RESOLUTION NO. 2
SERIES 2025

A RESOLUTION OF THE CRESTED BUTTE TOWN COUNCIL
ADOPTING THE TOWN COUNCIL RULES OF PROCEDURE

WHEREAS, the Town of Crested Butte, Colorado (“Town”) is a home rule municipality duly
and regularly organized and now validly existing as a body corporate and politic under and by virtue of

the Constitution and laws of the State of Colorado; and

WHEREAS, the Town Council Rules of Procedure are set forth pursuant to Section 4.1 of the
Town of Crested Butte Home Rule Charter (Town Charter); and

WHEREAS, theserules supplement those contained in Article 4 of the Town Charterand
Chapter 2 Article 2 of the Crested Butte Municipal Code; and

WHEREAS, to the extent of any inconsistencies between these Rules of Procedure and the
Crested Butte Municipal Code, the Crested Butte Municipal Code in all cases shall prevail and control;
and

WHEREAS, these Town Council Rules of Procedure are intended to guide the actions of the
Town Council in the conduct of its business; and

WHEREAS, the Council shall review these Town Council Rules of Procedure, at least annually,
and shall annually approve a resolution adopting the Town Council Rules of Procedure.

NOW, THEREFORE, BE IT RESOLVED BY THE TOWN COUNCIL OF CRESTED
BUTTE, COLORADO:

1. The Crested Butte Town Council hereby adopts the Town Council Rules of Procedure as set
forth in Exhibit A attached hereto.

INTRODUCED, READ AND ADOPTED BEFORE THE TOWN COUNCIL THIS 6TH

DAY OF JANUARY, 2025.
TOWN OF CRESTEB,BUTTE, COLORADO
By: 2‘/‘ (

Ian Billick, Mayor

ATTEST .

Lynelle Stanford, Town Clerk (SEAL)



Chapter 3: Town Council Rules of
Procedure

These Rules of Procedure are set forth pursuant to Section 4.1 of the Town of Crested Butte Home
Rule Charter. These rules supplement those contained in Article 4 of the Town Charter and
Chapter 2 Article 2 of the Crested Butte Municipal Code. To the extent of any inconsistencies
between these Rules of Procedure and the Crested Butte Municipal Code, the Crested Butte
Municipal Code in all cases shall prevail and control. These Rules of Procedure are intended to
guide the actions of the Town Council in the conduct of its business.

RULE 1. COUNCIL MEETINGS

A. Regular Meetings

The regular meetings of the Town Council shall be held on the first and third Mondays of each
calendar month at Town Hall at a time to be set from time-to-time by the Town Council, except
that no meeting shall be held on a legal holiday. (Town Code Sec. 2-2- 30).

Regular meetings which fall on a holiday shall be scheduled to the Tuesday following the holiday
or as otherwise set by the Town Council.

The first regular meeting following each general municipal election shall be the organizational
meeting of the Council (Town Charter Sec. 4.1).

B. Special Meetings

Special meetings shall be called by the Town Clerk on the written request of the Town Manager,
Mayor or any two members of the Council, after at least twenty-four (24) hours written notice to
each member of the Council. A special meeting, however, may be held on shorter notice if all

members of Council are present or have waived notice thereof in writing (Town Charter Sec. 4.2).

C. Emergency Meetings

Emergency meetings may be held without twenty-four (24) hours’ notice when necessary for the
immediate preservation of public property, health, peace or safety. An emergency meeting shall
be held only if a diligent, good faith effort has been made to give actual notice to each member
of the Council and at least five (5) members of the Council are present and have waived notice
thereof, in writing. All actions at emergency meetings shall require the affirmative vote of five (5)
members of the Council (Town Charter Sec. 4.3).




D. Business at Special and Emergency Meetings

No business shall be transacted at any special or emergency meeting of the Council unless it
has been stated in the notice of such meeting (Town Charter Sec. 4.4).

E. Executive Sessions

(Executive session rules/procedures excerpted from the Colorado Municipal League Open Meeting
Handbook)

The Council may call an executive session at a regular or special meeting. While the

“Open Meeting Law” requires “full and timely notice” of regular and special meetings, nothing in
state statute requires any particular notice of the governing body’s intention to hold an executive
session as part of that meeting. Thus, there is no notice requirement that would impair the
Council from spontaneously calling an executive session during one of its meetings.

