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INTRODUCTION

This Manual is designed to provide guidance for the City Council and is not intended to be an amendment
or substitute for any state statutes, city ordinances, court decisions, or other authority. The rules and policies
in this manual do not constitute land use regulations, official controls, public hearing rules or other
substantive rules binding upon or to be used or relied upon by members of the public, and do not amend
statutory or other regulatory requirements.

Violation of some of the rules and policies in this Manual may result in invalidation of action taken by the
City Council, disqualification of a Councilmember or a person to serve as a Councilmember, or monetary
penalties (e.g. failure to give proper notice of a special meeting pursuant to RCW 35A.12.110; failure to be
a registered voter or a resident of the City pursuant to RCW 35A.12.030; monetary civil penalty for
violation of Open Public Meetings Act pursuant to RCW 42.30.120).

The Manual will be reviewed annually and at times amended to recognize additional topics or for
clarification as the need arises.
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EXECUTIVE SUMMARY

FOUNDATION: The City of Toppenish incorporated April 28, 1907 and is a code city operating under a
Council-Manager plan of government as outlined in Chapter 35A RCW Municipal Code for Council-
Manager plan of government. Under this form of government, there are two branches of government:
legislative and administrative.

PURPOSE OF CITY GOVERNMENT: The general purpose of local government is to promote the
social, economic, environmental and cultural well-being of the community, to ensure that resources are
used efficiently and effectively, to ensure transparency and accountability in decision-making, and to
provide the prudent use and stewardship of local community resources. These statements should be
considered the lens through which this Manual is intended and through which the actions of the City Council
and staff are viewed. The City recognizes that individual rights are critically important in our society, and
the City is committed not to infringe upon those rights whenever possible. Good governance should reflect
the will of the citizenry and can only occur as a result of an open public process: “All political power is
inherent in the people, and governments derive their just powers from the consent of the governed and are
established to protect and maintain individual rights.” (Washington State Constitution Article I, Section 1)

OBLIGATIONS: The City acknowledges the importance of complying with the Open Public Meetings
Act and the Public Records Act: “The people of this state do not yield their sovereignty to the agencies
which serve them. The people, in delegating authority, do not give their public servants the right to decide
what is good for the people to know and what is not good for them to know. The people insist on remaining
informed so that they may retain control over the instruments they have created.” RCW 42.30.010 and
42.56.030.

RCW 42.30.010 Open Public Meetings Act: “The legislature finds and declares that all public
commissions, boards, councils, committees, subcommittees, departments, divisions, offices, and
all other public agencies of this state and subdivisions thereof exist to aid in the conduct of the
people's business. It is the intent of this chapter that their actions be taken openly and that their
deliberations be conducted openly.” Unless as part of an executive session, Councilmembers shall
not meet as a quorum of four or more in a non-public meeting. A quorum of four or more
Councilmembers shall also not meet as part of a web conference dealing with City business, nor a
conference call, serial communication, social media or even a “straw poll” in executive session.
The Open Public Meetings Act does not prohibit a quorum or more of Councilmembers meeting at
social gatherings or events provided City issues are not discussed. If Councilmembers are involved
in a violation of the Open Public Meetings Act, and are aware that their actions violate the Act,
they may be personally liable. If the violation is not intentional, the City may still be liable for
attorney’s fees. However, elected officials’ right to speak freely and gather publicly is protected by
the First Amendment of the U.S. Constitution.

RCW 42.56.030 Public Records Act: “This chapter shall be liberally construed, and its exemptions
narrowly construed to promote this public policy and to assure that the public interest will be fully
protected. In the event of conflict between the provisions of this chapter and any other act, the
provisions of this chapter shall govern.”

PRIORITIES: Priorities are
. Additional information on priorities and Council goals can be found in each year’s

budget.
BRANCHES OF CITY GOVERNMENT: The Council is the legislative branch of the City government.

Council appoints a city manager who manages the day to day operations. “The City Manager shall be
responsible to the Council for the proper administration of all affairs of the code city.” RCW 35A.13.010.
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A. Legislative Branch: City Council.

