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May 14, 2026Charter Commission Meeting Agenda

6:00 PM - REGULAR AGENDA

CALL TO ORDER AND ROLL CALL

APPROVAL OF AGENDA

APPROVAL OF MINUTES

Approval of March 12, 2026 Meeting Minutes.26-2391.

1 - 03-12-26 Charter Commission Meeting Minutes - DraftAttachments:

COMMISSION ABSENCES

Excuse meeting absences.26-2402.

OPEN PUBLIC COMMENT

Persons may take one opportunity to address the Board/Commission for two (2) minutes (not including interpreter’s time) 

on any topic, even if on the agenda, with the condition that they may not speak on the same item later in the meeting. No 

notification of the Chair is required. However, speakers are asked to complete a sign up card. Persons wanting a response 

to a question must submit the question in writing to the recording secretary. Questions must include name and information 

on how to contact. You may use the back side of the comment cards available in the meeting room. Persons cannot gift 

their 2 minute speaking time to other members of the public.

REGULAR AGENDA

Persons that wish to speak on a regular agenda item must provide name and address by completing & submitting a sign 

up card. Persons may also contact the staff liaison via the City’s website no later than 12:00 noon on the day of the 

meeting. The Chair will call up individuals to speak, based on preregistration and cards submitted, after the staff report 

on an item. Please be respectful of the public’s and the Commission's time. Members of the public wishing to speak must 

adhere to the following guidelines:

• Speak only once for no more than two minutes (not including interpreter’s time) on the topic unless the speaker is 

addressed by the Commission;

• Identify your relationship to the topic;

• Have a spokesperson or two for your group to present your comments;

• Persons wanting a response to a question must submit the question in writing to the recording secretary, including name 

and how you would like to be contacted.

Consider Proposed Amendment to Charter Section 4.1.26-2413.

1 - Charter Section 4.1 Proposed Amendment

2 - Charter Section 4.1 link

3 - Charter Section 4.1 City Attorney Memo

4 - Charter Section 4.1 Questions

5 - Charter Section 4.1 Email Communications

Attachments:
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May 14, 2026Charter Commission Meeting Agenda

Consider Charter Commission Polices - Duties of Officers Update.26-2424.

1 - Charter Commission Policy - REDLINE (Secretary Role Update)

2 - Charter Commission Policy - CLEAN (Secretary Role Update)

Attachments:

Consider Open Public Comment Response Process.26-2435.

1 - Charter Commission Policy - REDLINE (Open Public Comment)

2 - Charter Commission Policy - CLEAN (Open Public Comment)

Attachments:

Commissioner Proposal.26-2446.

ADJOURNMENT
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City of Northfield

Legislation Text

City Hall
801 Washington Street
Northfield, MN 55057

northfieldmn.gov

File #: 26-239, Version: 1

Charter Commission Meeting Date: May 14, 2026

To: Charter Commissioners

From: Jack Hoschouer Charter Commission Secretary
Kirsten Fjeld Zillmer, Meeting Associate

Approval of March 12, 2026 Meeting Minutes.

Action Requested:
The Northfield Charter Commission is being asked to approve the March 12, 2026 Meeting Minutes.

Summary Report:
See attached minutes.
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City Hall

801 Washington Street

Northfield, MN 55057

northfieldmn.gov

City of Northfield

Meeting Minutes - Draft

Charter Commission

6:00 PM Council ChambersThursday, March 12, 2026

6:00 PM - REGULAR AGENDA

CALL TO ORDER AND ROLL CALL

Chair CC Linstroth called the meeting to order at 6:00 p.m.

Commissioner Scott Jensen, Chair C C Linstroth, Commissioner Jack Hoschouer, 

Commissioner Amy Gernon, Commissioner David DeLong and Commissioner Katie 

Rooks

Present: 6 - 

Vice Chair Lance HeislerAbsent: 1 - 

Also present: Assistant City Attorney David  Assaf, City Administrator Ben Martig, and 

Meeting Associate Kirsten Fjeld Zillmer.

Note: Assistant City Attorney David Assaf, Commissioners Katie Rook and Amy Gernon 

all appeared remotely via interactive television.

APPROVAL OF AGENDA

Chair CC Linstroth requested that a change be made to the agenda in which Item 6, 

Discussion on Proposed Amendment to Charter Section 4.1, be moved to Item 1, with 

the rest of the agenda to follow.

A motion was made by Commissioner Scott Jensen, seconded by Commissioner 

David DeLong, to approve the amended agenda. The motion carried by the 

following vote:

Yes: Commissioner Jensen, Chair Linstroth, Commissioner Gernon, Commissioner 

DeLong and Commissioner Rooks

5 - 

Not Present: Commissioner Hoschouer1 - 

APPROVAL OF MINUTES

1. 26-134 Approval of January 8, 2026 Meeting Minutes.

A motion was made by Commissioner Scott Jensen, seconded by Commissioner 

David DeLong, to approve the minutes. The motion carried by the following vote:

Yes: Commissioner Jensen, Chair Linstroth, Commissioner Gernon, Commissioner 

DeLong and Commissioner Rooks

5 - 

Not Present: Commissioner Hoschouer1 - 

Enactment No: 
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March 12, 2026Charter Commission Meeting Minutes - Draft

COMMISSION ABSENCES.

Chair CC Linstroth called for a vote to excuse the absence of Commissioner 

Lance Heisler. The motion carried by the following vote:

Yes: Commissioner Jensen, Chair Linstroth, Commissioner Gernon, Commissioner 

DeLong and Commissioner Rooks

5 - 

Not Present: Commissioner Hoschouer1 - 

OPEN PUBLIC COMMENT

No public comment was received.

REGULAR AGENDA

5. 26-138 Discussion on Charter Amendment Approval Process.

Chair CC Linstroth presented the timeline to approve the proposed Amendment to Charter 

Section 4.1, so that it would be in place for the next election.

6. 26-139 Discussion on Proposed Amendment to Charter Section 4.1.

Assistant City Attorney David Assaf was introduced and answered commissioners' 

questions regarding the proposed amendment to Charter Section 4.1. He explained that 

once this amendment is passed the current ambiguous language regarding the end of 

term for outgoing city council members and the process for  the swearing in and seating 

new council members would be clarified. Commissioner Katie Rooks and Commissioner 

Amy Gernon stated they would be prepared to vote on the amendment this evening. 

After Commissioner David DeLong questioned who proposed this amendment, City 

Administrator Ben Martig and Attorney Assaf clarified that this change was suggested by 

the City Attorney and that it is up to the Charter Commission whether to recommend and 

refer the amendment to the Northfield City Council for approval. 

Attorney Assaf also provided clarification to Commissioner DeLong's additional questions 

related to issues of election certification and successor qualification, particularly in 

regard to other charter and state statute references. Chair Linstroth requested that 

Attorney Assaf provide additional written information assuring compliance with MN 

Statute 205.07 (1a) by the next meeting. Commissioner DeLong indicated he had 

continued concerns about compliance going back to 2003 and was not satisfied with the 

proposed movement forward.

