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I.
INTRODUCTION: RESPONSIBILITIES AND RESOURCES FOR COMMITTEE MEMBERS

Appointment to a town board or committee represents a public trust, a responsibility to care for the general welfare of the community, and an opportunity to help in shaping the present and future quality of life in Chapel Hill and its surrounding areas.  As a member of the Chapel Hill Sustainability Committee, you will often find your skills, experience and patience challenged.  This handbook has been prepared to help you meet the challenge of your responsibilities, and to participate as a full and informed Sustainability Committee member.

This handbook alone will not provide all the information you need.  You will also need to study the materials from the Sustainable Development Task Force chaired by Professor David Brower of the UNC Department of City and Regional Planning, as well as the charge of the Committee found in the Resolution 2007-05-07/R-15.  Committee members should also familiarize themselves with the various Town Sustainability programs and policies.  General information about the programs and policies can be found on the Town’s “Toward a Sustainable Community” webpage, located at www.townofchapelhill.org/greencity .
The Town Planning Department is an important resource for your work.  Planning staff assist Committee members in answering general and specific planning questions and the Planning Department maintains a reference library which the Sustainability Committee is free to use.  You are encouraged to meet with the Planning staff and to confer with them about their work and about any questions you may have.  This is especially important when you question staff findings and recommendations, or wish to have additional information presented to the Committee.

Your most basic resource as a Sustainability Committee member is your own experience and knowledge as a resident of the Chapel Hill area.  Your personal and professional background, your association or knowledge of local organizations, your familiarity with particular parts of the Town, and other specialized expertise you possess may all strengthen your contribution to the Committee’s work, and represent important constituents of our Town.  Remember, however, that each member primarily represents the interests of the Town as a whole, and that individual members are not delegates from particular neighborhoods or narrow interest groups.  The best Committee has people with broad-based, open-minded viewpoints.

The basic organizational structure of the Council, Sustainability Committee, Town Manager, and Planning Department is illustrated in the Organizational Chart on page 2. The Chapel Hill Town Council relies heavily on advice and recommendations from a network of Advisory Boards.  Among the Boards appointed by the Town Council:

-
Active Living by Design Partnership Advisory Committee

-
Bicycle and Pedestrian Advisory Board

· Board of Adjustment

-
Chapel Hill Public Arts Commission

· Community Design Commission

· Greenways Commission

· Historic District Commission

· Housing Advisory Board

· Human Services Advisory Board

· Justice in Action Committee

· Library Board

· Parks and Recreation Board

-
Planning Board

· Public Housing Advisory Board

· Transportation Board

· Stormwater Management Utility Advisory Board

· Sustainability Committee

Each of these Boards reports directly to the Town Council.  Boards often share information with each other and consult with each other regarding recommendations to the Council.  

DIAGRAM 1: Organizational Structure




II.
SUSTAINABILITY COMMITTEE RULES OF PROCEDURE

A.
Establishment and Authority
1.
Governing Statutes and Ordinances 
The Chapel Hill Sustainability Committee exercises authority under Chapel Hill Town Council Resolution 2007-05-07/R-15 and performs other duties as assigned by the Chapel Hill Town Council.  The Committee is subject to the N.C. Open Meetings Law, Chapter 143, Article 33C. 
2.
Powers
Specific powers and duties of the Committee are described in Resolution 2008-06-25/R-1 (amended by Resolution 2008-09-22/R-0.1), and include:

a) Provide guidance to the Planning Board regarding sustainability principles to be adopted as part of the Comprehensive Plan review process.
b) Monitor implementation of principles and polices as adopted by the Council as part of the Comprehensive Plan review process by performing the following tasks:
1. Review and make recommendations to the Council on sustainability principles, plans, and policies.

2. Coordinate with Town boards and commissions to advance sustainability principles, plans, and policies established by the Council.

3. Seek information from other organizations to aid in the development of strategies, programs and initiatives that will further the sustainability goals established by the Council.
4. Provide a representative to the Town’s Community Design Commission to review, as appropriate, proposed development projects in keeping with the sustainability goals established by the Council.

c) Build on the reports produced by the Sustainable Development Task Force from 1995 to 1998.

