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Introduction

First things first - Thank you!  Your willingness to serve on one of our citizen commissions, committees or boards is evidence of your commitment to making the City of Fitchburg an extraordinary place in which to live!   This is also an opportunity for you to influence City policies and activities, and hopefully your participation will not only be an asset to our community, but will provide for personal growth as well.

This handbook has been prepared to familiarize you with the role of all commissions, boards and committees, as well as provide some information on the format for agendas & minutes and legal requirements for various types of meetings.

If you have any questions feel free to contact your staff support, City Clerk, City Administrator, or Executive Assistant.

General Information

Appointments & Selection:

Excluding standing committees, the Mayor appoints all members of Commissions, Committees and Boards with confirmation by the Common Council.  Standing Committees are appointed by the Council President.

Citizens interested in participating can access the Mayoral Appointment Application on the City’s web site at http://www.fitchburgwi.gov/799/Boards-Commissions If a vacancy exists for which a person is well suited, the Mayor will offer an application for a specific position.  Citizens must fill out the application as completely as possible, as this is submitted to the Common Council for confirmation.

Quorum and Voting:  

In general, business cannot be conducted without a quorum, except for setting a time to adjourn, adjourning, setting a recess, or taking measures to obtain a quorum.  A quorum is typically considered a majority of the members.

Some Commissions have specific quorum requirements that differ from a simple majority.   Plan Commission must have 4 members for a quorum, a majority of the 7 voting members; Police and Fire Commission must have 3 members for a quorum; the Community and Economic Development Authority must have 4 members present for a quorum; and City Council must have 5 for a quorum (the Mayor is not counted when determining if there is a quorum).
Simple majority of members present will carry a vote, unless a 2/3 or 3/4 vote is specifically required by statute or ordinance.  Staff support will inform you of the need for these special votes.

In most cases, members will vote on an agenda item with a simple voice vote. Members may call for a ROLL CALL VOTE, which means that each person would verbalize their vote when their name is called and each vote would be recorded individually in the minutes.


Compensation of Members:

Per Diem, Regular Meetings
The compensation, referred to as a ‘per diem’, is set by the Common Council.  It is reviewed annually and adjusted at the sole discretion of the Council.  Council members who serve on commissions, committees, boards or authorities do not receive a per diem, as they are compensated for serving as a Council member.  Members should report their meeting attendance to the Staff Support for their commission.  Attendance will be compiled with per diem payment being made annually or at the time of resignation (1st payroll of following year). Members must complete the required payroll forms (W-4, I-9, and the direct deposit authorization form) before a per diem payment can be issued.  If you need assistance with this, please contact Human Resources.

Waiver of Per Diem
Members who wish to donate their per diem amount or not accept payment for their service, may do so by completing a “Waiver of Service Per Diem”.  Members can change this waiver at any time by simply notifying their staff support person and completing the required payroll forms.

Indemnification of Members

The City’s General Liability policy provides coverage for all employees, volunteers and agents of the City as insured.  We have also provided specific indemnifications to commission members who are personally named in claims, upon approval by the common council.  Indemnification is, naturally, based upon a lack of intentional wrong doing by a commission member.

Authority to Conduct Business

Each Commission, Committee and Board is authorized under Chapter 4 - Mayor and Common Council and Chapter 6 – Boards, Commissions, Authorities and Committees.  Committees may be a permanent standing committee, authorized by Chapter 4 or another ordinance, or an ad hoc advisory committee created by the Mayor.  

Advisory committees or task forces may be abolished at the completion of their initial mandate, or if the purpose has been expanded for a continuing function, extended until such time as the function does not exist, at the discretion of the Mayor.
In order to fulfill their duties, commissions/ committees/etc. can:
· Conduct studies, within the constraints of the budget allocation (if any)
· Hold hearings, with proper public notice
· Adopt policies, rules and procedures governing their meetings and activities








Responsibilities/Role of Officers and Members


Presiding Officer

· If present, the Chair presides  
· If there is a secretary, secretary presides when chair is absent
· If the chair or secretary are not present, the commission or committee will designate
 	a presiding officer for the duration of that meeting


Secretary/Vice-Chair

A secretary may be required by ordinance; however the staff support may still perform those duties. The vice-chair (or secretary if a vice-chair is not elected) would be the second presiding officer if the chair is absent.