Chair CC Linstroth called for a Point of Order which Commissioner David DeLong then 

appealed. Chair Linstroth called for a recess after which the appeal was withdrawn.

3. 26-136 Review of Charter Commission Polices - Duties of Officers.

Chair CC Linstroth reviewed the current Duties of Officers in the Charter Commission 

Policies. It was noted that the Duties of the Secretary need to be updated which the new 

secretary will do, in conjunction with city staff, before the next meeting.

Page 2City of Northfield Printed on 5/1/2026

6

https://northfield.legistar.com/gateway.aspx?m=l&id=/matter.aspx?key=15317
https://northfield.legistar.com/gateway.aspx?m=l&id=/matter.aspx?key=15211
https://northfield.legistar.com/gateway.aspx?m=l&id=/matter.aspx?key=15121


March 12, 2026Charter Commission Meeting Minutes - Draft

4. 26-137 Discussion on Open Public Comment Response Process.

Chair CC Linstroth proposed a process to address comments made during Open Public 

Comment in which comments received would be placed on the next meeting's agenda. 

Those  public comments would be discussed at that meeting if a motion was made and 

seconded to do so. If no such motion is made, a response would be issued that the 

commission will not be taking up the issue at that time. Chair Linstroth indicated that this 

proposed process will be on the May agenda.

Commissioner Hoschouer arrived and apologized for being late.

2. 26-135 Election of Officer - Secretary.

A motion was made by Commissioner Scott Jensen, seconded by Commissioner 

Katie Rooks, to nominate Commissioner Jack Hoschouer as the Charter 

Commission secretary. The motion passed by the following vote:

Yes: Commissioner Jensen, Chair Linstroth, Commissioner Gernon, Commissioner 

DeLong and Commissioner Rooks

5 - 

Recused: Commissioner Hoschouer1 - 

Enactment No: M2026-049

ADJOURNMENT

A motion was made by Commissioner Scott Jensen, seconded by Commissioner 

Jack Hoschouer, to adjourn the meeting at 6:59 p.m.

Yes: Commissioner Jensen, Chair Linstroth, Commissioner Hoschouer, Commissioner 

Gernon, Commissioner DeLong and Commissioner Rooks

6 - 
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City of Northfield

Legislation Text

City Hall
801 Washington Street
Northfield, MN 55057

northfieldmn.gov

File #: 26-240, Version: 1

City Council Meeting Date: May 14, 2026

To: Charter Commissioners and Chair

From: CC Linstroth, Chair

Excuse meeting absences.

Action Requested:
N/A

Summary Report:
The Charter Commission is asked to excuse the absences of any commissioner not in attendance.

Commissioner Scott Jensen will be absent from the meeting.

Alternative Options:
N/A

Financial Impacts:
N/A

Tentative Timelines:
N/A
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City of Northfield

Legislation Text

City Hall
801 Washington Street
Northfield, MN 55057

northfieldmn.gov

File #: 26-241, Version: 1

City Council Meeting Date: March 12, 2026

To: Charter Commissioners

From: CC Linstroth, Charter Commission Chair

Consider Proposed Amendment to Charter Section 4.1.

Action Requested:
The Charter Commission is asked to approve a motion to Charter Section 4.1 and send the proposed
amendment to the City Council consideration.

Summary Report:
The Charter Commission is asked to consider approval of amendments to  Charter Section 4.1 and send to the
proposed amendment to the City Council for consideration.  This item was discussed by the Charter
Commission at the last regular meeting.  The Chair suggested discussion of the item and consideration at this
meeting.  The Assistant City Attorney David A. Assaf had presented information on draft language that could be
considered and answered questions.  Mr. Assaf will not be in attendance at this upcoming meeting as
information was provided and opportunity for questions.

The current wording of Section 4.1 is provided below and attached (attachment #2).  There is a redline also
attached showing additions and deletions proposed in this draft ordinance (attachment #1).

Section 4.1. - Council Meetings.
At its first meeting in January, the council shall meet at the usual place and time for the holding of

council meetings. At this time any newly elected members of the council including the mayor shall, as the
first order of business, be administered the oath of office and shall assume their duties. Thereafter, the
council shall meet at such time as may be prescribed by resolution. Such a resolution shall remain in force
until modified by the council. The mayor or any three members of the council may call special meetings of
the council upon at least twelve hours notice to each member and such public notice as shall be prescribed
by ordinance in compliance with the laws of Minnesota. Public notice of all meetings of the council and its
committees shall be given as prescribed by ordinance, and any citizen shall have access to the minutes and
records thereof at all reasonable times.
(Ord. No. 739, § 4.1, 11-6-2000; Ord. No. 781, 3-17-2003)

Background
At the January 7, 2025 City Council meeting, a new Mayor, two new Council members, and one re-elected
Council member were sworn into office. One Council member was absent from the meeting. As a result, only
three continuing Council members were present at the start of the meeting (before the oath of office was to be
administered).
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File #: 26-241, Version: 1

Prior to the meeting, the agenda order was adjusted and the meeting was called to order, followed immediately
by the administration of the oath of office. No additional actions were taken prior to the oath of office being
administered and the newly elected officials officially assumed office.

Following the meeting, a concern was raised by a member of the public, David DeLong (now a newly
appointed Charter Commissioner), regarding whether a quorum was present at the start of the meeting
(attachment #5). In response, the City Administrator requested that the Charter Commission review the existing
Charter language and consider amendments to prevent similar issues in the future. City Administrator Martig
requested the City Attorney draft an ordinance amendment to be able to share with the Charter Commission to
consider, or not.  The draft ordinance amendment to allow the oath of office to be administered prior to calling
the meeting to order is attached (attachment #1).  A memo from the City Attorney giving context to the
amendment is attached (attachment #3).

The Charter Commission began its review and discussion of potential amendments at its July 10, 2025 meeting.
In response to questions raised at that meeting, City Administrator Martig consulted with the City Attorney and
other resources and compiled responses (attachment #4).

Steps in the Charter amendment process are detailed below.  Due to the time it takes to complete the process, it
is proposed that the Charter Commission vote on an amendment to send to the City Council at the May 14th

meeting.  This will then allow adequate time for completion of the process by the end of the year.  The new
process will then be in place prior to potential new Council Members taking office in January.

Once an amendment is approved by the Commission, the Chair will send the proposed amendment to the City
Council via the City Clerk.  The Council will then acknowledge acceptance of the amendment and call for a
public hearing at their next meeting.  An overview of the timeline is detailed below.

Alternative Options:
N/A

Financial Impacts:
N/A

Tentative Timelines:
For reference for Charter Commission members, once adopted by the Charter Commission an amendment takes
about five months to go into effect.  Below are the following steps in the process.