B.
Membership, Officers and Duties
1.
Membership
Per Resolution 2008-06-25/R-1 (amended by Resolution 2008-09-22/R-0.1), the Committee consists of eleven (11) citizens, one (1) University of North Carolina Liaison, and one (1) Council Member liaison, and that three (3) citizens be chosen to represent environmental protection, economic vitality, and social justice, respectively. 
The terms of office for the eleven (11) members shall be three (3) years, or until their successors are appointed and qualified. Citizen members may be reappointed to succeed themselves. The terms of citizen members shall expire on the 30th day of June following the end of the final year of their terms. Citizen members’ service is limited to no more than two (2) consecutive full terms.  

To stagger the terms of the first eleven (11) members, citizens will elect to serve or be randomly appointed to serve a one (1) year term with the opportunity to serve two (2) consecutive full terms, a two (2) year term with the opportunity to serve two (2) consecutive full terms, or a three (3) year term with the opportunity to serve only one additional full term of three (3) years.
2.
Nomination for Appointment
Applications for the Sustainability Committee are referred to it by the appointing body.  Recommendations may be made only from the applications.  The Committee recommends two persons to the appropriate appointing body for each vacancy which occurs among its membership.  Selection of persons to be recommended is by signed paper ballot:  the two persons receiving the largest number of votes being recommended.  In case of a tie, more than two names may be submitted.

Exception to the preceding rule may be made at the Committee's discretion when there is an insufficient number of applicants for the existing vacancies, or when a majority of the Committee wishes to submit only one recommendation for each vacancy.

The Committee invites all applicants for vacant seats to come to at least one Committee meeting prior to nominations being made in order to introduce themselves to and familiarize themselves with the Committee.


3.
Officers
The officers of the Committee are a Chair and a Vice-Chair.  They are elected by the Committee for terms of one year at the first regular meeting in November each year, upon official notice at least 30 days prior to the election.  Office holding shall begin the following month, on the first day of December.  Members may not hold the same office consecutively for more than two terms.  

When more than one person is nominated for office, election is by signed paper ballot.  Votes of a majority of the Committee are required for election.

In case of a vacancy in the office of Chair, the office is filled by the Vice-Chair until the following election.  In the case of a vacancy in the office of Vice-Chair, the Committee holds a special election to fill the vacancy.

4.
Attendance


If any member appointed from the citizenship at large misses either:





1) two consecutive meetings with unexcused absences; 





2) three consecutive meetings with excused absences; or 





3) more than half the regular meetings in a calendar year, 



the Chair may request the Town Council to declare the seat vacant and appoint a replacement to fill the vacancy. 


Absences are excused by the Chair for reasons of work-related or personal business, sickness or emergency, or being granted a leave of absence by the Council.  In the event of a long illness or other prolonged absence, the member is similarly replaced.  In order for an absence to be excused, Committee members who will be absent are requested to contact either the Chair, the staff liaison or the Planning Department staff by 5 p.m. on the Monday before the regularly scheduled Tuesday meeting.
5.
Public Representation
Only the Chair, or a member designated by the Chair speaks officially for the Committee.  Committee members may speak publicly as private citizens on planning matters; however, courtesy demands that they indicate in such cases that they are presenting their own opinions.

No member of the Town staff has any authority either direct or implied to speak for the Committee or to bind it in any way.
C.
Meetings
1.
Definitions
a.
Regular.  Regular meetings are set by the Committee at such times and places as it deems appropriate.  Law requires that the regular meeting schedule be maintained on permanent file in the office of the Town Clerk.   Changes in the schedule must be announced ten days in advance of the meeting.  Regular meetings are currently scheduled for the Second Tuesday of each month at 6:30 p.m. Meetings adjourn at 8:30 p.m., unless extended by a two-thirds vote.
b.
Special.  Special meetings may be called by the Chair or by any two members of the Committee.  Notice of a special meeting and the business to be transacted shall be given to each member of the Committee or a copy of such notice left at the member's residence at least two business days prior to the meeting.  As required by Law, notice of special meetings must be posted on the door of the Committee's normal meeting room and mailed or delivered to anyone requesting such notice by at least 48 hours in advance of the meeting.

c.
   Adjourned or Continued.  The Committee may adjourn to a regular meeting or continue a meeting to a specified date and time without the meeting's becoming a special meeting and without further notice to members of the public being required.