Chair

· Citizen Committees, Commissions, and Boards shall appoint, by majority vote of those
	present and voting, a Chair at the May meeting of each odd-numbered year, or
	whenever a vacancy occurs in that position, unless otherwise stated in the ordinance
· Responsible and accountable for all commission/committee activity
· Serves as primary liaison with the Mayor and Common Council
· Responsible to know and fairly implement “Robert’s Rules of Order”
· Responsible for keeping the members ‘on task’, adhering to the agenda prepared, and	preventing decisions on items which have not been publicly noticed
· Responsible for representing the committee position, on some occasions representing
	a majority position or recommendation report with which you do not agree
· Coordinates with staff support all meeting logistics and agenda preparation



Staff Support

· May serve as recording secretary, insures correct records management
· Prepares and distributes Agendas, Packets and Minutes via the City website
· Ensures that the agenda and packets are posted to the City website on Friday
	preceding the meeting
· Ensures that agendas are provided to the clerk’s office for proper posting









Members

· Responsible for scheduling adequate time to attend meetings, arriving early or at least
	on time
· Responsible for reading any background materials in advance of the meeting
· Responsible for contacting the Chair and staff support with requests for additional
	information when the items presented as background are not sufficient for you to make
	an informed decision
· Responsible for contributing and participating in an open and moderate manner, with
	the ultimate aim of most meetings being to make good decisions as quickly and fairly
	as possible
· Responsible for being attentive, respectful of others, offering constructive criticism,
	bringing insight and feedback from community contacts


Duties

The specific duties of each governmental body are described in the ordinance or resolution by which they are created.  These duties are not all inclusive, and from time to time additional items may be referred that are outside of the main areas identified.

Members may be required to attend council meetings, other commission or committee meetings, public events, and meetings with residents, businesses or other governmental agencies.  We will attempt to schedule, when possible, these additional meetings with your input to avoid excessive imposition on your time.

Time Commitment Required 

The amount of time which we will ask that you commit to fulfill your duties as a member varies depending on the appointment.  Some commissions are quite active, with regular monthly meetings and significant preparation required.  Others meet sporadically as the need arises, sometimes just once or twice per year. 

The estimates which follow can vary depending on the issues.  Standing committees are comprised of Council Members only, and estimates for those meetings are not included.


	
Commissions
	Staff
Contact
	Meets
	Prep. Time
	Add’l Events

	Agriculture & Rural Affairs

	Wade Thompson
	3rd Tues.
	½ - 1 
Hour
	Except March, May, Aug., Oct. or as needed

	Commission on Aging Well

	Jill 
McHone
	1st Thurs.
	½ - 1
Hour
	Senior Center Events

	Fitchrona EMS Commission

	Patrick Anderson
	3rd Thurs.
	½ -1
Hour
	Annual joint meeting

	Bicycle Committee
	Phil Grupe
	Quarterly
	½ -1
Hour
	

	Landmarks Preservation Commission

	Sonja Kruesel
	As Needed
	½ - 1
Hour
	Site Visits, potential historical designations

	Parks Commission
	Scott
Endl
	1st Thurs.
	½ - 1
Hour
	Except Feb., July, Sept., Nov., Dec. or as needed Site Visits, Parks Tours, Sub Comm.