1. Proposed ordinance approved by the Charter Commission and submitted to the City Council.
2. City Council receives the proposed ordinance and sets a date for a public hearing. The public hearing

must be scheduled within one month of the City Council receiving the ordinance from the Charter
Commission.

3. City publishes a notice of the public hearing.
4. Public hearing held at a regular or special City Council meeting. This must be at least two weeks after

the publication but no more than 60 days after the publication.
5. City Council first reading of ordinance. This can be the same day as the public hearing.  All members

of the Council be in attendance and the vote must be unanimous.
6. City Council second reading of ordinance. All members of the Council be in attendance and the vote

must be unanimous.
7. Ordinance becomes effective 90 days after the second reading is approved.
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1 
 

ORDINANCE NO. ____ 

 

AN ORDINANCE AMENDING CHAPTER FOUR OF THE NORTHFIELD CITY 

CHARTER 

 

THE CITY COUNCIL OF THE CITY OF NORTHFIELD DOES ORDAIN THAT (new 

material is underlined; deleted material is lined out; sections which are not proposed to be 

amended are omitted; sections which are only proposed to be re-numbered are only set forth 

below as to their number and title): 

 

SECTION 1.  Northfield City Charter, Chapter Four. – Procedure of Council, Section 4.1. 

- Council Meetings, is hereby amended to read as follows: 

 

Section 4.1. - Council Meetings. 

 

   Pursuant to Minn. Stat. § 205.07, subd. 1a, as the same may be amended from time to time, 

the terms of all city council members, including the mayor, expire on the first Monday in 

January of the year in which such terms expire, except that such outgoing members shall hold 

office until their successors qualify.  At its first meeting in January, the council shall meet at 

the usual place and time for the holding of council meetings. At this time any newly elected 

members of the council including the mayor, if not having previously been administered the 

oath of office on or following the first Monday in January, shall, as the first order of business, 

prior to calling the meeting to order, be administered the oath of office and shall assume their 

duties. Thereafter, the council shall meet at such time as may be prescribed by resolution. Such 

a resolution shall remain in force until modified by the council. The mayor or any three 

members of the council may call special meetings of the council upon at least twelve hours 

notice to each member and such public notice as shall be prescribed by ordinance in 

compliance with the laws of Minnesota. Public notice of all meetings of the council and its 

committees shall be given as prescribed by ordinance, and any citizen shall have access to the 

minutes and records thereof at all reasonable times. 

 

SECTION 2:  This Ordinance shall take effect ninety days after its publication.  

 

Passed by the City Council of the City of Northfield, Minnesota, this ____ day of 

_____________, 2025. 

 

ATTEST: 

 

 

____________________________  _____________________________ 

City Clerk     Mayor 

 

 

 

  

 

 

 

 

First Reading:  

Second Reading:  

Published:  
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VOTE:  ___  ZWEIFEL  ___  BEUMER   ___   DAHLEN  ___  HOLMES       

 

 ___  NESS  ___  SOKUP   ___   PETERSON WHITE 
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525 Park Street | Suite 470 | St. Paul, MN 55103 | 651-225-8840 | Fax 651-225-9088 | FH@flaherty-hood.com 

MEMORANDUM 
 

To:  Ben Martig, City Administrator     VIA EMAIL ONLY 
 

 From:  David A. Assaf, Assistant City Attorney 
 
Date:  March 7, 2026 
 
Re:  Proposed Amendment of Northfield City Charter, Section 4.1 
 

-  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  - 
 
INTRODUCTION 
 
You requested that our office review Northfield City Charter (the “Charter”), Section 4.1 for 
compliance with all applicable laws and provide any recommended revisions, which might 
improve and clarify the current process regarding the timing of the administration of the oath of 
office for newly elected members of the City Council (the “Council”). 
 
ANALYSIS 
 
Pursuant to Minn. Stat. § 205.07, subd. 1a, “[t]he terms of all city council members of charter 
cities expire on the first Monday in January of the year in which they expire,” but “[a]ll officers 
of charter cities chosen and qualified shall hold office until their successors qualify.” As the 
current language under Charter Section 4.1 requires the oath of office be administered as the first 
order of business at the first meeting in January for the newly elected members of the Council, 
Section 4.1 as written contains an ambiguity regarding the need for outgoing Councilmembers or 
Mayors to attend a meeting for the sole procedural purpose of calling a meeting to order so that 
the oath of office may be taken by the newly elected members in order that they then may be 
seated.  
 
The proposed amendment to Section 4.1 being considered by the Charter Commission to bring 
the Charter more fully into compliance with Minn. Stat. § 205.07, subd. 1a, and to avoid any 
future confusion in administering the oath of office to newly elected members of the Council so 
that the same may immediately be seated and undertake the people’s business is a reasonable and 
appropriate means to address the present ambiguity in this provision.  
 
Under the proposed amendment, the governing statute quoted above will be incorporated into 
Section 4.1 of the Charter, and newly elected members of the Council will be administered the 
oath of office prior to calling the first meeting in January to order. The proposed amendments to 
Section 4.1 of the Charter are as set forth in the ordinance now under consideration by the 
Charter Commission in underline/strikeout format. Section 4.1 of the Charter remains otherwise 
unchanged. 
 

13



 
MEMORANDUM            Page 2 of 2 

CONCLUSIONS 
 
I hope that the foregoing is helpful in your consideration of this matter. I will be in attendance at 
the March 12, 2026 meeting of the Charter Commission to answer any legal questions the 
Charter Commission may have regarding the proposed Charter amendment.  
 
Should you have any questions or require additional information, please do not hesitate to 
contact me at your convenience at (651) 225-8840 or via email at daassaf@flaherty-hood.com.  
Thank you. 
 
DAA/sc 
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ORDINANCE NO. ____ 

 

AN ORDINANCE AMENDING CHAPTER FOUR OF THE NORTHFIELD CITY 

CHARTER 

 

THE CITY COUNCIL OF THE CITY OF NORTHFIELD DOES ORDAIN THAT (new 

material is underlined; deleted material is lined out; sections which are not proposed to be 

amended are omitted; sections which are only proposed to be re-numbered are only set forth 

below as to their number and title): 

 

SECTION 1.  Northfield City Charter, Chapter Four. – Procedure of Council, Section 4.1. 

- Council Meetings, is hereby amended to read as follows: 

 

Section 4.1. - Council Meetings. 

 

   Pursuant to Minn. Stat. § 205.07, subd. 1a, as the same may be amended from time to time, 

the terms of all city council members, including the mayor, expire on the first Monday in 

January of the year in which such terms expire, except that such outgoing members shall hold 

office until their successors qualify.  At its first meeting in January, the council shall meet at 

the usual place and time for the holding of council meetings. At this time any newly elected 

members of the council including the mayor, if not having previously been administered the 

oath of office on or following the first Monday in January, shall, as the first order of business, 

prior to calling the meeting to order, be administered the oath of office and shall assume their 

duties. Thereafter, the council shall meet at such time as may be prescribed by resolution. Such 

a resolution shall remain in force until modified by the council. The mayor or any three 

members of the council may call special meetings of the council upon at least twelve hours 

notice to each member and such public notice as shall be prescribed by ordinance in 

compliance with the laws of Minnesota. Public notice of all meetings of the council and its 

committees shall be given as prescribed by ordinance, and any citizen shall have access to the 

minutes and records thereof at all reasonable times. 