d.
Work Sessions. Joint Meetings.  The Committee may hold work sessions, informal meetings or committee of the whole meetings, including joint meetings with the Council, with other advisory bodies of the Town, or with governing or advisory bodies of other governmental units, in order to consider or deliberate over business within its purview.  Such meetings are official meetings of the Committee and require 48 hour notice to the public.  The time and place of joint meetings is decided by the Chair, the staff liaison, and the Chair of the body with whom a joint meeting is to be held.

e.
Social Gatherings.  Genuine social gatherings of a majority of the Committee are permitted unless called or held to evade the spirit and purposes of the North Carolina Open Meetings Law (in accordance with G.S. 143-318.10(d).
2.
Agenda of Committee Meetings
The business of a Committee meeting is controlled by the agenda prepared as described in this section.  The agenda need not be specifically adopted by the Committee.  Items may be taken out of order upon motion and two-thirds vote, or by unanimous consent.

a.
Preparation of the Agenda. The Town staff liaison and the Committee Chair prepare the agenda.

b.
Request for Agenda Items.  Items may be placed on the agenda by the following methods:

(1)
Request of the Mayor or any Council member, or Council resolution or policy;

(2)
Request of the Town Manager, Town staff liaison, or Town Attorney;
(3)
Request of a Committee member:

(a)
At the preceding regular meeting;

(b)
At the petition time, an item can be added for discussion purposes by a two-thirds vote.  An item requiring Sustainability Committee action can be added at petition time only by unanimous consent.

(c)
At any time prior to distribution of meeting materials by request to the Chair and to the Town staff liaison.

(4)
Request of a citizen, or of a governing or advisory body, or community organization.  Any concerned individual or body may request inclusion of an item on the agenda under the “petition” item.  (Procedures for action on petitions are described in 3.c below.)

c.
Removal of an Item from the Agenda

Any item may be removed from consideration at a meeting by motion and a simple majority of the Committee, or by unanimous consent.

d.
Order of the Agenda.  Except as provided above, the agenda will be set in the following order:

(1)
Approval of Meeting Summary
(2)
Oral and written petitions.

(3)
Old business.
(4)
New business.

(5)
Announcements.
e.
Delivery of Agenda and Packet to Committee Members.  To extent that the staff is able to do so, the agenda and all supporting materials (packet) shall be mailed, bundled for collection at Town Hall, or emailed to Committee members no later than 7 days preceding each meeting of the Committee.

f.
Distribution of Agenda to the Public.  Copies of the agenda, Meeting Summary, and all related materials distributed with the packet are available to the press and public at the office of the Planning Department at the time of delivery to the Committee. The agenda shall be provided at each regular meeting and an electronic copy will be made available for the public on the Town website.

3.
Meeting Procedures
a.
Presiding Officer.  The Chair is the presiding officer of the Committee, and, in the absence of the Chair, the Vice-Chair.  In the absence of both of these, the Committee shall select a Chair pro tempore for this purpose from the quorum of members present.

b.
Quorum.  Six (6) members of an eleven (11) member Committee are necessary for a quorum.  The presiding officer is counted in determining whether a quorum is present.  Each member is asked to notify the Town staff liaison or the Chair if she or he will be absent.
c.
Petitions to the Committee.  The Chair requests petitions, either written or oral, at each regular meeting, in order to receive information and requests regarding planning matters not included on the agenda.  Citizens need not petition during this item in order to address items scheduled for consideration later in the meeting.  The Chair may limit the time allotted to an individual or group for presentation of a petition; however, a two-thirds majority of the Committee may extend the time for petitions on any subject.  Except as provided above, petitions are not acted on at the time they are presented.  Ordinarily, petitions will be scheduled for consideration at the Committee's next meeting or at a special meeting called for that purpose or will be referred to the Planning Staff for investigation and report.

d.
Consideration of Scheduled Items.   In order to ensure full consideration of matters before the Committee, presentations related to each item or public hearing are customarily taken in the following order:

(1)
Staff presentation and recommendation;

(2)
Presentation by applicant:

(3)
Remarks and recommendations by other Town Boards and boards, and other public bodies;

(4)
Comments from the public;

(5)
Questions and discussion by Sustainability Committee;

(6)
Motion, discussion and decision by Sustainability Committee.
This is the suggested order of items.  A motion may be made at any point in the meeting.