	Plan Commission
	Sonja Kruesel
	3rd Tues.
	1 ½ - 3 
Hours
	Site Visits, Dev. Ground Breakings, Grand Openings

	Police and Fire Commission
	Sarah Olson 
	As Needed
	½ - 1 
Hour
	

	Board of Appeals
	Sonja Kruesel
	As Needed

	1 Hour
	Site Visits

	Board of Public Works

	Bill Balke
	1st & 3rd Mon.
	1 ½ - 3
Hours
	Site Visits, Roads & Projects

	Board of Review
	Tracy Oldenburg

	1 or 2
Meetings
	½ - 1
Hour
	Training as required

	Community Economic Development
Authority
	Mike Zimmerman
	4th 
Thurs.
	½ - 1
Hour
	Ground Breakings, Grand Openings, Site Visits, Business Appreciation Luncheon, Chamber Event, Owners compacts


	Resource Conservation 
Commission

	Claudia Guy
	3rd 
Mon.
	½ - 1 
Hour
	RCC forum, Electronic drop off, Spring Clean up


	Transportation and Transit Commission

	Bill Balke
	2nd  Thurs.
	1 -2
Hours
	

	Tree Advisory
	Anna Healy
	As Needed
	½ - 1 
Hour
	








Ethics and Standards of Conduct


State criminal laws specifically prohibit bribery, purchasing votes, direct pecuniary interest dealings, etc. Certain activities which are not considered criminal conduct may still be generally considered by reasonable people to be unethical and unbecoming to public officials, whether elected or appointed.

Questions of ethics and conflicts of interest, real or perceived, sometimes arise.  The City has adopted an ordinance which specifically addresses this, based on state guidelines.  


Personal Gain Prohibited

In general, you should not accept anything of value if it could be reasonably expected to influence your vote, action or judgment or if it could reasonably be considered as a reward to any official action or inaction you may take or have taken.  You should not use your position to obtain financial gain or anything of substantial value for your private benefit, or the private benefit of your immediate family, your employer or other organization with which you are associated.  Any fundraising, including that for political campaigns or non-profit service groups, should be registered with the City Clerk.

Conflicts of Interest

You should not knowingly vote on, participate in committee/commission/etc. discussions of, or take any official action which would substantially affect a matter in which you - personally, through your work or your family - are associated.  If you feel that you may have a conflict of interest, whether it is apparent or may be perceived as such, you must excuse yourself from that portion of the meeting during which the relevant matter is considered.

If you are uncertain about whether you have a conflict of interest, error on the side of caution.  It is better to remove yourself from a vote than to have all the work leading to the vote nullified by a perceived or questioned conflict.

When, because of a potential conflict between a private interest and public responsibility, a member withdraws from the commission/committee/etc. discussion, deliberation, and vote, the minutes should reflect the absence.

“Usually a public official should not, in a private capacity, apply, negotiate, bid for, or receive any award, sanction, permit, license, zoning change, contract, offer of employment, or agreement in which the official has a private financial interest, direct or indirect, if the official is authorized to perform in regard to it any official function requiring the exercise of discretion, even if the official does not participate in the decision or exert any influence on his or her own behalf.”





Procedures for Meetings


Items Referred

Any commission/committee item which must have the final approval by the Common Council is considered ‘referred’ to that commission or committee.  After discussion and review, the action which is taken on the item is reported back to the Common Council as a ‘recommendation’ of the committee or commission.  

Resolutions are prepared by staff, and first appear on a common council agenda as a referral to specific commissions, etc. based on their subject matter.  On occasion, Council members may request that items are referred to additional committees other than the ones initially listed.  


Agenda - Preparation, Distribution

State of Wisconsin Law & Fitchburg Ordinances require public notice of and open records for all public meetings.  Agendas are distributed electronically to the Mayor, Council, commission or committee members, and members of the public who have signed up to receive electronic copies through the City’s listserv.  Agendas are posted as required, and provided to media. The Agenda and supporting packet are also posted on the City website. Public view is available through FACTv, either live or archived video on the Agenda/Minutes page of the City website.


Commission or Committee Chair
	
· Responsible for setting the Agenda, often delegated to staff.  If chair refuses to allow an	item to be placed on the agenda, at least two other members may, in writing, ask the
	appropriate staff to place the item on the agenda.


