ORDINANCE NO. 1557

AN ORDINANCE OF THE CITY COUNCIL OF THE CI.. OF WOODLAND RELATING TO
PROCEDURES FOR CITY COUNCIL MEETINGS AND AMENDING ¢ DI \ANCE NO. 1498
AND AUTHORIZE PUBLICATION BY SUMMARY

WHEREAS, the Woodland City Council is required pursuant to RCW 35A.12.120 to adopt
rules which relate to the City Council procedures order of business, condu ' of Council
meetings and such other matters properly related thereto; and

WHEREAS, the Woodland City Council has reviewed the attached Rules of Procedure and
finds them to be acceptable and appropriate.

NOW, THEREFORE, be it1 olve. gy the City Council of the City of Woodland, Washington
as follows:

1. Rules of Proce "Jre.
The _ity Council adopts the attached Exhibit “A” Rules of Procedure under the
Mayor/Council form of government. For decision points of order, the City shall
be governed by the most recent edition of Roberts Rules of Order, a copy of
which is maintained in the office of the Woodland City lerk Treasurer.

2. Best Effc s
These Rules of Proce: re are designed to assi inth orderly conduct of City
Council business. Failure of the City Council to adhere to these rules shall not
result in any liability to the City, its officers, its agents and employees nor sha
the same result in any invalidation of City Council action.

3. Amend Ordinance No. 1498

Adopted this 15th day of April, 2024. N

Approved as to form:
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1.3

1.4

1.5

censure, expulsion from the meeting at which the conduct is occurring,
removal of the Council member from the Council committee chair
positions or committee memberships, or removal of intergovernmental
duties. Expulsion for such behavior in the Council’s presence shall require
the affirmative vote of a majority of the Council, specifying in the order of
expulsion the cause for the expulsion.

Quorum: At all meetings of the Council four (4) Council members, who are
present and eligible to vote, shall constitute a quorum for the transaction
of business. A less number may adjourn from time to time, provided that
written notice of said adjournment be posted on the exterior Council
Chamber doors per RCW 42.30.090. Council meetings adjourned under
the previous provision shall be considered a reguiar meeting for all
purposes.

Attendance, Excused Absences: A Council member shall forfeit his/her
office by failing to attend three (3) consecutive regular meetings of the
Council without being excused by the Council. RCW 35A.13.020 and
35A.12.060.

Members of the Council may be excused from a meeting by contacting the
Mayor prior to the meeting and stating the reason for his/her inability to
attend the meeting. If the member is unable to contact the Mayor, the
member shall contact the City Clerk Treasurer or Deputy Clerk Treasurer,
who shall convey the message to the Mayor. The Mayor shall inform the
Council of the member’s absence, state the reason for such absence and
inquire if there is a motion to excuse the member. Upon passage of such
motion by a majority of members present, the absent member shall be
considered excused and the appropriate notation will be made in the
minutes. If the motion is not passed or the above procedure is not
followed, the minutes will reflect that the absence is unexcused.

Attendance of City Staff: The City Attorney, Clerk Treasurer or Deputy
Clerk Treasurer, Police Chief, Public Works Director and the Community
Development Director shall attend all regular meetings of the City Council
unless excused by the Mayor. Staff attendance at Special meetings and/or
work sessions will be at the discretion of the Mayor or per contracts. The
City Attorney, upon request, from the Mayor or Council, shall give an
opinion on legal questions. The City Clerk Treasurer shall keep the minutes
of Council, record all Council votes and actions and perform such other
duties as necessary for the orderly conduct of the meeting.

Attendance of Media at Council Meetings: All meetings of the Council and
its committees shall be open to the media, freely subject to recording by
Ordinance No. 1557, Exhibit A
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2.

2.1

2.2

ii. City or State emergency where there is a need for action
by the governing body

{b) In the event that subsection 1.8(a) of Section 1 of the Woodland City
Council Rules and Procedures has been satisfied and more than one
Council member is absent, reasonable efforts shall be given to provide all
absent members an opportunity to appear via telephone. In no event
shall the presiding officer approve a Council member’s telephonic
appearance unless satisfactory equipment is available. Satisfactory
equipment shall mean any telephone equipped with a speakerphone
function capable of broadcasting the Council member’s voice attending
via telephone clearly and sufficiently enough to be heard by those in
attendance at the meeting. The telephone must allow the Council
member to take and answer questions as posed from time to time.

(c) During any meeting that a Council member is attending via telephone,
the Mayor or presiding officer shall state for the record that a particular
Council member is attending via telephone and the reasons for such
attendance.

(d) Council members appearing via telephone may participate and vote
during the meeting as if they were physically present at the meeting.

(e) Council members appearing via telephone shall comply with all rules
and procedures as if they were physically present at the meeting.