 

SECTION 2:  This Ordinance shall take effect ninety days after its publication.  

 

Passed by the City Council of the City of Northfield, Minnesota, this ____ day of 

_____________, 2025. 

 

ATTEST: 

 

 

____________________________  _____________________________ 

City Clerk     Mayor 

 

 

 

  

 

 

 

 

First Reading:  

Second Reading:  

Published:  
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VOTE:  ___  ZWEIFEL  ___  BEUMER   ___   DAHLEN  ___  HOLMES       

 

 ___  NESS  ___  SOKUP   ___   PETERSON WHITE 
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Charter Commission July 10, 2025 Meeting Follow-Up Questions 

1 
 

Are there expectations for former Council members to attend the first meeting of 
the year or is this a widespread practice in other cities?  
SUMMARIZED ATTORNEY/STAFF RESPONSE: From a staff and City Attorney perspective, 
requiring defeated or retiring council members to attend the first meeting following a 
post-election turnover for the swearing in of new members may create multiple 
problems.  First, outgoing members have no legal requirement to attend the meeting 
and may simply wish not to.  Second, the swearing in of newly elected members 
should be a procedural and ceremonial act and relying on the attendance of former 
members could create a far more complicated process than is needed and may 
cause unnecessary delays in completing City business.   
Staff did reach out to the League of Minnesota Cities (LMC) and they also reaffirmed 
this position.  In addition, they also brought attention to MN Statute 205.07, Subd. 1A 
below: 
205.07, SUBD. 1A.CITY COUNCIL MEMBERS; EXPIRATION OF TERMS. 

The terms of all city council members of charter cities expire on the first 
Monday in January of the year in which they expire. All officers of charter cities 
chosen and qualified shall hold office until their successors qualify. 

Per our City Attorney, he requested this statute be brought to the Charter 
Commission’s attention given the review of Charter Section 4.1.  However,  he feels the 
current provision “seems consistent with this statute since the statute’s second 
sentence states: “All officers of charter cities chosen and qualified shall hold office 
until their successors qualify.”  This statute is not artfully crafted, but seems to state 
that such term of office goes until a successor qualifies and that would be following 
being sworn in at the Council’s first meeting in January.”  
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Charter Commission July 10, 2025 Meeting Follow-Up Questions 

2 
 

Are there any issues with the oath being administered between January 1st and the 
start of the first meeting of the year? 
ATTORNEY RESPONSE: “The above quoted Chater language is clear and mandatory 
from the standpoint that newly elected members including the newly elected mayor 
“shall” be administered the oath of office at the first meeting in January.  There is no 
discretion on this action based on the present Charter language.  The City Clerk or 
another authorized person is required to administer the oath of office at the first 
meeting.  There are no grounds or legal authority to delay giving the oath of office 
and seating the newly elected members having thereafter qualified to serve.   
The oath must be administered at the first meeting following an election pursuant to 
Charter, Section 4.1.  State law does allow administration of the oath earlier than this, 
but the Northfield Charter specifically limits administration of the oath at the first 
meeting. 
Nowhere in City Charter, City Code, or State law is there a requirement that defeated 
or retiring members be present for the administration of the oath of office to new 
members at the first meeting.  In my opinion, the presence of defeated or retiring 
members may be welcome from a ceremonial standpoint, but their presence is not 
legally required.  Based on the foregoing and the below law, it would appear that the 
simplest and arguably most logical process to facilitate the transition is that the first 
item of business at the first meeting following an election should be the 
administration of the oath of office prior to calling the Council meeting to order.  I do 
not see a reason to make this ceremonial process more complicated than that.  The 
City Clerk is authorized by law to administer the oath as discussed below. “  
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Charter Commission July 10, 2025 Meeting Follow-Up Questions 

3 
 

Who is authorized to administer the oath of office to elected and appointed 
officials? 
SUMMARIZED ATTORNEY/STAFF RESPONSE: Per guidance from the League of Minnesota 
Cities (LMC), “any person with authority to take and certify acknowledgments may 
administer the oath, including the city clerk, a justice of the peace, a notary public, or 
a register of deeds.”  This refers to Minnesota State Statues 358.09, 358.10, and 358.52. 
subd. 6 (see below). 
For the City of Northfield, the City Clerk is usually the person to administer the oath of 
office for the City Council and the Charter Commission, with the Deputy City Clerk 
serving as a backup, should the City Clerk be unavailable. 
For appointed officials (board and commission members), any designated staff 
member who serves as a notary public can administer the oath.  This could be the 
City Clerk, Deputy City Clerk, Administrative Assistants, Meeting Associates, or other 
qualified staff members. 
Relevant and Related State Statutes: 
358.09 BY WHOLE AND HOW ADMINIISTERED. 

Any officer authorized by this chapter to take and certify acknowledgments 
may administer an oath, and, if the same be in writing, may certify the same 
under the officer's signature, and an official notarial stamp, in the following 
form: "Subscribed and sworn to before me this ............ day of ................., ....." The mode 
of administering an oath commonly practiced in the place where it is taken 
shall be followed, including, in this state, the ceremony of uplifting the hand. 

358.10 OFFICIALS MAY ADMINISTER, WHEN. 
(a) All persons holding office under any law of this state, or under the charter 
or ordinances of any municipal corporation thereof, including judges and 
clerks of election, and all committee members, commissioners, trustees, 
referees, appraisers, assessors, and all others authorized or required by law to 
act or report upon any matter of fact, have the power to administer oaths they 
deem necessary to the proper discharge of their respective duties. 
(b) Any employee of the secretary of state designated by the secretary of 
state has the power to administer oaths to an individual who wishes to file with 
the secretary of state an affidavit of candidacy, nominating petition, 
declaration of intent to be a write-in candidate, or any other document 
relating to the conduct of elections. 
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358.11 OATHS, WHERE FILED. 
Except as otherwise provided by law, the oath required to be taken and 
subscribed by any person shall be filed as follows: 
(1) if that of an officer of the state, whether elective or appointive, with the 
secretary of state; 
(2) if of a county officer, or an officer chosen within or for any county, with the 
county auditor; 
(3) if of a city officer, with the clerk or recorder of the municipality; 
(4) if of a town officer, with the town clerk; 
(5) if of a school district officer, with the clerk of the district; 
(6) if of a person appointed by, or made responsible to, a court in any action or 
proceeding therein, with the court administrator of such court; 
(7) if that of a person appointed by any state, county, or other officer for a 
special service in connection with official duties, with such officer. 
If the person taking such oath be also required to give bond, the oath shall be 
attached to or endorsed upon such bond and filed therewith, in lieu of other 
filing. 