Staff Support/designee 	

· Prepares & Distributes Agenda/Packets & Minutes posting to the City website with
	notice of new meetings sent through Listserv
· Agenda/Packets and Minutes are kept electronically within OnBase-Agenda
	Management











Clerk

· Responsible for emailing Agenda to the Media
· Responsible for posting Agenda; posting includes copies on bulletin board at City Hall,	and bulletin boards at the Community Center and Senior Center


Deadlines for Completions of Specific Tasks

Preparation of Agenda	Noon on the Thursday preceding the meeting
Emailing Agenda		3 p.m. on the Friday preceding the meeting
Posting Agenda		2 p.m. Daily
Distribution of Draft Minutes	By the end of the week following the meeting


Public Participation, Open Meetings

The open meetings law requires that every meeting be held in a place reasonably accessible to the public, be preceded by notice and be open to all citizens.  Appropriate aids and services can be arranged by contacting the City Clerk should a member or a public participant need assistance due to a disability. Most meetings are held at City of Fitchburg buildings which are ADA accessible.  

Members of the public may attend any open session of the commission/committee/etc. but may not have the floor unless specifically allowed by the person chairing the meeting, and with the expressed or implied consent of a majority of the members.  If a person or group wishes to address a meeting, the citizen or group will need to fill out a “Citizen Registration Form” prior to speaking.  It is preferred that a request be made to the chair or staff support prior to the meeting so that a public forum item may be placed or ‘noticed’ on the agenda.  A copy of the statutes related to open meetings and public records is available from the City Clerk.

Public Hearings

One procedure employed in preparation for final legislative or administrative action on matters of special concern is the public hearing.  Public hearings must be noticed and published, typically for a specific time frame prior to the actual hearing such as ten or fifteen days.  Hearings are open to the public, unless they involve an employment action and the affected employee requests that the hearing be closed.  

The presiding officer, prior to the commencement of the hearing, should announce those general rules of etiquette and order which shall govern the hearing.  If time limits are to be imposed on appearances at the hearing, this fact should be stated in the notice to the public and also in any notice sent directly to interested persons.  This will allow persons desiring to appear whose presentations might exceed their allotted time to prepare written statements or consolidate their presentations with other speakers.  If time limits are not noticed, but the number of appearances registered would deem it appropriate, the presiding officer can notify those in attendance of his or her intent to invoke a time limit on appearances (typically a 3 minute time limit is observed).

“If you are required to conduct a hearing or review matters related to individual employees, officers or citizens, you should initially consult with the City Attorney to determine whether constitutional rights may be involved or if the state or federal statutes or agency regulations impose requirements or restrictions on the conduct of the hearing.  Failure to observe constitutional rights of citizens, employees or other persons may result in liability for damages or injury suffered by such persons under 42 U.S.C. sec. 1983.  In addition, even where the damage award is nominal, the award of attorney’s fees under 42 U.S.C. sec. 1983 to the prevailing plaintiff can be high.”  League of Wisconsin Municipalities, Handbook for Wisconsin Municipal Officials

Should you or your commission/etc. wish to consult with our City Attorney, please contact the City Administrator or Mayor prior to doing so.  

Any public hearing which requires due process is significantly more regulated than those that do not.  A typical due process hearing would certainly involve legal counsel against the city, and therefore the commission or committee would also be afforded access to the city attorney.

Rules of Order

Meetings should be conducted in accordance with Robert’s Rules of Orders, Newly Revised, Perseus Publishing, 2000 10th Edition, or such later version as specified in Chapter 4-24 for Mayor – Common Councils Rules.  Members are not expected to be expert parliamentarians, but you should familiarize yourself with the basic rules.   A quick reference is located at the end of this handbook for less frequently used motions.