Individuals making presentations to the Committee may be questioned by Committee members after completion of their presentations.  Questions from non-Committee members about presentations shall be directed to the Chair after the presentations are completed.  The Chair may then redirect such questions to the appropriate individuals.

e.
Public Participation.  In all matters before the Committee, the Chair shall request comment from members of the public.  The Chair may limit the time allotted to an individual or group for presentations, except that a two-thirds majority of the members present may in any case extend or shorten the time for public discussion of any matter.

f.
Order of Committee Discussion.  When all speakers on an item have been heard, a motion is in order.  Except by ruling of the Chair or a vote of two-thirds of the members present, discussion of an item shall be limited to members of the Committee after a motion on the item has been made and seconded.  However, any Committee member may request further information from any individual present after a motion has been introduces.  The Chair shall determine the order of speakers and shall recognize members desiring to discuss a matter under consideration.  Ordinarily, all members shall be given opportunity to discuss an item prior to any member doing so more than once.

g.
Conflict of Interest.  Should any application for subdivision approval, special use permit, site plan approval or rezoning before the Committee involve a financial interest or the official conduct of any member, the Chair shall excuse that member from participating with the Committee in considering the application.  The member shall not sit with the Committee during hearing, discussion or vote on that item.  However, such member may, as a private citizen, petition the Committee regarding such an item, and present comments with other members of the public.  

No member of the Sustainability Committee may be excused from voting on any matter before the Committee except in matters involving consideration of his or her own financial interest or official conduct. In all other cases, the failure to vote by a member who is physically present or has withdrawn without being excused shall be recorded as an affirmative vote.

h.
Voting.  The vote of a majority of those members present shall be sufficient to decide matters before the Committee, provided a quorum has been established.  Committee members shall be excused from participating in the decision of any matter involving their financial interest or official conduct.  Otherwise, the abstention of any member who is physically present or has withdrawn without being excused by the Committee shall be recorded as an affirmative vote.

i.
Summary of Action. Following the Committee's decision on any recommendation to Council, the Chair shall frame a statement of the Committee's findings and reasons for them in the form of a Summary of Action, representing the opinions of members supporting and opposing the decision.  The Summary of Action of and the votes (those who voted in favor of and against) on such motions, constitute the Committee's report to Council.  That report shall be forwarded to the Town Manager for inclusion in his memorandum to Council.  If time allows, the Summary of Action shall be submitted for corrections by Committee members before it is presented officially to Council.  
j.
Continuation of Meetings.  Except by action of two-thirds of the members present, Committee meetings shall not extend past 8:30 p.m.  Any item under consideration at that time, and any remaining agenda shall be taken up at the next meeting of the Committee or at a time and place determined by the Committee for continuation of the meeting.
If discussion of an agenda item is still active at 8:25 p.m., such discussion shall be stopped to allow the Committee to consider procedural items.
k.
Cancellation of Meetings.  Whenever there is no business for the Committee, the Chair may dispense with a regular meeting by giving notice to all members not less than 48 hours prior to the time scheduled for the meeting.

l.  
Committee Pledge.  The Sustainability Committee pledges to the citizens of Chapel Hill its respect.  The Committee asks its citizens to conduct themselves in a respectful, courteous manner, both with the Committee and with fellow citizens.  At any time should any member of the Committee or any citizen fail to observe this public charge, the Chair will ask the offending person to leave the meeting until that individual regains personal control.  Should decorum fail to be restored, the Chair will recess the meeting until such time as a genuine commitment to this public charge is observed.

4.
Meeting Summary
The Meeting Summary of the Sustainability Committee is the public record of members’ attendance, and the Committee's resolutions, findings, recommendations and actions.  In any matter returned to the Committee for review after initial consideration, the Meeting Summary of previous action shall be included with packet materials for that item, and shall be approved by the Committee prior to any further discussion of the matter.
III.
AN INTRODUCTION TO PARLIAMENTARY PROCEDURE

This introduction to parliamentary procedure has been compiled to assist Committee members in considering and acting upon business before them, to assure a fair opportunity to all members to present their views, and to facilitate an accurate recording of the Committee's actions.  It reflects the usages and customs of public bodies in Chapel Hill, which may differ in some respects from procedures used elsewhere.  Nevertheless, study of Robert's Rules of Order, Newly Revised may be helpful to members wishing to understand these procedures in greater detail.