358.52 DEFINITIONS. 
Subd. 6.Notarial act. 
 "Notarial act" means an act, whether performed with respect to a tangible or 
electronic record, that a notarial officer may perform under the law of this 
state. The term includes taking an acknowledgment, administering an oath or 
affirmation, taking a verification on oath or affirmation, witnessing or attesting 
a signature, certifying or attesting a copy, and noting a protest of a negotiable 
instrument. 
Subd. 7.Notarial officer. 
 "Notarial officer" means a notary public or other individual authorized to 
perform a notarial act. 
Subd. 8.Notary public. 
 "Notary public" means an individual commissioned to perform a notarial act. 
on oath or affirmation before a notarial officer, that a statement in a record is 
true. 
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359.04 POWERS. 
Every notary public so appointed, commissioned, and qualified shall have 
power throughout this state to administer all oaths required or authorized to 
be administered in this state; to take and certify all depositions to be used in 
any of the courts of this state; to take and certify all acknowledgments of 
deeds, mortgages, liens, powers of attorney, and other instruments in writing or 
electronic records; to receive, make out, and record notarial protests; and to 
perform online remote notarial acts in compliance with the requirements of 
sections 358.645 and 358.646. 
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City Hall
801 Washington Street
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File #: 26-242, Version: 1

City Council Meeting Date: May 14, 2026

To: Charter Commissioners and Chair

From: CC Linstroth, Chair

Consider Charter Commission Polices - Duties of Officers Update.

Action Requested:
The Charter Commission is asked to approve a motion approving the updated role of the Secretary in the
Charter Commission Policies.

Summary Report:
At the March 12, 2026 meeting, the Charter Commission discussed the need for updates to the Charter
Commission Policies related to the duties of the elected officers, specifically the role of the Secretary.  With the
addition of a Meeting Associate to take minutes, these descriptions were no longer accurate.

Attached are a redline draft (attachment #1) and clean draft (attachment #2) of updates proposed by Secretary
Hoschouer (attachment #1).

Once approved, the staff will update the Charter Commission Policies webpage.

Alternative Options:
N/A

Financial Impacts:
N/A

Tentative Timelines:
ü March 12, 2026 Review and discuss changes to Charter Commission Policies - Duties of Officers

· May 14, 2026 Vote on any proposed changes to Charter Commission Policies - Duties of Officers
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1. MEETINGS 
Robert’s Rules of Order shall be used as a general reference in the conduct of 
Charter Commission meetings.  Upon motion passed by the Charter 
Commission, the rules may be specifically invoked to address a specific topic, 
or for a specific period of time. 
 

2. QUORUM 
A quorum shall be defined as a majority of all members entitled to vote.  An 
affirmative vote of a majority of all members entitled to vote shall be required 
to pass any motion brought by the Charter Commission. 
 

3. ANNUAL MEETING 
The annual meeting shall be the first meeting of each calendar year.  Charter 
Commission officers shall be elected at each annual meeting, to serve for a 
term of one year.  At each annual meeting, the Commission shall determine 
the Charter Commission meeting dates and times for the coming year.  The 
annual meeting shall include a review of Charter Commission activities in the 
previous year. 
 

4. MEMBER ABSENCE FROM MEETING 
In the event that a Charter Commission member expects to be absent from a 
meeting of the Charter Commission, the member shall notify the chair prior to 
the meeting.  At the meeting where the member is absent, the Charter 
Commission shall determine by simple majority whether or not that absence is 
considered excused.  In the event that a member has three consecutive 
unexcused absences, the chair shall notify the member that one additional 
consecutive unexcused absence will result in the removal of the member from 
the Charter Commission.  As per Minn. Stat. §410.05 Subd. 2 when any member 
has failed to perform the duties of office and has failed to attend four 
consecutive unexcused meetings, the secretary shall file a certificate with the 
Chief Judge of the district court setting forth those facts, which will result in the 
removal of the member from the Charter Commission. 
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5. DUTIES OF OFFICERS 
CHAIR 

A. Call all regular and special meetings. 
B. Determine meeting agendas. 
C. Preside at all meetings. 
D. Appoint all committees. 
E. Implement the decisions of the Commission. 
F. Participate in all commission decisions with a vote. 
G. The chair shall be the only authorized spokesperson to respond to the 

media on behalf of the Charter Commission. 
H. Notify the City Clerk of future meetings and submit to the Clerk agendas 

for each meeting and arrange for a meeting room. 
I. Provide new members with the Charter, applicable statutes, the city 

ethics code, Charter Commission policies, and other materials. 
J. Facilitate communication between the Commission, the City Council, 

city personnel, the city attorney, and the district court. 
K. Prepare and submit the annual report to the Charter Commission for 

approval and deliver the approved annual report of the Charter 
Commission to the Chief Judge of the district and the City Clerk. 

L. Appoint a substitute secretary in the event of the secretary’s absence. 

VICE CHAIR 

The vice chair shall preside in the absence of the chair and assume all 
duties and responsibilities of the chair. 

 SECRETARY 

A. Responsible for Charter Commission records, minutes, and 
correspondence.Coordinate with City staff on the creation of Charter 
Commission records, minutes, correspondence, charter amendments, 
and other documentation. 

A.B. Review and approve official meeting minutes prior to distribution. 
B.C. Attend all Charter Commission meetings. 
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C. Type, copy, and mail all minutes, letters, and proposed charter 
amendments and proposed ordinances passed by the Commission. 

D. Update membership roster, mailing list, roll call list, membership files 
and related documents and updates to the website. Oversee the 
accuracy and maintenance of the Charter Commission’s membership 
roster, and related records. Ensure updates to public-facing information, 
such as the website, are completed by staff. 

6. ELECTION AND TERMS OF OFFICERS 
The term of office for the chair, vice chair, and secretary of the Charter 
Commission shall be one year.  Elections for each office shall be held during 
the first meeting of the Charter Commission in each calendar year. 

 
7. NORTHFIELD CHARTER COMMISSION RESOLUTION REGARDING CONSIDERATION 

BY THE CITY COUNCIL OF PROPOSED NEW AND AMENDED CHARTER PROVISIONS 
Be It Resolved that the Northfield Charter Commission strongly recommends 
that the Northfield City Council adopt as a rule of business policy the following 
language regarding City Council action on all proposed new Northfield charter 
provisions and all proposed amendments to the Northfield charter provisions. 
 

1. That consideration by the City Council of all such proposed new 
provisions and amendments shall be placed on the regular City Council 
agenda, and not the consent agenda. 

 
2. That whereas section 2.4 of the Northfield charter requires that approval 

by City Council of the proposed new provisions and all proposed 
amendments to the Northfield charter requires a unanimous vote of the 
full City Council; now therefore every vote by the City Council on a 
proposed new or amended Charter provision shall be by roll call vote. 