TYPES OF MEETINGS

Regular Council Meetings: The Council shall meet regularly on the first

and third Mondays of each month beginning at 7:00 p.m. and adjourning
no later than 10:00 p.m. No meeting shall be permitted to fast beyond
10:00 p.m. without the approval of a majority of the Council members
present. A new time limit must be established before taking a Council vote
to extend the meeting. In the event a meeting has not been closed or
continued by Council the items not acted on shall be deferred to the next
regular meeting, unless the Council, by a majority vote of members
present, determines otherwise. If at any time the date of such meeting
falls on a legal holiday, the council shail meet in regular session on the next
day following such legal holiday. All regular meetings of the City Council
shall be held at the location specified in WMC 2.04.050.

Special Meetings: Special meetings may be called by the Mayor or by a
majority of the members of the City Council by delivering personally or by

mail written notice to each member of the Council and to the Mayor if
Ordinance No. 1557, Exhibit A
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3.4

3.5

4.

4.1

4.2

order by the City Clerk Treasurer or Clerk Treasurer’s designee for the
election of a temporary Chair.

Points of Order: The Chair with the assistance of the City Attorney shall
determine all points of order, subject to the right of any member to appeal
to the Council.

Substitution for Chair: The Chair may call upon the Mayor Pro Tem or any
other member to temporarily chair the meeting.

Presiding Officer - Powers: The Mayor shall have the powers set forth in
RCW 35A.12. In addition to RCW 35A.12 powers, the Chair shall have the
powers of the Chair as set forth in Roberts Rules of Order when those
powers are not inconsistent with the rules and procedures set forth herein.
When the Mayor is unable to act as Chair and the Mayor Pro Tem, or, his
or her successor acts as Chair, the Mayor Pro Tem’s or successor’s right to
vote on matters coming before the council at that meeting are not
abridged and his or her vote shall be counted.

PRIVILEGES OF MAYOR AND COUNCILMEMBERS

Forms of Address: The Mayor shall be addressed as “Mayor (surname),”
“Your Honor,” or Mr./Madam Mayor. Members of the Council shall be
addressed according to their preference as “Council member (surname),”
“Councilor (surname),” or Mr./Mrs./Miss/Ms. {surname). First names shail
not be used in the Council Chamber.

Seating Arrangements: The Mayor shall sit at the center of Council when

conducting regular, special, and workshop meetings. Council members
shall be seated in seniority, beginning with highest seniority on the right
side of the Mayor, then alternating in a left to right fashion of the Mayor
in seniority. In the event time served is a tie, Council members will be
seated in alphabetical order, alternating in left to right fashion of the
Mayor.

In the event the Mayor is absent, the Mayor Pro Tem will take the seat at
the center of Council while conducting regular, special, and workshop
meetings.

Ordinance No. 1557, Exhibit A
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(2) Roll call. The Clerk-Treasurer calls the roll of the Council.

(3) Workshop — description of the workshop topic and citizen
communications.

(4) Adjournment

6. PREPARATION OF AGENDA

6.1

6.2

6.3

Staff Duties: The City Clerk Treasurer, under the direction of the Mayor,
will prepare the agenda for each Council meeting setting forth a brief
description of each item and any supporting documentation to be
considered by the Council. The agenda prior to submission to the Council
shall be reviewed by the Chair.

Agenda ltems: An item to be considered by the City Council at a regular
meeting may be placed on the agenda by the Mayor, Clerk Treasurer or
any member of Council. Agenda items should be vetted through one of
the city council standing committees or a council workshop before being
placed on the agenda.

Timing _of Preparation: The preliminary agenda will be e-mailed to all
members of Council 5:00 p.m. on Tuesday prior to the following Monday
evening Council meeting. The deadiine for agenda item submission shall
be 12:00 p.m. Thursday. The agenda wili be put in final form by 5:00 p.m.
Thursday prior to the following Monday evening Council meeting.
Agendas will be distributed via e-mail on Thursday and hard copies
distributed to City Council and City Staff, who have requested hard copies,
by 5:00 p.m. Friday. In addition, the agenda shall be posted on the city’s
website no later than 5:00 p.m. Thursday. if there is a holiday the week of
agenda preparation, the deadlines all move forward one business day.

7. WRITTEN CORRESPONDENCE WITH THE COUNCIL

7.1

Written Correspondence: Access to the City Council by written
correspondence is a significant right of all members of the general public,
including in particular citizens of the City. The City Council desires to
encourage the exercise of this access right by the general public to bring
to the attention of the Councii, matters of concern to Woodiand residents.
In order to do this most effectively, some orderly procedure for the
handling of written correspondence is essential.

