17, 1998

Approved By:
James A. McSweeney, City Manager
___________________________________________________________________
PURPOSE:

To comply with the Americans with Disabilities Act relative to the use
Of meeting space.
The ADA is an anti-discriminatory law which requires that people with
disabilities have access to public meetings as part of their rights. The
policy stated herein is all inclusive in terms of access in that access
includes physical access to the meeting space and access to the
discussion. It is the responsibility of government to ensure that public
meeting rooms are barrier free and have the necessary electronic
equipment so all people can hear discussions clearly and distinctly and
that all people have the ability to communicate during the course of
discussion.

POLICY:

Whenever the City of Lebanon schedules a public meeting for the
conduct of its own business, said meeting shall be held in a public room,
space, or area that has full accessibility for those people with disabilities,
to include hearing and speech impairment.

PROCEDURE:

It is the responsibility of the administrator providing staff support for any
public body of the City of Lebanon to ensure that the meeting space used
for public meetings is barrier free for accessibility, has an FM system for
use by those with a hearing impairment, and arranges for a sign language
interpreter when requested.
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