 
8. CITIZEN COMMENT AT CHARTER COMMISSION MEETINGS 

The agenda for each regular meeting of the Charter Commission shall include 
a segment for citizen comment.  Unless modified by consent of the Charter 
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Commission, the citizen comment segment shall occur prior to consideration 
of old and new business on the agenda. 
 
Each citizen requesting to be heard shall identify himself or herself by full name 
and current address.  Each citizen requesting to be heard shall be allowed to 
address the Charter Commission one time per meeting for a maximum of 
three minutes.  Any member of the Charter Commission may question the 
citizen on the issue raised by the citizen.  The three-minute time limit shall be 
extended to allow for the member’s question and the citizen’s response. 
 
All citizen comments shall be subject to the rules of decorum and conduct 
established by the Charter Commission. 

 
9. CHARTER COMMISSION TECHNICAL ADVISOR 

The Charter Commission may designate a City of Northfield staff person to act 
as a technical advisor to the Charter Commission, with consent of the staff 
person so designated.  The Charter Commission may request assistance to 
complete tasks in furtherance of the business of the Charter Commission.  The 
duties of the technical advisor shall include the following: 
 

A. Preparing for meetings by reserving meeting rooms, setting up meeting 
rooms as needed and coordinating with Communications/IT regarding 
AV needs. 

B. Editing meeting videos, if applicable (or delegating the responsibility to 
another city staff member). 

C. Providing technical expertise and/or ensuring other members are 
brought in when needed. 

D. Provide statistical information to the Charter Commission regarding 
viewership of the Charter Commission meetings. 

E. Present staff reports at meetings and provide background information 
for other agenda items when requested by the chair. 
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1. MEETINGS 
Robert’s Rules of Order shall be used as a general reference in the conduct of 
Charter Commission meetings.  Upon motion passed by the Charter 
Commission, the rules may be specifically invoked to address a specific topic, 
or for a specific period of time. 
 

2. QUORUM 
A quorum shall be defined as a majority of all members entitled to vote.  An 
affirmative vote of a majority of all members entitled to vote shall be required 
to pass any motion brought by the Charter Commission. 
 

3. ANNUAL MEETING 
The annual meeting shall be the first meeting of each calendar year.  Charter 
Commission officers shall be elected at each annual meeting, to serve for a 
term of one year.  At each annual meeting, the Commission shall determine 
the Charter Commission meeting dates and times for the coming year.  The 
annual meeting shall include a review of Charter Commission activities in the 
previous year. 
 

4. MEMBER ABSENCE FROM MEETING 
In the event that a Charter Commission member expects to be absent from a 
meeting of the Charter Commission, the member shall notify the chair prior to 
the meeting.  At the meeting where the member is absent, the Charter 
Commission shall determine by simple majority whether or not that absence is 
considered excused.  In the event that a member has three consecutive 
unexcused absences, the chair shall notify the member that one additional 
consecutive unexcused absence will result in the removal of the member from 
the Charter Commission.  As per Minn. Stat. §410.05 Subd. 2 when any member 
has failed to perform the duties of office and has failed to attend four 
consecutive unexcused meetings, the secretary shall file a certificate with the 
Chief Judge of the district court setting forth those facts, which will result in the 
removal of the member from the Charter Commission. 
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5. DUTIES OF OFFICERS 
CHAIR 

A. Call all regular and special meetings. 
B. Determine meeting agendas. 
C. Preside at all meetings. 
D. Appoint all committees. 
E. Implement the decisions of the Commission. 
F. Participate in all commission decisions with a vote. 
G. The chair shall be the only authorized spokesperson to respond to the 

media on behalf of the Charter Commission. 
H. Notify the City Clerk of future meetings and submit to the Clerk agendas 

for each meeting and arrange for a meeting room. 
I. Provide new members with the Charter, applicable statutes, the city 

ethics code, Charter Commission policies, and other materials. 
J. Facilitate communication between the Commission, the City Council, 

city personnel, the city attorney, and the district court. 
K. Prepare and submit the annual report to the Charter Commission for 

approval and deliver the approved annual report of the Charter 
Commission to the Chief Judge of the district and the City Clerk. 

L. Appoint a substitute secretary in the event of the secretary’s absence. 

VICE CHAIR 

The vice chair shall preside in the absence of the chair and assume all 
duties and responsibilities of the chair. 

 SECRETARY 

A. Coordinate with City staff on the creation of Charter Commission 
records, minutes, correspondence, charter amendments, and other 
documentation. 

B. Review and approve official meeting minutes prior to distribution. 
C. Attend all Charter Commission meetings. 
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D. . Oversee the accuracy and maintenance of the Charter Commission’s 
membership roster, and related records. Ensure updates to public-
facing information, such as the website, are completed by staff. 

6. ELECTION AND TERMS OF OFFICERS 
The term of office for the chair, vice chair, and secretary of the Charter 
Commission shall be one year.  Elections for each office shall be held during 
the first meeting of the Charter Commission in each calendar year. 

 
7. NORTHFIELD CHARTER COMMISSION RESOLUTION REGARDING CONSIDERATION 

BY THE CITY COUNCIL OF PROPOSED NEW AND AMENDED CHARTER PROVISIONS 
Be It Resolved that the Northfield Charter Commission strongly recommends 
that the Northfield City Council adopt as a rule of business policy the following 
language regarding City Council action on all proposed new Northfield charter 
provisions and all proposed amendments to the Northfield charter provisions. 
 

1. That consideration by the City Council of all such proposed new 
provisions and amendments shall be placed on the regular City Council 
agenda, and not the consent agenda. 

 
2. That whereas section 2.4 of the Northfield charter requires that approval 

by City Council of the proposed new provisions and all proposed 
amendments to the Northfield charter requires a unanimous vote of the 
full City Council; now therefore every vote by the City Council on a 
proposed new or amended Charter provision shall be by roll call vote. 

 
8. CITIZEN COMMENT AT CHARTER COMMISSION MEETINGS 

The agenda for each regular meeting of the Charter Commission shall include 
a segment for citizen comment.  Unless modified by consent of the Charter 
Commission, the citizen comment segment shall occur prior to consideration 
of old and new business on the agenda. 
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Each citizen requesting to be heard shall identify himself or herself by full name 
and current address.  Each citizen requesting to be heard shall be allowed to 
address the Charter Commission one time per meeting for a maximum of 
three minutes.  Any member of the Charter Commission may question the 
citizen on the issue raised by the citizen.  The three-minute time limit shall be 
extended to allow for the member’s question and the citizen’s response. 
 
All citizen comments shall be subject to the rules of decorum and conduct 
established by the Charter Commission. 