The City Council consists of seven elected officials, each elected to staggered four-year terms.
Individual Councilmembers do not have governing power as individuals, but only when meeting as a
Council when a quorum (four or more) are present. Council represents the City residents and business
owners of the City of Toppenish, and is the law-making, policy-making, and budget and spending
approval authority of the City government. Council hires, directs, guides and evaluates the performance
of the City Manager. The City Manager shall be appointed for an indefinite term and may be removed
by a majority vote of the Council (RCW 35A.13.130), or as otherwise agreed to by contract. For
functions of the Mayor and Mayor Pro Tem, see Chapter 1(A)(3).

Some of the duties, responsibilities, and limitations of each Councilmember:

a. As arepresentative of City residents, brings the experience, concerns and knowledge of a typical
City resident to City government.

b. As an elected representative, pays attention to the needs, wants and concerns of all City residents
and businesses.

c. Receives feedback and ideas from residents and businesses and shares with City Manager.

d. Study information related to the government and administration of the City, including internal and
external written information and information received from City employees.

e. Develop a collegial relationship with City employees but avoid giving directives or saying anything
that could be taken as an attempt to influence the conduct of the employee’s job.

f. Give feedback and ideas regarding City government and administration to the City Manager.

g. Represent the City, at appointed local, regional and state committees and all Council meetings,
special and regular.

h. When acting in the capacity of Councilmember outside of Council meetings, communicate that any
personal opinion is the opinion of the individual Councilmember and not that of the collective
Council, unless pre-authorized to speak, as Council does not want the public to assume that any
individual personal opinion represents that of the entire Council. Councilmember’s freedom of
speech is protected by the U.S. and Washington State Constitutions. Provided there is no quorum,
Councilmembers may work together on City Council-related projects and discuss City business in
non-public meetings. No permission is needed, nor is notice required to be given for such gathering.

i. Call a Special Meeting of the City Council. Pursuant to RCW 35A.12.110, “Special meetings may
be called by the Mayor or any three members of the Council by written notice delivered to each
member of the council at least twenty-four hours before the time specified for the proposed
meetings.” However, if there is no quorum at a meeting, there is no meeting. Notice of Special
Meetings should be distributed via the City Clerk.

B. Administrative Branch: The City Manager and City Staff.
The City Manager is the City’s chief executive officer and head of the administrative branch. The City
Manager appointed by the City Council, reports directly to the City Council. All staff work under the
direction of the City Manager, who is directed by the City Council. The City Manager is directly
accountable to the City Council for the execution of the City Council’s policy directives, and for the
administration and management of all City departments.”

This summary is not intended as a substitute for the material contained throughout the entire Governance
Manual. Although this summary is provided as a quick and concise overview of the Governance Manual,
reading of the entire manual is strongly encouraged. The Table of Contents, as well as the Index is intended
to be beneficial in locating desired topics of discussion.
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CHAPTER 1
Council Meetings

A. General

1. Council Meetings - Time and Location
Regular meetings of the City Council shall be held at Toppenish City Hall Council Chambers on the
2nd and 4th Mondays of each month beginning at 7:00 p.m., in addition a Study Session is held the 1st
Monday of each month beginning at 5:00 p.m. Pursuant to RCW 42.30.070: “If at any time any regular
meeting falls on a holiday, such regular meeting shall be held on the next business day.” As noted, in
such case, the meeting held on the next business day after a holiday would also be a regular meeting,
as opposed to a special meeting. The Council always has the option of cancelling such meeting.

2. Council Meetings - Open to the Public
All meetings of the City Council and of committees thereof shall be open to the public except as
provided for in RCW 42.30.110! (Executive Sessions), or RCW 42.30.140% (Open Public Meetings
Act).

3. Presiding Officer

The Mayor shall preside at meetings of the Council and be recognized as the head of the City for all
ceremonial purposes. The Mayor shall have no regular administrative or executive duties unless
specifically set forth herein. In case of the Mayor's absence or temporary disability, the Mayor Pro Tem
shall act as Mayor during the continuance of the absence. In case of the absence or temporary inability
of the Mayor and Mayor Pro Tem, an acting Mayor Pro Tem selected by majority vote of the remaining
members of the Council, shall act as Mayor during the continuance of the absences [RCW
35A.13.035%]. The Mayor, Mayor Pro Tem (in the Mayor’s absence) or Acting Mayor Pro Tem are
referred to as “Presiding Officer” from time to time in these Rules of Procedure.