One concern is application of the appearance of fairness doctrine to
correspondence addressed to the Council, concerning matters which will
be coming before the City Council in a quasi-judicial or land use hearing

context. Special care in the way the content of those letters is brought to
Ordinance No. 1557, Exhibit A
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break a tie Council vote involving the passage of an ordinance, the
acceptance of a grant, the revocation of a franchise or a license, or the
payment of money.

Tie Vote — Ordinance, Grant or Revocation of Franchise, Resolution for the
Payment of Money: A tie vote, [3-3, 2-2] for an ordinance, a grant or
revocation of a franchise or license, or a resolution for the payment of
money, shall not be deemed the final action on the matter. If the matter
has resulted in a tie vote, any Councilmember at the next scheduled
regular meeting of the City Council, without regard to whether the
Councilmember attended or did not attend such previous meeting, may
make a motion to add the matter to the action item agenda and have the
council consider it. If no motion is made to add the matter to the action
item agenda, the vote of the Councilmembers at the prior meeting is
deemed final, and the matter fails. When a vote has ended in a tie, the
Clerk Treasurer shall note on the next scheduled regular meeting agenda
that the motion from the previous meeting had ended in a tie.

Tie Vote — Not involving Ordinance, Grant or Revocation of Franchise,
Resolution for the Payment of Money: Whenever there is a tie vote [3-3,
2-2], not involving an ordinance, a grant or revocation of a franchise or
license, or a resolution for the payment of money, the Mayor, pursuant to
RCW 35A.12.100, is authorized to vote and break a tie.

Vote — Votes Requiring an Affirmative Vote of a Majority of the Whole
Membership of the Council: Pursuant to RCW 35A.12.120, four or more
Councilmembers must cast an affirmative vote to pass an ordinance, to
grant or to revoke a franchise or license, or to pass a resolution for the
payment of money, otherwise the motion fails. In a meeting in which one
or more council members are absent and in which the total affirmative
votes are three with five or six council members present or two affirmative
votes with four council members present, the Clerk Treasurer shall note on
the next scheduled regular meeting agenda that the motion from the
previous meeting had ended without sufficient affirmative votes. If the
matter ended with three affirmative votes with five to six council members
present or two affirmative votes with four council members present, any
Councilmember may make a motion to add the matter to the action item
agenda and have the council consider it, provided all seven council
members are in attendance. A council member is authorized to make this
motion, without regard to whether the Councilmember attended or did
not attend such previous meeting and without regard to whether the
Councilmember voted with the majority on the principal question at the
previous meeting. If no motion is made to add the matter to the action

Crdinance No. 1557, Exhibit A
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The motion maker, the Mayor, or the City Clerk Treasurer should repeat
the motion prior to voting. At the conclusion of any vote, the Chair shail
inform the Council of the results of the vote.

8.3  Requests for Written Motions: Motions shall be reduced to writing when
required by the Chair or any member of the Council. All resolutions and
ordinances shall be in writing.

8.4  Disqualification/Abstentions: Any Council member who is disqualified
from voting on a matter shall not participate in the debate. The Council
member shall state the reason for the disqualification before abstaining
from the vote. (RCW 42.23, RCW 42.52 and RCW 42.36)

8.5 Motions to Reconsider: Except in those circumstances described in
section 8.1, a motion to reconsider must be made by a councilmember
who voted with the majority on the principal question and must be made
either at the same meeting at which the vote sought to be reconsidered
was taken or at the next scheduled regular meeting. Councilmembers
wishing to have a matter reconsidered must notify the Clerk-Treasurer in
time for the reconsideration to be listed on the agenda as per section 6 of
these rules.

Notwithstanding the preceding language, a motion to reconsider a quasi-
judicial decision after the close of testimony is prohibited and is out of
order. The Rules shall not be suspended to allow for reconsideration
whenever the Council is acting in a quasi-judicial capacity. The Council
reserves the right to enact rules specific to quasi-judicial hearings.

Questions of Interpretations: The City Attorney shall decide all questions
of interpretations of these policies and procedures and all other questions
of parliamentary nature to the best of his/her abilities, which may arise at
a Council meeting. All cases not provided for in these policies and
procedures shall be governed by the most recent version of Robert’s Rules
of Order. In the event of a conflict, these policies and procedures shall
prevail.

9. RESOLUTIONS AND ORDINANCES

9.1 Review by City Attorney: All Resolutions and Ordinances shall be
reviewed and finalized by the City Attorney before appearing on the
agenda.

Ordinance No. 1557, Exhibit A
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104

meeting. If you are disabled and require accommodation, please advise
the chair.

3. There shall be no demonstrations {i.e. applause) during or at the
conclusion of anyone’s presentation.

4. These rules are intended to promote an orderly system of holding
a public hearing, giving every person an opportunity to be heard ensuring
that no individual is annoyed or embarrassed by exercising his/her right of
speech.