 
9. CHARTER COMMISSION TECHNICAL ADVISOR 

The Charter Commission may designate a City of Northfield staff person to act 
as a technical advisor to the Charter Commission, with consent of the staff 
person so designated.  The Charter Commission may request assistance to 
complete tasks in furtherance of the business of the Charter Commission.  The 
duties of the technical advisor shall include the following: 
 

A. Preparing for meetings by reserving meeting rooms, setting up meeting 
rooms as needed and coordinating with Communications/IT regarding 
AV needs. 

B. Editing meeting videos, if applicable (or delegating the responsibility to 
another city staff member). 

C. Providing technical expertise and/or ensuring other members are 
brought in when needed. 

D. Provide statistical information to the Charter Commission regarding 
viewership of the Charter Commission meetings. 

E. Present staff reports at meetings and provide background information 
for other agenda items when requested by the chair. 
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File #: 26-243, Version: 1

City Council Meeting Date: May 14, 2026

To: Charter Commissioners

From: CC Linstroth, Charter Commission Chair

Consider Open Public Comment Response Process.

Action Requested:
The Charter Commission is asked to approve a motion to approve the proposed process on responding to open
public comments at meetings.

Summary Report:
The Charter Commission is asked to approve the proposed process on responding to open public comments at
meetings that was discussed at the March 12, 2026 Charter Commission meeting.

The process ensures that suggestions raised by members of the public are acknowledged and considered in a
transparent and respectful manner by initiating a formal and consistent process.

A redline draft (attachment #1) and clean draft (attachment #2) of the proposed process, incorporated into the
Charter Commission under Citizen Comment at Charter Commission Meetings are attached.

Once approved, staff will update the Charter Commission Policy on the Charter Commission webpage.

Alternative Options:
N/A

Financial Impacts:
N/A

Tentative Timelines:
ü March 12, 2026 Discuss a formal process for responding to open public comment.

· May 14, 2026 Vote on a process for responding to open public comment.
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1. MEETINGS 
Robert’s Rules of Order shall be used as a general reference in the conduct of 
Charter Commission meetings.  Upon motion passed by the Charter 
Commission, the rules may be specifically invoked to address a specific topic, 
or for a specific period of time. 
 

2. QUORUM 
A quorum shall be defined as a majority of all members entitled to vote.  An 
affirmative vote of a majority of all members entitled to vote shall be required 
to pass any motion brought by the Charter Commission. 
 

3. ANNUAL MEETING 
The annual meeting shall be the first meeting of each calendar year.  Charter 
Commission officers shall be elected at each annual meeting, to serve for a 
term of one year.  At each annual meeting, the Commission shall determine 
the Charter Commission meeting dates and times for the coming year.  The 
annual meeting shall include a review of Charter Commission activities in the 
previous year. 
 

4. MEMBER ABSENCE FROM MEETING 
In the event that a Charter Commission member expects to be absent from a 
meeting of the Charter Commission, the member shall notify the chair prior to 
the meeting.  At the meeting where the member is absent, the Charter 
Commission shall determine by simple majority whether or not that absence is 
considered excused.  In the event that a member has three consecutive 
unexcused absences, the chair shall notify the member that one additional 
consecutive unexcused absence will result in the removal of the member from 
the Charter Commission.  As per Minn. Stat. §410.05 Subd. 2 when any member 
has failed to perform the duties of office and has failed to attend four 
consecutive unexcused meetings, the secretary shall file a certificate with the 
Chief Judge of the district court setting forth those facts, which will result in the 
removal of the member from the Charter Commission. 
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5. DUTIES OF OFFICERS 
CHAIR 

A. Call all regular and special meetings. 
B. Determine meeting agendas. 
C. Preside at all meetings. 
D. Appoint all committees. 
E. Implement the decisions of the Commission. 
F. Participate in all commission decisions with a vote. 
G. The chair shall be the only authorized spokesperson to respond to the 

media on behalf of the Charter Commission. 
H. Notify the City Clerk of future meetings and submit to the Clerk agendas 

for each meeting and arrange for a meeting room. 
I. Provide new members with the Charter, applicable statutes, the city 

ethics code, Charter Commission policies, and other materials. 
J. Facilitate communication between the Commission, the City Council, 

city personnel, the city attorney, and the district court. 
K. Prepare and submit the annual report to the Charter Commission for 

approval and deliver the approved annual report of the Charter 
Commission to the Chief Judge of the district and the City Clerk. 

L. Appoint a substitute secretary in the event of the secretary’s absence. 

VICE CHAIR 

The vice chair shall preside in the absence of the chair and assume all 
duties and responsibilities of the chair. 

 SECRETARY 

A. Responsible for Charter Commission records, minutes, and 
correspondence. 

B. Attend all Charter Commission meetings. 
C. Type, copy, and mail all minutes, letters, and proposed charter 

amendments and proposed ordinances passed by the Commission. 
D. Update membership roster, mailing list, roll call list, membership files 

and related documents and updates to the website. 
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6. ELECTION AND TERMS OF OFFICERS 
The term of office for the chair, vice chair, and secretary of the Charter 
Commission shall be one year.  Elections for each office shall be held during 
the first meeting of the Charter Commission in each calendar year. 

 
7. NORTHFIELD CHARTER COMMISSION RESOLUTION REGARDING CONSIDERATION 

BY THE CITY COUNCIL OF PROPOSED NEW AND AMENDED CHARTER PROVISIONS 
Be It Resolved that the Northfield Charter Commission strongly recommends 
that the Northfield City Council adopt as a rule of business policy the following 
language regarding City Council action on all proposed new Northfield charter 
provisions and all proposed amendments to the Northfield charter provisions. 
 

1. That consideration by the City Council of all such proposed new 
provisions and amendments shall be placed on the regular City Council 
agenda, and not the consent agenda. 

 
2. That whereas section 2.4 of the Northfield charter requires that approval 

by City Council of the proposed new provisions and all proposed 
amendments to the Northfield charter requires a unanimous vote of the 
full City Council; now therefore every vote by the City Council on a 
proposed new or amended Charter provision shall be by roll call vote. 

 
8. CITIZEN COMMENT AT CHARTER COMMISSION MEETINGS 

The agenda for each regular meeting of the Charter Commission shall include 
a segment for citizen comment.  Unless modified by consent of the Charter 
Commission, the citizen comment segment shall occur prior to consideration 
of old and new business on the agenda. 
 
Each citizen requesting to be heard shall identify himself or herself by full name 
and current address.  Each citizen requesting to be heard shall be allowed to 
address the Charter Commission one time per meeting for a maximum of 
three minutes.  Any member of the Charter Commission may question the 
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citizen on the issue raised by the citizen.  The three-minute time limit shall be 
extended to allow for the member’s question and the citizen’s response. 
 
All citizen comments shall be subject to the rules of decorum and conduct 
established by the Charter Commission. 
 
All citizen comments received during the Open Public Comment portion of the 
meeting will be reviewed by the Charter Commission or referred to relevant 
City staff, as deemed necessary. 