B. Meetings

1. Regular Meetings

a. Formal Format

1. Normally held 2nd and 4th Mondays of each month at 7:00 p.m. The City Clerk, under the
direction of the City Manager, shall arrange a list of proposed matters according to the order of
business and prepare an agenda for the Council. On or before close of business on a Friday
preceding a Monday Council meeting, or at the close of business at least 24 hours preceding a
special Council meeting, a copy of the agenda and supporting materials shall be prepared for
Councilmembers, the City Manager, appropriate staff, and the media who have filed a
notification request.

2. Requests for presentations from outside entities or individuals to be placed on a future agenda,
will only be permitted if they are considered the official business of the City. Such requests
should be submitted to the City Clerk 10 working days prior to the appropriate Council meeting.
The City Clerk shall consult with the City Manager for a determination of whether the matter is
an administrative issue, and whether it should be placed on an upcoming Council agenda.
Playing of videos, DVD’s, PowerPoints, or other electronic presentations shall be pre-screened
and pre-approved by the City Manager who shall determine the appropriateness of the material.
In the event the presenter has no PowerPoint or other material to submit prior to the meeting,
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the presenter shall be requested to provide a brief written summary of the topic and items to be
discussed. All written materials, including the written summary, must be submitted to the City
Clerk at least 10 days prior to the appropriate Council meeting.
Forms of Address. The Mayor shall be addressed as “Mayor (surname).” The Mayor Pro Tem
shall be addressed as “Mayor Pro Tem (surname).” Members of the Council shall be addressed
as “Councilmember (surname).”
Order of Business. The business of all regular formal meetings of the Council shall be transacted
as follows, provided, however, that the Presiding Officer may, during a Council meeting,
rearrange items on the agenda to conduct Council business more expeditiously, without the
necessity of a formal action or motion. However, adding or removing items from the agenda
once a meeting has been called to order requires Council to make a motion and vote on
approving the “amended agenda.”

Call to Order by the Presiding Olfficer

Pledge of Allegiance

Roll Call

Introduction of Special Guests, Presentations and Proclamations.

Public Comments.

1) An opportunity for public comments on subjects not on the agenda for action.
Speakers must state their name and address for the public record when they come
to the podium. Speakers are limited to three minutes each; however, members of
the public shall be prohibited from allocating any of their own speaking time, to
other members of the public. This time is an opportunity to hear from various
members of the public in a limited public forum only, and not an opportunity for
extended comments or dialogue. Council will not engage in discussion. Although
the City Council desires to allow the opportunity for public comment, the business
of the City must proceed in an orderly, timely manner. At any time, the Presiding
Officer, in the Presiding Officer's sole discretion, may set such reasonable limits as
are necessary to prevent disruption or undue delay of other necessary business.

a. Procedure for all public comments:
1. Verbal: Comments shall only be made from the podium. The person will state
their name and address for the public record. No comments shall be made from
any other location, and anyone making “out of order” comments shall be subject
to removal from the meeting. The public shall be reminded that this is not an
opportunity for dialogue or questions and answers, but public comment. When
appropriate, staff shall research issues and report back to those making the
comment as well as to Council. Public comments are opportunities for speakers
to briefly address Council, and those speaking are to address members of Council
and not the audience. In order to prevent disruption of the Council meeting,
members of the public are asked to refrain from distributing materials to the
audience, since Council meetings are not a public forum to address the audience.
Since this is an opportunity for public comment, in the interest of time and
keeping in mind all documents submitted during Council meetings become the
property of the City, graphs, charts, posterboards, PowerPoint presentations, or
other display materials are not permitted, although written comments and written
materials including photographs and petitions may be submitted to Council via
the City Clerk.
a. Demonstration, applause or other audience participation before, during or
after is not permitted.
b. Any ruling by the Presiding Officer relative to these subsections on public
comments may be overruled by a vote of a majority of Councilmembers
present.

pEoTe
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c¢. Council shall not permit public comments if they relate to any matter upon
which a quasi-judicial hearing has been required, scheduled, or held.

f. Proclamation

Public Hearings

Consent Agenda

1. Items which may be placed on the Consent Agenda are those which: (1) have been

previously discussed by the Council; (2) can be reviewed by a Councilmember without

further explanation; (3) are so routine, technical or non-substantive in nature that

passage without discussion is likely; or (4) otherwise deemed in the best interest of the

City.

