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Board Meeting Protocol
The purpose of this document is twofold. One, it is meant to lend direction and assistance to the staff liaisons of the citizen advisory boards affiliated with the City of San Angelo regarding the approach to and conducting of those board meetings. Two, it is meant to ensure procedural consistency among the boards, as well as with the City Council and other COSA boards and commissions. Questions regarding this protocol or situations that are not addressed within this document can and should be discussed with the Department Director and/or the City Clerk. 

OPEN MEETINGS ACT

All meetings will be held in compliance with the Open Meetings Act, with the exception of allowable executive sessions, and shall be open to the public.
AGENDAS

· Follow the format and reference the City Council agendas. The one exception is you should not include executive sessions on your agenda unless you know for sure that an executive session item will be necessary. Even then, that should be approved beforehand by the Director following consultation with the City Attorney and/or City Management.
· The consent agenda is the place to deal with routine matters, including minutes, the review of financials, and standard reports. If members want to ask questions about or discuss any item on the consent agenda, they can pull that item, as the Council does, and discuss during the regular agenda.
· Strike a balance between concisely described items and providing enough information so the public can distinguish what the item is about. So, for instance, instead of having an item that reads, “Auditorium report,” the caption for the item should instead read, “Discussion and update on Auditorium renovation project, and any action in connection thereto.” Unless you positively know you will not want your Board to take any action, all items should hold open the possibility of a vote or further action or direction by including the phrases “and any action in connection thereto” or “Discussion and possible consideration of a recommendation to the City Council regarding …” If you are certain you want the board to vote on an item, you can simply begin with “Consideration of approving a recommendation …” Other sample captions are available as an exhibit to the Agenda Format instructions.
· All agendas must be posted on the City’s website and the appropriate posting place at City Hall a minimum of 72 hours in advance of the meeting time. It is HIGHLY encouraged that agendas be posted five to seven days prior to the meeting, allowing some time to amend the agenda, if necessary. As a reminder, the agenda is to be emailed to and the meeting Outlooked to BCAgendaNotice@sanangelotexas.us group. 
· All Boards with seven or fewer members should meet in the City Council chambers at the McNease Convention Center. This provides consistency and easy access for the public, and allows for the taping of meetings for Channel 17. 
BACKGROUND MATERIALS
· Background memos should be provided for all regular agenda items. Although the Council background memo format can be followed, Board background memos can be less structured. Still, much of the same information – history, financial impact, staff’s recommendation – should be included.

· In lieu of oral presentations, routine reports should be submitted to Board members as part of their background packets, included on the consent agenda, and then pulled from consent for questions/discussions, if a Board member wishes.

· Background packets should include minutes from the prior meeting. This gives members a chance to review those in advance instead of reading them at the Board table before offering a motion for approval.

· Background packets should be emailed to Board members at least two days in advance of meetings. 

· Background should be posted online with meeting agendas. Links to the background should also be sent to Board members. 

· Keep background memos brief. (The briefer they are, the more likely they are to be read.) Bullet points or one page (or less) is optimal.

· Include PowerPoint presentations for items that involve multi-point policy issues that are numbers-heavy, and/or related to proposed developments – i.e. items for which visuals would aid the explanation and understanding. PowerPoint presentations should be made from the podium, as are presentations to the Council. Try to use as few words as possible, arranged in bullet point fashion, with a type size no smaller than 24 points.
· Use Board background materials as the basis for Council background. Likewise, the presentation of these items becomes a trial run for Council presentations. 

CONDUCTING THE MEETING
· Follow the Council model. As with most aspects of this protocol, we should follow the Council’s lead on how meetings are conducted. To that end: 
· Liaisons and related staff should arrive to the meeting at least 20 to 30 minutes prior to the meeting start time. This will ensure the room and staff are ready to begin the meeting on time should board members or the public have questions or may need clarification on a particular item.
· All involved should always be respectful to all present.

· Ensure that microphones are on and aimed at the appropriate board member, and that members talk directly into the mic.
· Liaisons should not sit at the Board table, but to the side (where the assistant city managers sit during for meetings in the Council chambers) to avoid any appearances that the liaison is part of the Board or is controlling the proceedings. 
· Board liaisons should wear appropriate business attire. 

· The liaison will determine which, if any, other staff should attend board meetings. Staff attendance should be minimized where and when possible to ensure productivity.
· A light lunch or snacks may be served to Boards that meet around the noon hour, if the division can afford such. For Boards that meet at other times, liaisons may determine if snacks are appropriate.
· Call the meeting to order and immediately ask that all cell phones be placed on silent or vibrate. Board members should be cautioned against laying their phones on the Council table; the signals and vibrations interfere with Public Information’s taping of the meeting.

· No prayers or pledges.

· Have the chair read the “public comment” instructions, then ask for public comment.

· Let the chairperson run the meeting, including introducing/reading each agenda item. Board liaisons should facilitate, lending support, information, assistance, as the board needs. That may, at times, involve diplomatic counseling of members who monopolize the conversation.

· Liaisons must vigilantly limit discussions to agenda items, per state law. If discussions stray, suggest that the issue could be considered as a future agenda item.

· Do not conduct an executive session without having discussed that possibility with the City Attorney and the Director. Do not conduct a closed session without a City Attorney, the Director, and/or a City Manager present.

· Seek to limit Board meetings to one hour, being respectful of the members’ time. That said, productive discussions should continue until they have reached resolution.

· Ensure that all motions are seconded, and that seconded motions are voted upon after a clear recitation of the motion.
· Meetings MUST adjourn PRIOR to the loss of a quorum. That is, a motion must be made, seconded and approved before the last member whose presence constitutes a quorum leaves.

· Before adjourning a meeting, ask Board members if there are any future agenda items they’d like to discuss. (This should be the final agenda item before adjournment.)

