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City of South Sioux City

AGENDA PROCESS MANUAL

INTRODUCTION

The Agenda Process Manual is prepared and updated by the City Administrator’s Office.  The purpose of the manual is to clarify some of the details of the agenda process to those who are frequently or only occasionally involved in the preparation of agenda items for the City Council agenda.

It is intended to be a guide and ready reference tool to assist in expediting the movement of an item through the entire process.  Ideally, the process should be followed explicitly, but, realistically there is a degree of flexibility that will be used in hardship situations that arise unexpectedly.

The agenda document is one of the most visible examples of the ability of staff to research and prepare background information relative to a particular project or issue.  If all staff involved in the agenda preparation process attempt to follow the guidelines, the resulting agenda document should provide Council with “all the facts necessary” to make its decisions.  A carefully followed routine will result in an agenda document that will also maintain credibility for staff.
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PART 1 – COUNICL MEETINGS
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All Council meetings are open to the public except Closed Sessions.  No final legislative action can be taken except in an open official meeting.  Following are the various types of City Council meetings:

REGULAR MEETINGS

Regular Council Meetings are official meetings held at 5:00 p.m. on the second and fourth Mondays of each month in the Council Chambers.  The time and place for regular meetings is set by City Ordinance.  The public is invited to attend and the meetings are open for public participation on all agenda items.

COMMITTEE MEETINGS
A Committee Meeting is a discussion or “work” session for Council and City staff. The Council is divided into two committees – Public Works and Finance.  Four Council members are appointed to each committee.  The Public Works Committee is comprised of three sub-committees: Public Works, Public Safety, and Housing and Community Development.  The meetings are held on the first and third Monday of each month at 5:00 p.m. in the Council Chambers.  The Finance Committee is also comprised of three sub-committees:  Finance, Leisure and Legislative. The meetings are held every Wednesday at 12:00 noon in the Council Chambers.  The public is invited to attend and the sessions are normally open for public participation.

SPECIAL MEETINGS

A Special Meeting is an official meeting held on call of the Mayor or by four (4) members of the City Council.  Written notice stating the date, time, place and purpose of the meeting must be delivered by the City Clerk or his/her designee to all Councilmembers and the news media at least 24 hours before the meeting.  Special meetings are the exception rather than the rule.

CLOSED SESSIONS
A Closed Session is a closed meeting called for the purpose of considering certain limited matters, including but not limited to:

1. Discussion on personnel matters

2. Sale or acquisition of real estate

3. Potential or pending litigation

4. Labor Union or other negotiations

The motion for adjournment into Closed Session must be made at an official (regular, special) Council Meeting, must reflect the purpose of the session, and must be approved by at least two-thirds (5) of the governing body.  No votes are to be taken during a Closed Session.

ADJOURNED MEETINGS
An official meeting can be “recessed” or continued to a specific date and time upon a majority vote of the Council for the purpose of continuing discussion or action on an item of unfinished business or considering additional items of business.  Recessed meetings do not require additional public notice.
PART 2 – COUNCIL ACTION

QUORUM
A majority of all the members elected to the council constitutes a quorum for the transaction of business (5 members).

ABSTENTIONS

An abstention has the same effect as a negative vote in determining whether or not a majority of the entire elected body or a two-thirds (2/3) vote is met for purposes of adopting a particular item.  In addition, members who fail to vote may also affect the result negatively as there are not enough positive votes to meet the requirements.
ORDINANCES

Ordinances are needed to make changes to the City Code, to appropriate funds, and to provide for any type of legislative enactment.  Ordinances require adoption on first, second and third readings and take effect 15 days after publication.  The rules requiring ordinances to be read by title on three different days may be suspended by the Council to allow for adoption on first and final reading at one meeting. 

Ordinances are assigned numbers numerically.   Ordinance numbers are not assigned until the Agenda is in final form.

The ordinances will be published in full on the Thursday following final reading.   Lengthy Ordinances are published in pamphlet form and are available at no charge in the City Clerk’s Office and online at http://www.southsiouxcity.org.  A notice to this effect is published on the Thursday following adoption of the Ordinance.  Ordinances become effective 15 days after publication, unless an emergency clause is provided which establishes an immediate effective date.  The City Code is a compilation of local rules and regulations.

Following are examples of actions requiring approval by ordinance:

Vacating streets, utility easements, and rights-of-way.

Adopting the City’s budget and appropriating funds.

Authorizing transfers of appropriations between funds and/or projects.
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Amending licensing requirements or fees set by Code.

Levying taxes.

Annexation of property.

Zoning and rezoning property.