Executive sessions may only be held upon the affirmative vote of 2/3 of the quorum present. The
Town Council shall comply with the provisions of C.R.S. 24-6-402. All executive sessions shall be
conducted in accordance with the procedures for executive sessions included as Appendix A to
these Rules.

The purpose of calling an executive session is to deliberate on sensitive matters that could be
compromised by premature public disclosure, and no action may be taken in an executive session.
The Council shall not utilize a subsequent open meeting to simply “rubber stamp” the position
discussed in executive session. The discussion on the record in the open meeting shall indicate
what policy considerations and motivations led to the final decision.

F. Work Sessions

Work sessions shall be held at 6 p.m. prior to regular Council meetings, or as otherwise scheduled
by the Town Council. Work sessions shall be held for the purpose of receiving reports, hearing
presentations, and discussing Town business. No decisions may be made, nor may any actions be
taken at a work session. Work sessions shall be open to the public. At the Council’s discretion,
members of the public may address the Council about matters discussed during the work session,
the Council, however, is under no obligation to include public comment or discussion during a
work session. It is understood that excluding public comment may be the most effective manner
for the Council to conduct the business of the work session.

G. Quorum

Four (4) members of the Council shall be a quorum for the transaction of business at all regular
and special Council meetings. Five (5) members of the Council shall be a quorum for the
transaction of business at all emergency meetings (Town Charter Sec. 4.5)




H. Mayor Pro-tem and Temporary Chair

In the absence of the Mayor, the Mayor Pro-tem shall chair all Council meetings. In the event both
the Mayor and the Mayor Pro-tem are absent from a meeting, the Town Clerk shall call the

meeting to order, and the Council shall elect by a majority vote a Chair who will preside over the
meeting.

I. Attendance at Meetings

The Town Manager or designee shall attend all Council meetings. The Town Clerk or designee
shall attend all regular, special and emergency Council meetings.

The Town Attorney or designee shall attend all regular, special and emergency Council meetings.
The Town Attorney shall attend work sessions as appropriate. Any Council member may call upon
The Town Attorney for an oral or written opinion on questions.

Department heads and appropriate staff members shall attend Council meetings as directed by
the Town Manager.

If a member of Council is unable to attend any meeting of the Council, the council member shall
make a reasonable effort to advise the Town Manager or the Town Clerk in advance of the
meeting.

Council attendance requirements

a) In order to faithfully perform the duties of their office, the Mayor and Council
members shall regularly attend Town Council meetings. Regular attendance, for the
purposes of this Section shall mean:

i. No more than (2) consecutive absences at regular Council meetings; and

ii. Attendance at seventy-five percent (75%) or more of regular Council meetings
during the previous one-year period.

b) Council may, in consultation with the Town Attorney, take such remedial action
against the Mayor or a Council member as is permitted by law including but
not limited to private or public censure for failure to meet the Council
attendance requirements.

J. Virtual Meeting Attendance

In-person attendance is encouraged at meetings for Council members. Members may attend




virtually and fully participate in meetings. However, Council members must attend at least 75% of
regular meetings in person each year.

K. Meeting Minutes and Recordings

The Town Clerk shall take minutes of every regular, special and emergency Council meeting.
Minutes shall be focused on the actions taken. The Town Clerk shall record all regular, special and
emergency meetings of the Council.

RULE 2. AGENDAS, NOTICE OF MEETINGS AND MEETING PACKETS

A. Agendas

The agenda shall be set by the Town Manager. Items to be included on the agenda maybe placed
by the Town Manager, staff or three members of the Council. The Town Clerk shall prepare all
agendas upon the direction of the Town Manager.

The Council approves the agenda at the beginning of regular Council meetings and at that time
items may be removed from the agenda; items may also be added to the agenda at that time,
however, Council is discouraged from adding items to the agenda except for extenuating
circumstances, so that the public may have advance notice of items to be considered at meetings.

B. Meeting Notices

The agenda for regular Council meetings shall be published in the local newspaper of record on
the Friday preceding the regular meeting. Agendas shall also be posted at least 24 hours in
advance of the meeting at the Town's three designated official posting places. The Town Clerk will
also post the agenda and the Council meeting packet (excluding confidential items) on the Town
website by the Tuesday preceding the regular Council meeting.

Notice of work sessions, special meetings and emergency meetings shall be posted at least 24
hours in advance of the meeting at the Town's three designated official posting places and on the
Town website.

Meetings at which three or more council members will be in attendance shall be posted at least 24
hours in advance of the meeting at the Town's three designated official posting places.