Main Motion - The main idea or resolution you are working on. A main motion to introduce (move) the resolution should be made prior to discussion taking place.   You can have only one such main motion before the committee/commission at any one time.  Any amendments or motions to refer, defer, postpone, table, etc. take precedence over the main motion and must be acted upon before action can be taken on the main motion.  Any member may introduce (move) a main motion.  A majority vote is required, unless specified differently by statute or ordinance.  Staff support will inform you of the need for these special votes.

Motion to Amend - Each amendment should be voted on separately, with the final motion being to approve the main motion as amended.  A majority vote is required.

Motion for the Previous Question - if debate on a motion has become extended and seemingly futile, a member may ‘call the previous question’ which ends debate and forces the motion to be voted upon.  This motion cannot be debated or amended. A two-thirds vote is required.

Motion to Suspend the Rules - if it is desired to take an item out of its scheduled order, a two-thirds vote is required.





Closed Meetings

Closed sessions are permitted by the open meeting law for purposes specifically authorized under §19.85 (1).  A copy of this statute is available from the City Clerk.  When a closed meeting is appropriate, it is imperative that certain procedures are followed.

The Chair or Staff contact must consult with the City Attorney before any Committee/Commission, etc. places a closed session on the agenda.

· Closed sessions must be specified in the public notice
· The meeting must first convene in open session and a ROLL CALL vote taken to go
	Into closed session
· The presiding officer must announce the nature or business to be discussed and read
	the specific statutory provision which authorizes the closed session
· Attendance is limited to the members of the commission/committee/etc., necessary
staff and other officers (such as the attorney), and any other persons whose presence is necessary for the business at hand  
· Discussion in closed session must be limited to the topic for which the meeting was	closed
· The meeting may not reconvene into open session until 12 hours have elapsed, unless
the subsequent open session was noticed at the time of the notice of the meeting convened prior to the closed session  reference WI Stat. § 19.85 (2)

Media Contacts

· In general, media contacts should be handled by the Chair of a Commission/etc. or the    
· Mayor, if the Mayor is a member of the commission/etc  
· All discussions held in closed session are considered confidential and should not
be relayed to anyone outside the meeting.  Should a member of the media contact you related to closed session discussion, it is appropriate to identify that you are not able to discuss the meeting at this time
· All contacts should be reported to the Mayor, and should include timely (if possible, prior
to publication or radio or television presentation) notification of which member of the media approached you, the general content of the questions, and your response
















Thirteen Ranking Motions

*Privileged Motions are such that, while having no relation to the pending question, are of such urgency, or importance that they are entitled to immediate consideration; relate to members, and to the organization, rather than to particular items of business.

*Subsidiary Motions are those that may be applied to another motion for the purpose of modifying it, delaying action on it, or disposing of it.

*Main Motion is the basis of all parliamentary procedure-provides method of bringing business before the assembly for consideration and action. It can only be introduced if no other business is pending.


	
	



Name of Motion
	May You Interrupt Speaker?
	Must You be 2nd?
	Is It 
Debatable?
	Is It Amendable?
	What Vote is 
Required for 
Adoption?
	May it be Re-considered?

	PRIVILEGED
	*Fix the Time to Which to Adjourn
	No
	Yes
	No
	Yes
	M
	Yes

	
	**Adjourn
	No
	Yes
	No
	No
	M
	No

	
	*Recess
	No
	Yes
	No
	Yes
	M
	No

	
	Raise a Question of Privilege
	Yes
	No
	No
	No
	(1)
	No

	
	Call for the Orders of the Day
	Yes
	No
	No
	No
	(2)
	No

	SUBSIDIARY
	Lay on the Table
	No
	Yes
	No
	No
	M
	No

	
	Previous Question
	No
	Yes
	No
	No
	2/3
	Yes

	
	Limit or Extend Limits of Debate
	No
	Yes
	No
	Yes
	2/3
	Yes (3)

	
	Postpone to a Certain Time (Definitely)
	No
	Yes
	Yes
	Yes
	M (4)
	Yes

	
	Commit (Refer to a Committee)
	No
	Yes
	Yes
	Yes
	M
	Yes (5)