Adopting codes by reference (example: Uniform Building Code).

Authorizing issuance of municipal bonds.

Amending City Code.

Adopting pay plans.

Authorizing sale of real property.

Creating and assessing special improvement districts.

RESOLUTIONS

Resolutions are proposed to set general policy, give formalized direction to staff, or approve administrative actions.  Resolutions must be approved by a majority of the governing body present at the meeting.  Resolutions generally are not published.  Resolutions are numbered sequentially for each year by the City Attorney at the time the final agenda order is determined (example:  Resolution 2010-50).  Examples of actions that may be approved by Resolutions are as follows:
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Execution of agreements.

Awarding bids for purchases/contracts.

Initiating annexation proceedings.

Approving contracts.

Final plats and subdivision agreements.

Acquisition of utility easements and other property.

Certificates of final completion for sanitary sewer districts, water main districts, street improvement districts and other projects.

Traffic modifications such as no parking, speed limit changes, and stop signs.

Payments to engineers, suppliers and contractors for grants.

MOTIONS

Motions are less formal than ordinances or resolutions.  Motions must be approved by a majority of the governing body present at the meeting.   Examples of actions that may be approved by motion are as follows:

Approval of Council meeting minutes.

Receipt of official documents.

Approval of liquor license/manager designation requests.

Appointments to Council committees and boards.

Directing staff to take specific action.

Conditional Use Permits.

ORDINANCES, RESOLUTIONS AND ORDERS OF A GENERAL NATURE

A vote of four (4) members of the council is necessary for transactions of business of a general nature.

APPROPRIATION OR PAYMENT OF MONEY

All Ordinances, Resolutions or Orders for the appropriation or payment of money require approval by a majority of all members elected to the council (5 members).
POSTPONEMENTS

Council may vote to postpone an item to a date certain or indefinitely.  If an item has been postponed to a specific date, the item must appear on the agenda for that date for Council action or another postponement.  If no significant change is made, the original memorandum may be utilized a second time.  A revised memorandum should be prepared for the postponed item if a significant change is made.

When an item is postponed to a specific date, the City Clerk or his/her designee automatically reschedules the item to that date and places it on the preliminary agenda.
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PART 3 – AGENDA ROLES AND RESPONSIBILITIES

Preparation and completion of each Council agenda document involves the cooperation and teamwork of many offices and individuals.  The keys to a quality document are:

Effective communication among all participants.

Timely and complete staff work.

The roles and responsibilities of the key players in the agenda process are described in this section.

CITY CLERK
The role of the City Clerk or his/her designee is to oversee, monitor, and coordinate the preparation of the printing of meeting agendas.  To fulfill this role, the City Clerk or his/her designee has the following responsibilities:

Track items for future agendas and planning calendars as they proceed toward Council consideration.

Compile and update the Preliminary Agenda for regular meetings and committee meetings.

Identify appropriate placement of items on agenda, including Consent Agenda.

Review the agenda materials submitted and edit them for clarity and format, ensuring that the referenced exhibits and documents are included.

Produce the agenda through many revisions, coordinating with the originating department, City Administrator’s Office and City Attorney’s Office, as necessary.

Arrange for printing and distribution of the finished product.

Ensure timely publication of any required legal notices both before and after Council meetings.
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Enforce deadlines and a written process for submitting agenda materials.

Prepare and update the Agenda Process Manual.

CITY ATTORNEY’S OFFICE

The City Attorney’s Office reviews agenda material with regard to legal issues and has the following roles and responsibilities:

Work with the initiating department to structure the agenda item to meet Council and staff needs, to identify and address any legal issues, and initiate preparation of ordinances or resolutions.

Prepare the initial draft of an ordinance or resolution, and finalize the resolution or ordinance in consultation with the originating department.  

Coordinate with Departments on preparation or approval of proposed contracts.

Work with the City Clerk or his/her designee and initiating department on scheduling of agenda items.

Prepare any confidential memos to Council addressing any remaining legal issues.

CITY ADMINISTRATOR’S OFFICE

The role of the City Administrator in the agenda process is to ensure that agenda item materials contain a thorough policy (and if applicable, financial) analysis, to present options, and to include a recommendation, where appropriate.

To fulfill this management overview role, the City Administrator (or his/her designee) has the responsibility to:

Work with the Department Directors to clarify items that will come before the Council and to identify any potentially controversial or complex items.

Facilitate staff meetings to review with Department Directors the upcoming agenda items in order to:

Become familiar with the items.

Identify which items need to be reviewed by the City Administrator’s Office.

Review the upcoming agenda with the Department Directors and relay any changes in the agenda or areas of concern to the originating department.  