C. Meeting Packets

ltems submitted by outside entities or individuals which require staff review before being placed
on the agenda and included in the Council Packets (such as Conservation Easements etc.) must be
submitted to staff by noon on the Tuesday one week prior to the Tuesday agenda publication




deadline. This deadline allows sufficient time for staff review and confirmation that the item

should be on the agenda. Items which are not submitted by the deadline will not be placed on the
Council agenda.

Council reports and committee summaries should be submitted to the Town Clerk by noon on the
Monday preceding a regular meeting for inclusion in the meeting packet.

No later than the Tuesday preceding a regular Council meeting, the Town Clerk will deliver to each
council member via e-mail a packet containing the agenda and informational documents for the
meeting. Documents included in the Council packets, generally, shall not be released to public
prior to delivery to the Council.

If council members have questions regarding agenda items, council members shall direct

questions to the Town Manager or the appropriate department head prior to the Council
meeting to enable staff time to prepare answers.

RULE 3. MEETING PROCEDURES

A. Order of Business
The Order of Business shall be as follows:

1. Call to order (by presiding officer)
2. Approval of Agenda

Staff shall advise the Council of items which need to be removed from the agenda. Council
members may request the addition or removal of agenda items at this time. Amendments
to the agenda shall be approved by a majority vote of the Council.

3. Consent Agenda
The Consent Agenda is intended to allow the Council to expedite those items that are of a
routine nature and not controversial. The Consent Agenda is provided as a convenience
and time savings to the citizens attending the Council meeting.

4. Public Comment
For comment on any item not scheduled on the agenda. Generally, no action is taken by
the Council on items not previously on the agenda; however, issues raised may be
scheduled under “Other Business” for consideration in the future. Council shall limit its
discussion of topics raised under public comment.

5. Staff Updates
This is a written summary from the Town Manager and Department Heads about relevant
events or operational changes of note to the Council and community.

6. Legal Matters/ Town Attorney Report

Public Hearings

8. Old Business

Includes items continued from other meetings except for public hearings which are

~




scheduled under public hearings.

9. New Business
Includes items for action by the Council that do not fit under other categories and includes
items removed from the Consent Agenda.

10. Council Reports and Committee Updates
Written summaries from Council members regarding committee meetings they have
attended.

11. Other Business To Come Before Council

12. Discussion of Scheduling Future Work Session/Meeting Items

13. Council Meeting Scheduling

14. Executive Session
On an as-needed basis only. The order of the Executive Session may be changed on the
agenda as determined to be appropriate by the Council.

15.Adjournment

B. Duties of the Mayor as Chair of Meetings

e Open the meeting at the appointed time and call the meeting to order.

e Announce the business coming before the Council in accordance with the agenda.

e Control the proceedings of the meeting and recognize council members, staff and
members of the public who are entitled to the floor.

e State or cause to be stated and put to a vote all questions that legitimately come before
the Council. Although not prohibited, the presiding officer generally does not propose a
motion.

e Enforce the Council's rules relating to debate, order and decorum at meetings.

e Decide all questions of order.

e Adjourn the meeting.

C. Public Comments at Meetings

All meetings of the Council shall be open to the public, except for executive sessions. The public
may make comments on items not scheduled on the agenda of regular Council meetings during
the Public Comment section of the agenda. Citizens should verbally state their name and address
for the record. Those commenting shall limit their comments to five minutes. As appropriate, the
Mayor may limit comments to three minutes to facilitate a timely progression of the meeting.
Public comment is taken in person, in writing and virtually, however Council may limit public
comments for items not on the agenda to in person and written only.

Council shall limit discussion with individuals making public comment. If Council wishes to discuss
the topic, Council shall address the topic later in the meeting under “Other Business” and may set
the matter as an agenda item at a future meeting. Council, at its discretion, may discuss the topic
under “Other Business “and take action if the matter is time sensitive. Council, however,
recognizes that it is best to provide advance notice of topics being discussed at Council meetings
so the public will have adequate notice of the topic.




The public shall have the opportunity to speak on matters on the agenda at the time the matter is
being considered. Citizens should verbally state their name and address for the record. Those
commenting shall limit their comments to five minutes and to the agenda item being discussed.

As appropriate, the Mayor may limit comments to three minutes to facilitate a timely progression
of the meeting.