2. The proper Council motion on the Consent Agenda is: “I move to approve the

Consent Agenda.” This motion has the effect of moving to approve all items on the

Consent Agenda.

i. Old Business [includes matters that were pending when a previous meeting adjourned,
or matters specifically postponed to the present meeting]

j- New Business [Action items are designated as New Business]
Any member of the public who wishes to verbally address the Council on an action item
on the current agenda, shall proceed to the podium during the public comment period.

k. Councilmember Reports. Council or government-related activities (e.g. synopsis of City
committees, City commissions, City task force or other related City related board
meetings). These verbal reports are intended to be brief. City work-related reports are
intended to inform the Council of pertinent policy issues or events stemming from their
representation on a City regional board, City committee, City task force or City
commissions, whether as a formal or informal member.

I.  City Manager Reports

m. FExecutive Session

n. Adjournment

= 09

b. Study Session Format

1.

Normally held the 1st Monday of each month at 5:00 p.m. The purpose of the study session
format is to allow Councilmembers to be made aware of impending business and allow informal
discussion of issues that might be acted on at a future meeting. Action items may be included
on a study session agenda, although there likely will be times when due to deadlines or other
pressing or time sensitive issues, action items must be included. Study sessions shall be in a less
formal setting than regular formal meetings. Council may be seated other than at the dais, but
shall not discourage public observation. There shall be no public comment at study sessions
although the Council may request staff or other participation in the same manner as a regular
formal Council meeting. The City Clerk, under the direction of the City Manager, shall arrange
a Council study session agenda for the meeting. A copy of the agenda and accompanying
background materials shall be prepared for Councilmembers, the City Manager, appropriate
staff and the press, by close of business on the Friday before the meeting. Councilmembers shall
receive their Council packet via their City email address.

Action Items. Although action items may occasionally be included on a study session agenda, it
is the preference of Council to keep those instances to a minimum. Because a study session is a
recognized meeting according to the “Open Public Meetings Act,” it is permissible for Council
to take final action during these meetings.

Presiding Officer’s Role. The role of the Presiding Officer is to facilitate free flowing discussion
without the necessity of each Councilmember being recognized by the Presiding Officer. The
Presiding Officer retains the option of assuming the function of the discussion leader at any time
in order to maintain decorum and ensure all Councilmembers have the opportunity to be heard,
and to keep the discussion properly focused.
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4. Outside Requests. Outside requests to be included on a Council agenda will only be permitted
if they are considered the official business of the City. Such requests should be submitted to the
City Clerk at least 10 working days prior to the appropriate Council meeting. The City Clerk
shall consult with the City Manager for a determination of whether the matter is an
administrative issue, and whether it should be placed on an upcoming Council agenda. Playing
of videos, DVD’s, PowerPoints, or other electronic presentations shall be pre-screened and pre-
approved by the City Manager, who shall determine the appropriateness of the material. In the
event the presenter has no PowerPoint or other material to submit prior to the meeting, the
presenter shall be requested to provide a brief written summary of the topic and items to be
discussed. All written materials, including the written summary, shall be submitted to the City
Clerk at least 10 working days prior to the appropriate Council meeting.

5. Order of Business. The business of all study session meetings of the Council shall be transacted
as follows, provided, however, that the Presiding Officer may, during a Council meeting,
rearrange items on the agenda to conduct Council business more expeditiously, without the
necessity of a formal action or motion. However, adding or removing items from the agenda
once a meeting has been called to order requires Council to make a motion and vote on
approving the “amended agenda.”

a. Call to Order

b. Roll Call. The City Clerk shall conduct a roll call of Councilmembers.

c. Presenter’s Role. During the Council study session, the presenter should introduce the
subject and give background information, identify the discussion goal, act as facilitator
to keep the discussion focused toward the goal, and alert the Presiding Officer when it
is appropriate, to schedule the topic for a motion or official direction of the Council.

d. Adjourn. No Study Session should be permitted to continue beyond approximately 6:00
p-m. without approval of a majority of the Councilmembers present. A new time limit
shall be established before taking a Council vote to extend the meeting.

c. Executive Sessions
1. Executive sessions shall be held pursuant to the Open Public Meetings Act, 42.30 RCW.
Council may hold an executive session during a regular or special meeting. Before convening
in executive session, the Presiding Officer shall announce the purpose for adjourning into
executive session; when the executive session will be concluded; and the likelihood of
Council taking action at the close of the executive session and return to open session.

a. At the close of the executive session and upon Council’s return to chambers, the
Presiding Officer declares Council out of executive session, and asks for the appropriate
motion (i.e. an action motion or a motion to adjourn).

b. To protect the best interests of the City, Councilmembers shall keep confidential all
verbal and written information provided during executive sessions. The City Manager
shall collect all hand written notes and printed materials from Council. Confidentiality
also includes information provided to Councilmembers outside of executive sessions
when the information is considered exempt from disclosure under the Code of Ethics
for Municipal Officers (RCW 42.52%) and/or the Public Records Act (RCW 42.56°).