Negotiate any changes in the final agenda before the agenda document is printed.

FINANCE DEPARTMENT
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Review agenda items to assess the financial impact.

Work with the initiating department if the financial impact information needs to be revised.

DEPARTMENT DIRECTORS

The Department Director takes primary responsibility for initiating, preparing and securing the appropriate reviews and approval for the agenda item.  Each department is responsible for the following elements of the agenda process:

Attend the staff meetings.
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Author the item in accordance with the Agenda Process Manual.

Work with the City Attorney on legal aspects of the item, including providing all background information to allow the Legal Department to prepare appropriate documentation, including contracts.

Coordinate with the City Attorney’s Office on preparation or approval of contracts to be considered by the City Council.  Sufficient time should be allowed for negotiation or re-negotiation of contracts.  
Coordinate with the City Clerk or his/her designee to ensure sufficient time to adhere to public hearing notice requirements and/or reading of ordinances on three separate dates.

Notify the City Clerk or his/her designee to schedule items on the Agenda.

Develop and adhere to internal agenda procedures.

Clarify roles within the department with regard to the agenda process.

Develop methods of accomplishing the guidelines set out in the Agenda Process Manual.

Attend the City Council meeting and be prepared to make a presentation.

PART 4 – AGENDA SCHEDULE

SCHEDULING AGENDA ITEMS

Agenda items must be scheduled on the Preliminary Agenda as far ahead of time as possible, even if the item is in a very conceptual stage.  Preferably, regular meeting items should be placed on the Preliminary Agenda at least one week prior to the meeting, and the City Attorney should be notified of the item at that point, if an ordinance or resolution is required.
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The following Regular Meeting Agenda Timetable and Committee Meeting provide a sequential description of Agenda related actions.

	PUBLIC WORKS & COUNCIL
	CITY COUNCIL & COMMITTEE MEETINGS

AGENDA PREPARATION TIMETABLE


	FINANCE

	
	
	

	Day/Time
	Activity
	Day/Time

	Thurs./12:00 p.m.
	Deadline for submission of Agenda Item requests by those other than staff to City Clerk or his/her designee.
	Mon./12:00 p.m.

	Thurs./5:00 p.m.
	Deadline for submission of Agenda items requests and payment requests by staff and elected officials.
	Mon./5:00 p.m.

	Friday/5:00 p.m.
	Issuance of official and final Agenda by City Clerk or his/her designee to City Council Members, Department Heads and Media.
	Tues./12:00 p.m.


PRELIMINARY AGENDA

The first step in the Agenda review cycle is the Preliminary Agenda, which is a tentative listing of agenda items for the next regularly scheduled Council Meeting or Committee Meeting.

The City Clerk or his/her designee completes the Preliminary Agenda for distribution at the Department Directors staff meeting on the Monday preceding the City Council meeting or Committee Meeting.
The initiating office should notify the City Clerk or his/her designee of tentative agenda items by telephone, memorandum, or electronic mail at the earliest opportunity. 

Committee Meeting agenda items should be booked as far ahead as possible because the schedule often fills up weeks in advance.

The City Attorney’s Office must be contacted as far ahead as possible about items that will require preparation or review of ordinances, resolutions, agreements, or other legal documents.  Items of a controversial or complex nature should be routed through the City Administrator’s Office and City Attorney’s Office prior to being placed on the Preliminary Agenda to facilitate preparation of the necessary legal documents in a timely fashion.  Items received at the “eleventh hour” needing legal review or response will likely be postponed to subsequent meeting dates in order to allow for the necessary review and drafting period.

Other departments should be notified as far ahead of time as possible if their review or input is required.

The Preliminary Agenda is sent via e-mail  to the Department Directors, preceding the next meeting, and is available to all Department Directors at the Staff meeting on Monday prior to the Council and Committee Meeting.
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Copies of the final City Council agenda are available at the City Clerk’s Office on the Friday prior to the Council meeting.  A copy of the agenda and packet is also available for public review on the City’s Website at  
http://www.southsiouxcity.org.
Copies of the Agenda are available at the Council meeting and in the City Clerk’s Office.

Anyone may obtain a copy of any of the supporting documents at the City Clerk’s Office for a fee of 25¢ per page.

INTERNET

The Communications Department uploads the Agenda for all City Council Meetings on the City’s Website at  
http://www.southsiouxcity.org.
COUNCIL AGENDA PACKETS

City Councilmembers receive Agenda Packets via e-mail. An agenda packet is provided on Friday afternoon and contains information pertinent to the Council meeting to be held the following Monday.  