D. Written Communications to Council.

Written communications to the Council are encouraged, however, unsigned communication will
not be forwarded to the Council. A copy of all written communication to the Council will be
forwarded to all council members and the Town Clerk. The easiest way to submit written
comments is to send one email to towncouncil@crestedbutte-co.gov. This email will automatically
go to all members of Council, the Town Clerk and Town Manager. A copy of all correspondence
shall be retained by the Town Clerk in accordance with the Town's records retention schedule.

E. Public Hearing Procedures

Council shall refrain from commenting (other than asking questions) during public hearings. Council
discussion may take place after the public hearing is closed.

Public Hearing Procedures Outline:

e Mayor reads the title of the ordinance or agenda item which is the subject of the public
hearing. Mayor may also announce the public hearing procedures and ground rules.

e Mayor confirms with Town Clerk that proper public notice was given.

o Mayor asks for staff report, presentation or staff comments.

e Council may ask staff questions.

o ***If Applicable, Mayor asks for applicant/petitioner presentation or comment.

* Mayor opens public hearing for public comments (Council may ask questions of
applicant/petitioner/public or staff during public comments).

e Mayor closes the public hearing and the matter is brought to Council.

» Mayor suggests Council discussion (Council may ask questions of
applicant/petitioner/public or staff during Council discussion).

¢ Council motion and action.




F. Voting

1.

Votes shall be taken with a roll call vote. A roll call vote is conducted by the Town Clerk
calling each Council member’s name. Each council member shall individually indicate

his/her vote in favor or in opposition to the item. The vote tally is announced by the Town
Clerk.

All roll call votes shall be taken in rotating order.

Every Council member present, when a question is put, shall vote either “Yes” or “No”
unless previously excused by the Council for reasons set forth in Section 4.8 of the Town
Charter which states that no member of the Council shall vote on any question upon
which he/she has a substantial personal financial interest, other than the common public
interest, or on any question concerning his /her own conduct, in which case the member
shall disclose his/her interest to the Council. Any member refusing to vote, except when
not so required by Section 4.8 of theTown Charter, shall be guilty of misconduct in office.

The minutes shall record how each Council member voted on each question (Town Code
Sec. 2-2-40(b).

When the vote is unanimous the minutes shall state that the motion was passed
unanimously.

Pursuant to the Town Charter all ordinances, resolutions and or motions shall require the
affirmative vote of four (4) members of the Council for final passage, except as otherwise
provided in Section 4.8 of the Town Charter.

The Council shall take official action only at a public meeting by ordinance resolution or
motion (Town Charter Sec. 4.7).

The presiding officer shall not entertain comments from the staff or public during voting.

G. Motions

1.

All matters requiring action by the Town Council shall be introduced by motion. A motion
refers to a formal proposal by a council member upon which the Council may take action.
Motions are generally introduced orally.However, if the motion is long or involved,
motions should be put in writing. Motions shall be put in writing if requested by two (2)
Council members.

The following steps shall be taken for the presentation and disposition of motions:
a) A Council member proposes a motion.

b) Another Council member seconds a motion.

¢) The Mayor may cause the motion to be restated.




d) The Council debates/discusses the motion (amendments to the motion or other
substitute motions may be made during the debate/discussion).

e) At the conclusion of the debate/discussion, the Mayor may cause the motion to be
restated. '

f) Vote is taken and the Town Clerk announces the results of the vote.

3. The following motions are the most commonly used:
Motion to approve, deny or approve with conditions.

a. Motion to amend: A motion to amend may take the form of inserting, striking out
and inserting words, sentences or paragraphs. A motion to amend must be
pertinent to the main motion. It is proper to make a motion to amend an
amendment. Motions shall be discussed in the reverse order from which they were
proposed.

b. Motion to continue: A motion to continue has the effect of moving an item to a
future agenda. The motion shall include the date to which the item is being
continued.

c. Motion to lay on the table: This motion is used to set aside an item currently
under discussion for a more pressing matter. It is not used to“kill” an item. Once
the more pressing matter has been disposed of, a motion to take from the table is
in order. This motion shall be made at the same Council meeting or at the next
regular Council meeting.

d. Motion to move the previous question: This motion is used to cut off debate and
to bring an immediate vote on the pending motion. A motion to move the
previous question requires a majority plus 1 vote of those present to prevail. A vote
is first taken on the motion: if successful, debate is halted and a vote on the main
motion is made. If the vote on the motion to the previous question fails, debate on
the main motion may continue.

e. Motion to reconsider: Any action taken by the Council may be reconsidered. A
motion to reconsider must be made at the same meeting at which the action
occurred. The motion must be made by a Council member who voted on the
prevailing side. A vote is then taken on the motion to reconsider. The passage of a
motion to reconsider suspends all action on the original motion. The original
question is placed before the Council at the current meeting or the next regular
meeting in the exact form it was in when previously adopted. Once the vote is
taken and the results determined, no further reconsideration can be granted.

f.  Any motion may be withdrawn prior to a vote on that motion with the agreement
of the person seconding the motion.