2. RCW 42.30.110 explains the purpose for holding an executive session, some of which
include:

a. RCW 42.30.110(1)(b). To consider the selection of a site or the acquisition of real estate
by lease or purchase when public knowledge regarding such consideration would cause
a likelihood of increased price (pending land acquisition).

b. RCW 42.30.110(1)(g). To evaluate the qualifications of an applicant for public
employment or to review the performance of a public employee. However, subject to
RCW 42.30.140(4) (labor negotiations), discussion by a governing body of salaries,
wages, and other conditions of employment to be generally applied within the agency
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shall occur in a meeting open to the public, and when a governing body elects to take
final action hiring, setting the salary of an individual employee or class of employees,
or discharging or disciplining an employee, that action shall be taken in a meeting open
to the public. [Note: stating that an executive session is to discuss a “personnel matter”
is not sufficient because only certain types of personnel matters are appropriate for
discussion in an executive session.] (review qualifications of a public employee)

c. RCW 42.30.110(1)(h). To evaluate the qualifications of a candidate for appointment to
elective office. However, any interview of such candidate and final action appointing a
candidate to elective office shall be in a meeting open to the public (review
qualifications of an elected official).

d. RCW 42.30.110(1)(i). To discuss with legal counsel representing the agency matters
relating to agency enforcement actions, or to discuss with legal counsel representing the
agency litigation or potential litigation to which the agency, the governing body, or a
member acting in an official capacity is, or is likely to become, a party, when public
knowledge regarding the discussion is likely to result in an adverse legal or financial
consequence to the agency. For purposes of this subsection (1)(i), "potential/pending
litigation" means matters protected by Rules of Professional Conduct (RPC) 1.6 or
RCW 5.60.060(2)(a) concerning:

(1) Litigation that has been specifically threatened to which the agency, the
governing body, or a member acting in an official capacity is, or is likely to
become, a party;

(2) Litigation that the agency reasonably believes may be commenced by or
against the agency, the governing body, or a member acting in an official
capacity; or

(3) Litigation or legal risks of a proposed action or current practice that the agency
has identified when public discussion of the litigation or legal risks is likely to
result in an adverse legal or financial consequence to the agency.

3. Council may adjourn into executive session even if it is not listed on the meeting agenda.

There is a requirement in RCW 35A.12.160° that the public be made aware of the preliminary
agendas of meetings in advance of the meeting, but that does not mean that an item that arises
after the agenda has been posted cannot be discussed at the meeting, even in executive
session. Since final action on the matter would not be taken at the executive session, it would
not violate any provision in state law to hold an executive session at a regular Council
meeting even if the executive session was not listed on the agenda. [MRSC Index-General
Government-Executive sessions.] Although amending the agenda is not required in order to
adjourn into executive session, it is a good practice for the Mayor to announce at the
beginning of the meeting, that Council will be adjourning into an executive session at the end
of the regular meeting.

. Attendance at Executive Sessions. The City Attorney shall attend executive sessions which

address litigation or potential litigation. The question of who may attend an executive session
other than the Council, is determined by the City Manager.

2. Special Meetings

a.

Meetings set at days, times, and places other than the 2nd and 4th Mondays of each month at 7:00
p-m., and the 1st Monday of each month at 5:00 p.m. in the Toppenish City Council Chambers shall
be deemed “special meetings,” such as joint meetings with other jurisdictions or entities (Board of
County Commissioners, Planning Commissioners), and Council workshops or retreats.

A special meeting may be called by the City Manager in concurrence with the Mayor or any three
members of the Council. (RCW 35A.13.1707, RCW 35A.12.110%). Written notice of the special
meeting shall be prepared by the City Clerk. The notice shall contain information about the
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meeting, including date, time, place, and business to be transacted and shall be posted on the City’s
website and displayed at the main entrance of the meeting location (RCW 42.30.080°). The notice
shall be delivered to each member of Council at least 24 hours before the time specified for the
proposed meeting (RCW 35A.12.110'%). The noticing regarding such decision to hold a special
meeting (made by the Mayor or any three Councilmembers), shall be handled by the City Clerk’s
Office through the City Manager.