POST MEETING ACTIONS

Detailed minutes of official Council meetings and Committee meetings are prepared by the City Clerk or his/her designee and distributed via electronic mail to the Department Directors.  The original/official minutes are retained by the City Clerk.

The City Clerk or his/her designee is responsible for notification of Council action pertaining to Conditional Use Permits, liquor license requests, boards and commission appointments, and other similar requests.  

PART 5 – AGENDA STRUCTURE

AGENDA PACKET

The full agenda packet contains:

An agenda summary prepared by the City Clerk and/or City Administrator.

An agenda item memorandum and attachments prepared by individual Department Directors.

AGENDA

The agenda consists of the title and number of each item to be considered by the City Council with agenda items memorandum and attachments.  The agenda is distributed to all departments, media, and posted on the City’s three official bulletin boards and the City website.  The agenda is duplicated and made available for the audience at the Council meetings.
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PROCLAMATIONS AND PRESENTATIONS

Proclamations are issued by the Mayor as a ceremonial commemoration of an event or issue.  Presentations are scheduled to provide recognition for accomplishments or service to the City.  Proclamations and/or presentations are normally scheduled at the beginning of the Regular Meeting Agenda.  

Proclamations are prepared by the City Clerk or his/her designee based on a draft submitted by the initiating department or citizen group.  Proclamations are signed by the Mayor and are voted upon by the Council.

RESERVE TIME TO SPEAK ON AGENDA ITEMS

Citizen participation is provided for all items on the agenda.  

The City Council Agenda format establishes that citizens wishing to provide input on any of the agenda items reserve time to speak at the end of the meeting.  Individuals are asked to provide their name, address, and the agenda item (s) they wish to speak on.  An opportunity for citizen input will also be given when each agenda item is introduced.
Citizens are allowed five minutes each for comments.  The Mayor may adjust the time limit depending on the number of citizens who wish to speak, the nature of the topic, etc.  

CONSENT AGENDA

Routine items are scheduled for consideration with one Council motion on the Consent Agenda.  The Consent Agenda is intended to allow the City Council to spend more time and energy on the important items on a lengthy agenda.  Any item on which discussion is necessary will not be placed on the Consent Agenda.  

Any Councilmember or the Mayor may request that an item be pulled from the Consent Agenda for separate discussion and consideration.  Items that are removed from the Consent Agenda are discussed and voted upon individually at the end of the Consent Agenda.

PUBLIC HEARINGS

Formal public hearings are scheduled at the beginning of the Agenda to allow for public comment.  The action items associated with the public hearings are scheduled as either Resolutions or Ordinances.
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Examples of items requiring public hearings are:

Budget.

Community Development Block Grant Applications.

Acquisition of utility easements.

Change of land use designations.

Liquor License applications.
PART 6 – MEETING ARRANGEMENTS
Official City Council meetings are audio taped. 

STAFF PRESENTATIONS

Presentations by staff are introduced by the Mayor.  The presentation should be brief, concise, and encompass all key information.  The staff person making the presentation should remain readily available to answer questions after the presentation.  

AUDIOVISUALS

The staff person making a presentation should ensure in advance of the meeting that all audiovisual equipment is functioning properly and should become familiar with the lighting system in the meeting rooms so that the proper adjustments can be made during the meeting.

PART  7- POSTING OF NOTICES
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The City Clerk or his/her designee is responsible for posting any appropriate informational notices on the City’s three official bulletin boards. (Examples:  notices of availability of printed information concerning an upcoming agenda item, notices of pertinent public meetings, etc.)

LEGAL NOTICES

Plan ahead to ensure that any required legal notices are published or distributed by the appropriate deadline.  Adequate notice must be given to the City Clerk or his/her designee and City Attorney’s Office of items that will require a legal publication.  (Examples: zoning ordinances, initiating annexations, public hearings).

PART 8 – DOCUMENT RETENTION

[image: image17.wmf]The City Clerk’s Office is the office of record for all Council records, including ordinances, resolutions, Council minutes, and agenda background material.  These records are retained permanently.

CONTRACTS

The City Clerk retains an original contract document entered into by the City of South Sioux City.  Contracts must be approved as to form by the City Attorney’s Office prior to Council action and subsequent execution of document.  As a general rule, one original for each party to the transaction must be provided.  If Departments wish or need to maintain an original for their files or another party, provisions should be made to generate an additional original.

RECORDING DOCUMENTS

Any document that will be recorded with the Register of Deeds must be formatted in a specific fashion.  Please contact the City Attorney’s Office with questions or for clarification.  The City Clerk must retain the document that has been recorded by the Register of Deeds.
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