H. Debate-Decorum

1. When recognized by the Presiding Officer, council members shall confine their remarks to
the question currently under discussion.

2. The Council may, when necessary, limit the time of debate on any subject or debatable
motion.

3. A council member shall speak only once on the question until all other members of
Council who wish to speak have had the opportunity to do so.

4. The Presiding Officer may call a recess not to exceed fifteen (15) minutes at any time

during a meeting to determine a rule of order or at the request of a majority of the
Council.

5. The Presiding Officer may call a recess for a specified period of time at any time between
items of business.

6. Each council member, member of the public or staff member shall be recognized by the
presiding officer prior to speaking.

7. If a council member wishes to leave the Chamber for a brief period during a meeting, the
council member shall receive acknowledgement from the Presiding Officer.

RULE 4. GENERAL RULES
A. Ordinances

1. An ordinance is considered the most authoritative form of action the Council may take. An
adopted ordinance becomes an established rule or law of the Town and remains in effect
until otherwise rescinded or amended by the Council. Council may direct staff to draft an

ordinance or an ordinance may be brought to the Council upon the recommendation of
staff.

2. Procedures for passage of ordinances are set forth in the Town Charter (Sections 4.9-4.13)
3. Every proposed ordinance shall be submitted to and reviewed by the Town Attorney.
4. Ordinances shall be numbered in the order in which they are introduced.

B. Resolutions




Resolutions are acts of a relatively permanent nature and will remain in effect until rescinded or
amended by Council.

Resolutions may be used for formal statements of policy which are not required to be adopted by
ordinance, on matters involving lengthy or complex questions, on administrative or executive
matters, to approve contracts and for such purposes as the Council may determine.

C. Proclamations

The Mayor, or in his or her absence, the Mayor Pro-tem, shall have the unilateral authority to issue
Mayor Proclamations. Such proclamations shall require the consent or approval of the Council.
Mayoral proclamations shall not have the effect of law.

D. Communications to Staff

1. Questions to town staff should be directed through the appropriate senior town staff.
Questions should be directed to the Town Manager or Department Heads.

2. The Town Manager should be copied on any request or communication to Department
Heads. Council members should not set up meetings with department staff directly but
work through Department Heads who will attend any meetings with council members.
When in doubt about what staff contact is appropriate, council members should ask the
Town Manager.

3. All Council members should have the same information with which to make decisions.

4. Council members, including the Mayor, should not get involved in administrative
functions. Avoid any staff contacts that may be construed as trying to shape staff
recommendations. Council members shall refrain from coercing staff in making
recommendations to the Council as a whole.

5. Do not attend staff meetings unless requested by staff. Even if the Council member does
not say anything, the Council member’s presence may imply support, show partiality,
intimidate staff or hamper staff's ability to do its job objectively. Additionally, in such
circumstances, individual council members are receiving information prior to the rest of
the Council.

6. If a council member wishes to attend a meeting related to Town business, as a
representative of the Town (negotiating session, staff committee meeting etc.), the council
member shall obtain approval of the Council prior to the meeting with the understanding
that the council member will report back to the Council regarding the meeting. The report
shall be given at a regular meeting of the Council held in open session. Council members
attending meetings of boards, committees or commissions on which they serve do not
need to obtain prior approval of the Council. '




7. Depend upon the staff to respond to citizen concerns and complaints. It is the role of
council members to pass on concerns and complaints on behalf of their constituents. It is
not appropriate to pressure staff to solve a problem in a particular way. Refer citizen
complaints to the appropriate Department Head or Town Manager. Staff is responsible for
making sure the council member knows how the complaint was resolved.

E. Format of Staff Reports
Staff reports to the Council shall include a summary section containing a summary of the topic

and background information, as appropriate. The staff report shall also contain a staff
recommendation and, if applicable, a suggested motion for Council consideration.

F. Review of Rules of Procedure

Council shall review these Council Rules of Procedure, at least annually, and shall annually approve
a Resolution adopting Council Rules of Procedure.