The Committee acts by motion.  Motions are generally of two types:

a.
Main motion, which is in order only when there is no motion on the floor; or

b.
Subsidiary motion, which is in order only when another motion is under consideration.

A main motion requires a second and is before the Committee when stated by the Chair.  A motion failing to receive a second dies for lack thereof.  A motion duly made and seconded, and stated by the Chair, becomes the property of the Committee and is then before the Committee for discussion and debate.  It is subject to amendment.

A motion to amend a main motion is always in order prior to a final vote and requires a second.  A motion to amend does not change the substance of the motion it proposes to amend, and may be applied to any main motion except a motion to table, adjourn, reconsider, etc., but may change a portion of the motion by adding to, deleting from, or substituting different language or meaning for a portion thereof.  When a motion to amend has been duly made, accepted and stated by the Chair, it must be voted upon prior to a vote on the main motion which it proposes to amend.  If the vote on the amendment passes, then a vote is taken on the main motion as amended.

If the vote on the amendment fails, the unamended main motion is still before the Committee for action.  More than one motion to amend may be pending at one time.  In this event, if all have been duly made and seconded and stated by the Chair, each must be voted on in reverse order, and only when all motions to amend have been disposed of whether by adoption or rejection may the main motion be considered.

A substitute motion is a subsidiary motion, and may be made only when a main motion is pending.  It may be applied to any main motion except for a motion to table, adjourn, reconsider, etc.  Such a motion is one which, if adopted, would dispose of the matter under consideration.  That is, if a substitute is approved, the main motion is disposed of by substitution rater than by vote.  Only one substitute motion may be pending at a time.  A substitute motion requires a second and must be stated by the Chair.  The Chair, in expressing the question before the Committee, asks "Shall the motion be substituted for the main motion?"  If this motion to substitute passes, then a second vote is required to adopt the substitute motion.  If a substitute motion fails, the original main motion is again before the Committee.

A motion to table is always in order, except with respect to a motion to adjourn.  It is a subsidiary motion, and if made, seconded and stated by the Chair, must be disposed of prior to action on the motion to which it is addressed.  Generally, such a motion may be to table to a certain time, or until a specified event, or to table indefinitely or without limitation.  If a motion to table fails, the motion which it addressed is before the Committee for further action.  If adopted, the matter is tabled under the terms of the motion.  A motion to remove from the table is required, however, before the Committee may consider a matter which has been tabled.  Both a motion to table and a motion to remove from the table require seconds.

A motion to reconsider a previous action is always in order, either at the same meeting at which the action was taken or at a subsequent meeting.  However, such a motion must be made by a Committee member who voted with the prevailing side in the previous action proposed for reconsideration.  Such a motion requires a second and the seconder may be any member of the Committee.  When such a motion is made, seconded and stated by the Chair,  the question is shall the Committee reconsider its action on the matter to which the motion is addressed?  If such a motion fails, the matter is not reopened or reconsidered.  If adopted, the matter is immediately on the floor for discussion and action, as if it had not been previously considered or voted on.  At the option of the Committee, the item may be voted on immediately or at a subsequent meeting.

A motion moving the previous question is a subsidiary motion and may be made only when a main motion is pending before the Committee.  Such a motion requires a second and when stated by the Chair must be voted on prior to any further action or discussion.  Such a motion is not debatable.  If the motion fails, consideration and debate continues.  If such a motion passes, debate ceases, and an immediate vote must be taken on the previous motion prior to further discussion.

Rather than moving the previous question, a Committee member may "call for the question" in which event the Chair advises the Committee that the question has been called and inquires if there is objection to ceasing debate.  If there is objection, debate continues.  If there is no objection, debate ceases and a vote is taken.

The Chair is responsible for ruling on all motions as to their appropriateness and validity.  Any ruling by the Chair is subject to an appeal to the decision of the Chair, including the count of any vote.  If a ruling is appealed, then the Chair states the question as "Shall the ruling of the Chair be upheld?"  If the decision is upheld, that ends the matter.  If, by a two-thirds vote, the decision is overturned, then a further vote may be taken to determine the ruling.

A motion to adjourn is also always in order, provided there is no other motion pending before the Committee.  A motion to adjourn requires a second, but is not debatable.  A majority vote, upon statement of the motion by the presiding officer adjourns the meeting.
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