	
	Amend
	No
	Yes
	Yes
(6)
	Yes
	M
	Yes

	
	Postpone Indefinitely
	No
	Yes
	Yes
	No
	M
	Aff.
Only


	
	Main Motion
	No
	Yes
	Yes
	Yes
	M
	Yes


	
Based on Robert’s Rules of Order Newly Revised (RONR)

*   A main motion if made when no business pending                  
**  Check RONR for specific rules

(1) Chair grants  
(2) No vote; Demand    
(3) Unexecuted part may be reconsidered   
(4) 2/3 vote if made a special order   
(5) Only if committee has not started work   
(6) If applied to a debatable motion






*Incidental Motions are those (1) which arise out of a pending question; (2) which arise out of a question that has just been pending; or (3) that relate to the business of the assembly.  Incidental motions usually apply to the method of transacting business rather than to the business itself. They have no rank among themselves because they are in order whenever they are incidental to the business of the assembly. Listed below are some of them which are most commonly used.

*Motions that Bring a Question Again before the Assembly (Restorative) are, as their name implies, motions which bring a question again before the assembly for its consideration. Listed below are the two that are used most often.



	
	



Name of Motion
	May You Interrupt Speaker?
	Must You be 2nd?
	Is It De-batable?
	Is It Amendable?
	What 
Vote is 
Required for 
Adoption?
	May it be Re-considered?

	INCIDENTAL
	Appeal
	Yes
	Yes
	Yes(1)
	No
	M(2)
	Yes

	
	Consideration by Paragraph or Seriatim
	No
	Yes
	No
	Yes
	M
	No

	
	Division of the Assembly
	Yes
	No
	No
	No
	(3)
	No

	
	Division of a Question
	No
	Yes
	No
	Yes
	M
	No

	
	Objection to the Consideration of the 
Question
	Yes
	No
	No
	No
	(4)
	Neg.
Only

	
	Parliamentary Inquiry
	Yes
	No
	No
	No
	(5)
	No

	
	Point of Order
	Yes
	No
	No
	No
	(6)
	No

	
	Suspend the Rules
	No
	Yes
	No
	No
	2/3
	No


	RESORATIVE
	
Reconsider
	
(7)
	
Yes
	
Yes(1)
	
No
	
M
	
No

	
	
Take from the Table
	
No
	
Yes
	
No
	
No
	
M
	
No


	
(1) If applied to a debatable question 
(2) Majority in negative required to reverse Chair’s decision
(3) No vote; Demand
(4) 2/3 against consideration sustains objection 
(5) Chair answers
(6) Chair rules
(7) In order if another has been assigned floor-if that member has not begun to speak

















Appendix

Additional Resources available at City Hall: 
In addition to items listed here, various departments may have specific information of a more technical nature that is available for your review.  The following will be located at City Hall.

Handbook for Wisconsin Police and Fire Commissioners, League of Wisconsin Municipalities, Reprinted 2001 & 2005 Changes Statute Number

Handbook for Wisconsin Municipal Officials, League of Wisconsin Municipalities, updated 2017

Robert’s Rules of Order, Perseus Publishing, 2000 10th Edition 

City of Fitchburg Code of Ordinances 

http://www.fitchburgwi.gov/271/City-Ordinances 

Wisconsin Dept. of Revenue, Guide for Board of Appeals Members 

Wisconsin State Statutes   http://legis.wisconsin.gov/rsb/Statutes.html






WAIVER OF SERVICE PER DIEM


COMMISSION/COMMITTEE/BOARD______________________________

DATE_________________

Member Name	______________________________________

Member Social Security Number ______ - ______ - ______

I hereby waive payment for service on the above City of Fitchburg commission, committee, board or authority.  I understand that if I desire to collect payment in the future, I must rescind this waiver by completing payroll authorization forms W-4 and I-9.

_____________________________________________________
Member Signature					

______________		_______________		_____________
Date				Staff Support			Payroll Initial
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