¢. The notices provided in this section may be dispensed within the circumstances provided by RCW
42.30.080'!, that is: (a) As to any member who, at or prior to the time the meeting convenes, files
with the City Clerk a written waiver of notice, (b) As to any member who was actually present at
the meeting at the time it convenes, and (c) In the event a special meeting is called to deal with an
emergency involving injury or damage to persons or property or the likelihood of such injury or
damage, when time requirements of such notice would make notice impractical and increase the
likelihood of such injury or damage; or as otherwise provided by law.

d. Agendas shall be drafted in a form submitted by the City Clerk, approved by the City Manager, and
distributed in a manner similar to agendas for formal and study session meetings. The processes
and rules for agenda content apply to regular formal, study session format, as well as special
meetings.

e. Special meeting agendas may include action and non-action items. Once the Special Meeting
Agenda has been published and distributed, the agenda may be amended provided the amended
agenda is distributed to Councilmembers and to the media, and posted on the City’s website and at
the meeting doorway, at least 24 hours in advance of the special meeting. Final disposition shall
not be taken on any other matter at such meeting, which means that the governing body may address
other matters not identified in the special meeting notice or agenda, provided ‘final disposition’
regarding such matters is not taken (RCW 42.30.080(3)'?) Council may not pass a franchise
ordinance at a special meeting [RCW 35A.47.040].

3. Emergency Meetings: Emergency Council meetings may be called by the City Manager in
concurrence with the Mayor or any two Councilmembers, consistent with the provisions of 42.30 RCW.
Meeting time, location and notice requirements do not apply to emergency meetings called for emergency
matters as permitted by RCW 42.30.070, 42.30.080, and 42.14.075:

“If, by reason of fire, flood, earthquake, or other emergency, there is a need for expedited
action by a governing body to meet the emergency, the presiding officer of the governing
body may provide for a meeting site other than the regular meeting site and the notice
requirement of this chapter shall be suspended during such emergency.” [RCW 42.30.070]

“The notices provided in this section may be dispensed with in the event a special meeting
is called to deal with an emergency involving injury or damage to persons or property or
the likelihood of such injury or damage, when time requirements of such notice would
make notice impractical and increase the likelihood of such injury or damage.” [RCW
42.30.080(4)]

“Whenever, due to a natural disaster, an attack or an attack is imminent, it becomes
imprudent, inexpedient or impossible to conduct the affairs of a political subdivision at a
regular or usual place or places, the governing body of the political subdivision may meet
at any place within or without the territorial limits of the political subdivision on the call
of the presiding official or any two members of the governing body. After any emergency
relocation, the affairs of political subdivisions shall be lawfully conducted at such
emergency temporary location or locations for the duration of the emergency.” [RCW
42.14.075]
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4. Cancellation of Meetings: State law does not require any specific procedure for canceling an
upcoming meeting, however, notice of the cancellation to the public, Councilmembers, and staff should be
given by the City Clerk in a similar manner that notice is given for a special meeting. The decision to
cancel a meeting will be made by the City Council. In case of an inclement weather emergency, the City
Manager or the Mayor may cancel the meeting. The noticing of such decisions will be handled by the City
Clerk through the City Manager.

C. Meeting Rules and Procedures

1. Council Rules of Order
The City Clerk shall serve as the official parliamentarian for all Council meetings and shall keep a copy of
the most current “Robert’s Rules of Order” (RONR) in Council Chambers during Council meetings.

2. Quorum

At all regular and special meetings of the Council, a majority of the Councilmembers who hold office shall
constitute a quorum for the transaction of business. A lesser number may adjourn from time to time,
provided that written notice of said adjournment is posted on the exterior Council Chamber doors pursuant
to RCW 42.30.090"3. Council meetings adjourned under the previous provision shall be considered regular
meetings for all purposes. (RCW 35A.13.170", 35A.12.120"%)

3. Seating Arrangement
Councilmembers shall occupy the respective seats in the Council Chamber as selected by seniority for a

two-year term in January of an even year.