The Chair may call City Staff to describe the matter under
consideration.

The Chair calls upon proponents, opponents, and all other
individuals who wish to speak regarding the matter under consideration.

The Chair inquires as to whether any Council member has
questions to ask the proponents, opponents, speakers or staff. If any
Council member has questions, the appropriate individual will be recalled
to the podium.

The Chair continues the public hearing to a time specific or closes
the public hearing.

Quasi-Judicial Hearings: Except as provided in Section 8.5, the Council
reserves the right to adopt specific rules for quasi-judicial hearings in a
separate resolution or ordinance.

1. The Chair shall announce the matter for consideration and ask
Council members to indicate any ex-parte oral or written communications
with a party, conflicts of interest or any appearance of fairness issues.
After all disclosures are made, the Chair will ask if any party to the quasi-
judicial matter desires to challenge or request a Council member abstain
from the decision on the matter. The challenge shall be placed on the
record.

11. DUTIES AND PRIVLEGES OF CITIZENS:

11.1

Meeting Participation: Citizens are welcome at all Council meetings and

are encouraged to attend and participate. Recognition of a speaker by the
Chair is a prerequisite for an orderly and effective meeting, be the speaker
a citizen, Council member, or staff member. Further, it will be expected

that all speakers will deliver their comments in a courteous and efficient
Ordinance No. 1557, Exhibit A
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12.1

12.2

12.3

12.4

125

Notice of Vacancy: if a Council vacancy occurs, the Council will follow the
procedures outlined in RCW 35A,12.050. In order to fill the vacancy with
the most qualified person available until an election is held, the Council
will distribute and publish a notice of the vacancy, the procedure and
deadline for applying for the position.

Application Procedure: The Council will draw up an application form

which contains relevant information that will answer set questions posed
by Council. The application form will be used in conjunction with an
interview of each candidate to aid the Council’s selection of the new
Council member.

Interview Process: All candidates who submit an application by the

deadline will be interviewed by the Council during a regular or special
Council meeting open to the public. The order of interview will be
determined by drawing the names; in order to make the interviews fair,
applicants will be asked to remain outside the Council Chambers while
other applicants are being interviewed. Applicants will be alfowed two (2)
minutes to make an opening statement to Council. Applicants will be
asked to answer questions submitted to them in advance of the interview
and questions posed by each Council member during the interview
process. The Council members will ask the same questions of each
candidate. Each candidate will then be allowed two (2) minutes for closing
comments. Since this is not a campaign, comments and responses about
other applicants will not be allowed.

Selection of Council member: The Council may recess into executive

session to discuss the qualifications of all candidates. Interviews of
candidates will be conducted in the open public meeting, not in Executive
Session. Nominations, voting and selection of a person to fill a vacancy will
be conducted during an open public meeting.

Selection of Mayor Pro Tem: The Mayor Pro Tem will be selected by the
Council members. Biennially at the first meeting of a new Council, or
periodically specified by the Council to serve in the absence of the Mayor.
A. Nominations. The City Clerk-Treasurer will cali for the nominations.
Each member of the City Council will be permitted to nominate one (1)
person, and nominations will require a second. A nominee who wishes to
decline the nomination will so state at this time. Nominations will then be
closed.

B. Casting Ballots. Except when there is only one nominee, election will be
by written ballot. Each ballot will contain the name of the Councilmember

who cast it. The City Clerk-Treasurer will publicly announce the results of
Ordinance No. 1557, Exhibit A
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14.2

Training: City Council members are encouraged to attend training offered
by the Association of Washington Cities and other organizations to
improve their knowledge.

City Council Travel and Training Budget: These guidelines are for
allocating and spending of the city council’s annual budget allocation for
travel and training.

Each year the Finance & General Government Committee will make a
recommendation on the amount to budget for city council travel and
training. The budget request will take into consideration the training
needs of the council.

After the budget is approved the total amount of money will be allocated
with $750 to each member annually for travel and training. Members of
the Council are allowed to share their travel and training budget
allowance with other members of the council who go over their annual
allowance. Members who share their allowance are required to notify
the City Clerk-Treasurer. The Clerk-Treasurer will be responsible for
tracking and communicating travel and training balances.

Once the annual training budget allocation is used, no further funds can
be spent without approval from the fuil council. All unused funds are

forfeited.

15. SUSPENSION AND AMENDMENT OF RULES

151

15.2

Suspension of These Rules: Any provision of these rules may be
temporarily suspended by a 2/3 vote of the City Council.

Amendment of These Rules: These rules may be amended, or new rules
adopted by a majority vote of all members of the Council, provided that
the proposed amendments or new rules shail have been introduced into
the record at a prior Council meeting.
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