4. Attendance

a. Unexcused Absences: A Councilmember’s responsibility to attend Council meetings should not be
taken lightly, nor should a decision to remove a Councilmember for missing meetings. Pursuant to
RCW 35A.12.060'® “a council position shall become vacant if the councilmember fails to attend
three consecutive regular meetings of the council without being excused by the council.”

b. Excused Absences: Members of Council may be excused from meetings with prior notification to
the City Clerk, or City Manager by 3:30 p.m. the day of the meeting, and by stating the reason for
the inability to attend. Acceptable excuses for missing meetings may include work commitments,
death of a family member, family or personal illness, inclement weather, accident, scheduled
vacations, family or personal emergency, or unusual or unforeseen circumstances. Following or
prior to roll call, the Presiding Officer shall inform the Council of the member’s absence and inquire
if there is a motion to excuse the member. The motion shall be nondebatable. Upon passage of such
motion by a majority of members present, the absent member shall be considered excused and the
City Clerk shall make an appropriate notation in the minutes.

5. Respect and Decorum

It is the duty of the Mayor and each Councilmember to maintain dignity and respect for their offices, City
staff and the public. While the Council is in session, Councilmembers shall preserve order and decorum
and a Councilmember shall neither by conversation or otherwise, delay or interrupt the proceedings of the
Council, nor disrupt or disparage any Councilmember while speaking. Councilmembers and the public shall
comply with the directives of the Presiding Officer. Any Councilmember making disruptive, disparaging
or impertinent remarks, or unreasonably disturbing the business of the Council shall be asked to cease such
disruption. Any other person attending a Council meeting who disrupts the meeting in such a fashion that
the Council is impaired in its ability to attend to the business of the City, may be asked to leave, or be
removed from the meeting. At any time during any Council meeting, any Councilmember may object to
personal affront or other inappropriate comments, by calling for a “point of order.” After the
Councilmember is recognized by the Presiding Officer and the Councilmember explains their point
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concerning respect and decorum, or lack thereof, the Presiding Officer shall rule on the remark. If the
person making the remark is a Councilmember, the Presiding Officer may ask the Councilmember to cease.
If the person making the remark is a member of the public, the Presiding Officer shall determine if the
remark is actually disruptive, and whether the remark has impaired the ability of the Council to attend to
the business of the City. If so, the Presiding Officer shall seek the removal of that person from the meeting.
Continued disruptions may result in a recess or adjournment as set forth in #9 below.

6. Dissents and Protests
Any Councilmember shall have the right to express dissent from or protest verbally against any motion,
ordinance or resolution of the Council and have the reason therefore entered in the minutes.

7. Councilmember Meeting Participation by Telephone/Video Conference

Telephone/video conference participation by Councilmembers may be allowed provided that a quorum of
Councilmembers shall be physically present for the Council meeting in question, and provided technical
availability and compatibility of electronic equipment enables the conferencing Councilmember(s) to hear
the proceedings, be heard by those present, and participate in Council discussion. More than one
Councilmember may request participation via telephone for the same meeting, provided that those
Councilmembers would be able to be reached at the same phone number, as the Council Chamber's current
system can only accommodate the use of one telephone number per meeting.

a. Requests to use telephone/video conference participation shall be approved by the Council by
motion. Such participating Councilmember(s) shall be present and counted. So as not to disrupt the
Council meeting, adequate notice shall be given to allow appropriate setup in time for the beginning
of the meeting.

b. Telephone/video conference participation for voting purposes shall be allowed for public hearings
or any quasi-judicial proceedings, and the requesting Councilmember(s) shall declare that (s)he has
reviewed the associated material (if any) provided for those hearings and/or proceedings prior to
the time the vote will be taken by Council.

8. Internet Use, Texting During Meetings

Use of the City’s network systems implies Council is aware of and understands that the system is provided
to assist in the performance of their roles as Councilmembers, and as such, Councilmembers are obligated
to use, conserve and protect electronic information and information technology resources and to preserve
and enhance the integrity of those resources which belong to the residents of Toppenish.

a. Councilmembers shall avoid accessing any electronic message during Council meetings. Accessing
such communication could be construed as receiving public comment without the benefit of having
the resident in person to address their concerns. Likewise, Councilmembers shall avoid browsing
the Internet of non-City business during Council meetings in order that Council’s full attention can
be given to the topic at hand.

b. Information technology resources are provided for the purpose of conducting official City business.
The use of any of the City’s information technology resources for campaign or political use is
prohibited unless it has been determined by the City Attorney, Washington State Attorney General,
or Washington Public Disclosure Commission, that such use is not a violation of RCW
42.17A.555'7 or is otherwise authorized by law.

c. Confidential material shall not be sent via email.

d. All letters, memoranda, and interactive computer communication (email) involving
Councilmembers, the subject of which relates to the conduct of government or the performance of
any governmental function, with specific exceptions stated in the Public Records Act (RCW 42.56)
are public records. Copies of such letters, memoranda and interactive computer communication
shall not be provided to the public or news media without filing a public record request with the
City Clerk. With this in mind, texting concerning City business is strongly discouraged.
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e. Email communications that are intended to be distributed among all Councilmembers, whether
concurrently or serially, shall be considered in light of the Open Public Meetings Act. If the
intended purpose of an email is to have a discussion that should be held at an open meeting, the
electronic discussion should not occur, and Council discussion should wait until everyone has had
ample opportunity to view the message before including such topic(s) on an upcoming agenda.

9. Adjournment Due to Emergency or Disruption

In the event of an emergency such as a fire or other natural or catastrophic disaster, threatened violence, or
inability to regain or retain good order, the Presiding Officer shall forthwith declare a recess, adjourn, or
continue the meeting, and the City Council as well as everyone in the room shall immediately leave the
meeting room. The Presiding Officer may reconvene the meeting when it has been determined by the
appropriate safety officials that it is safe to do so.

10. Permission Required to Address the Council
Persons other than Councilmembers and staff shall be permitted to address the Council upon recognition
and/or introduction by the Presiding Officer or City Manager.

11. Approaching the Dais by Members of the Public
Once a Council meeting has been called to order, members of the public are prohibited from stepping

between the speaker's podium and the dais, without verbal invitation by the City Council. If residents wish
Council to receive materials, those materials should be handed to the City Clerk prior to the meeting or
during the public comment section of the agenda; and the Clerk will distribute the materials to members of
Council. Council reserves the right to invite anyone forward to the podium to be addressed by Council.

12. Photographs, Motion Pictures or Videos Requiring Artificial [llumination — Prior Permission

Required
No overhead projection, photographs, motion pictures, or videos that require the use of floodlights, or

similar artificial illumination shall be used by the public at City Council meetings without the prior consent
of the Presiding Officer or the City Manager.

13. Placing Items on an Agenda:
a. New Item Council Business: At the appropriate time during a Council meeting (such as Council

Comments), a Councilmember may request to have items placed on a future agenda. Each request

shall be treated separately. The City Manager is most familiar with staff’s workload and shall

determine when the item can be prepared and brought forward to Council. The following process

shall be used to propose an item for a future Council Study Session meeting:

1. New Item.

2. Atthe end of the City Manager’s Report, the City Manager will ask Council if there is anything
for discussion at a future Council Study Session meeting.

3. A Councilmember may propose an item and give a brief explanatory background of the issue
and its importance to the City.

4. Councilmembers may ask clarifying questions.

5. By ashow of hands, a consensus of four or more Councilmembers may move the item forward
to a future agenda.

b. Except for routine items such as those found on most Consent Agendas, requests for items to come
before Council shall be routed through the City Manager or come directly from the City Manager
as part of the normal course of business.

14. Staff Presentations, Motions and Discussion
a. Order of Procedure:
1. Staff makes their presentation
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Member of Council makes a motion by stating: “I move. . .

After the motion is seconded

Mayor asks Council if there are any questions for staff
The Mayor opens the floor to Council for discussion. The maker of the motion normally begins
the discussion. The discussion must have bearing on whether the pending motion should be
adopted (RRONR §43); and can be prefaced by a few words of explanation but must not
become a speech (RRONR §4). All Council remarks should be addressed through the Mayor.
When discussion has ended, the Mayor re-states the motion or asks the Clerk to re-state the
motion. Once the motion is re-stated, the Mayor calls for the vote, which is normally taken by
voice. The Mayor or the Clerk then states whether the motion passed or failed.

b. In General:

1.

2.

w

Except in rare circumstances, Council motions shall be in the form of an affirmative motion.
Affirmative motions are preferred to prevent “approval by default” of a failed negative motion.
Agenda items scheduled for Council action shall require a motion and second by
Councilmembers before discussion can begin. If a motion fails, the agenda item shall be
considered concluded.

Councilmembers should direct ques