• Public comments that do not require Charter Commission action will be 
acknowledged, with no further action taken, or referred to City staff for 
follow-up action, as determined by the Chair 

• Public comments related to potential Charter amendments or other 
matters within the purview of the Charter Commission shall be placed 
on a subsequent Charter Commission meeting agenda for 
consideration. 

o If the suggestion receives a motion and majority support of the 
Charter Commission members present, the item will be taken up 
for future consideration. 

o If the suggestion does not receive a motion or does not receive 
majority support from the members present, no further action will 
be taken. 

 
9. CHARTER COMMISSION TECHNICAL ADVISOR 

The Charter Commission may designate a City of Northfield staff person to act 
as a technical advisor to the Charter Commission, with consent of the staff 
person so designated.  The Charter Commission may request assistance to 
complete tasks in furtherance of the business of the Charter Commission.  The 
duties of the technical advisor shall include the following: 
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A. Preparing for meetings by reserving meeting rooms, setting up meeting 
rooms as needed and coordinating with Communications/IT regarding 
AV needs. 

B. Editing meeting videos, if applicable (or delegating the responsibility to 
another city staff member). 

C. Providing technical expertise and/or ensuring other members are 
brought in when needed. 

D. Provide statistical information to the Charter Commission regarding 
viewership of the Charter Commission meetings. 

E. Present staff reports at meetings and provide background information 
for other agenda items when requested by the chair. 
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1. MEETINGS 
Robert’s Rules of Order shall be used as a general reference in the conduct of 
Charter Commission meetings.  Upon motion passed by the Charter 
Commission, the rules may be specifically invoked to address a specific topic, 
or for a specific period of time. 
 

2. QUORUM 
A quorum shall be defined as a majority of all members entitled to vote.  An 
affirmative vote of a majority of all members entitled to vote shall be required 
to pass any motion brought by the Charter Commission. 
 

3. ANNUAL MEETING 
The annual meeting shall be the first meeting of each calendar year.  Charter 
Commission officers shall be elected at each annual meeting, to serve for a 
term of one year.  At each annual meeting, the Commission shall determine 
the Charter Commission meeting dates and times for the coming year.  The 
annual meeting shall include a review of Charter Commission activities in the 
previous year. 
 

4. MEMBER ABSENCE FROM MEETING 
In the event that a Charter Commission member expects to be absent from a 
meeting of the Charter Commission, the member shall notify the chair prior to 
the meeting.  At the meeting where the member is absent, the Charter 
Commission shall determine by simple majority whether or not that absence is 
considered excused.  In the event that a member has three consecutive 
unexcused absences, the chair shall notify the member that one additional 
consecutive unexcused absence will result in the removal of the member from 
the Charter Commission.  As per Minn. Stat. §410.05 Subd. 2 when any member 
has failed to perform the duties of office and has failed to attend four 
consecutive unexcused meetings, the secretary shall file a certificate with the 
Chief Judge of the district court setting forth those facts, which will result in the 
removal of the member from the Charter Commission. 
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5. DUTIES OF OFFICERS 
CHAIR 

A. Call all regular and special meetings. 
B. Determine meeting agendas. 
C. Preside at all meetings. 
D. Appoint all committees. 
E. Implement the decisions of the Commission. 
F. Participate in all commission decisions with a vote. 
G. The chair shall be the only authorized spokesperson to respond to the 

media on behalf of the Charter Commission. 
H. Notify the City Clerk of future meetings and submit to the Clerk agendas 

for each meeting and arrange for a meeting room. 
I. Provide new members with the Charter, applicable statutes, the city 

ethics code, Charter Commission policies, and other materials. 
J. Facilitate communication between the Commission, the City Council, 

city personnel, the city attorney, and the district court. 
K. Prepare and submit the annual report to the Charter Commission for 

approval and deliver the approved annual report of the Charter 
Commission to the Chief Judge of the district and the City Clerk. 

L. Appoint a substitute secretary in the event of the secretary’s absence. 

VICE CHAIR 

The vice chair shall preside in the absence of the chair and assume all 
duties and responsibilities of the chair. 

 SECRETARY 

A. Responsible for Charter Commission records, minutes, and 
correspondence. 

B. Attend all Charter Commission meetings. 
C. Type, copy, and mail all minutes, letters, and proposed charter 

amendments and proposed ordinances passed by the Commission. 
D. Update membership roster, mailing list, roll call list, membership files 

and related documents and updates to the website. 

48



 

 

CHARTER COMMISSION POLICIES 
CHARTER COMMISSION 
Enabling Legislation: Motion 
Date Adopted: 11/09/23 
Revised:   

 

CHARTER COMMISSION POLICIES  Page 3 of 5 
 

6. ELECTION AND TERMS OF OFFICERS 
The term of office for the chair, vice chair, and secretary of the Charter 
Commission shall be one year.  Elections for each office shall be held during 
the first meeting of the Charter Commission in each calendar year. 

 
7. NORTHFIELD CHARTER COMMISSION RESOLUTION REGARDING CONSIDERATION 

BY THE CITY COUNCIL OF PROPOSED NEW AND AMENDED CHARTER PROVISIONS 
Be It Resolved that the Northfield Charter Commission strongly recommends 
that the Northfield City Council adopt as a rule of business policy the following 
language regarding City Council action on all proposed new Northfield charter 
provisions and all proposed amendments to the Northfield charter provisions. 
 

1. That consideration by the City Council of all such proposed new 
provisions and amendments shall be placed on the regular City Council 
agenda, and not the consent agenda. 

 
2. That whereas section 2.4 of the Northfield charter requires that approval 

by City Council of the proposed new provisions and all proposed 
amendments to the Northfield charter requires a unanimous vote of the 
full City Council; now therefore every vote by the City Council on a 
proposed new or amended Charter provision shall be by roll call vote. 

 
8. CITIZEN COMMENT AT CHARTER COMMISSION MEETINGS 

The agenda for each regular meeting of the Charter Commission shall include 
a segment for citizen comment.  Unless modified by consent of the Charter 
Commission, the citizen comment segment shall occur prior to consideration 
of old and new business on the agenda. 
 
Each citizen requesting to be heard shall identify himself or herself by full name 
and current address.  Each citizen requesting to be heard shall be allowed to 
address the Charter Commission one time per meeting for a maximum of 
three minutes.  Any member of the Charter Commission may question the 
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citizen on the issue raised by the citizen.  The three-minute time limit shall be 
extended to allow for the member’s question and the citizen’s response. 
 
All citizen comments shall be subject to the rules of decorum and conduct 
established by the Charter Commission. 
 
All citizen comments received during the Open Public Comment portion of the 
meeting will be reviewed by the Charter Commission or referred to relevant 
City staff, as deemed necessary. 

• Public comments that do not require Charter Commission action will be 
acknowledged, with no further action taken, or referred to City staff for 
follow-up action, as determined by the Chair 

• Public comments related to potential Charter amendments or other 
matters within the purview of the Charter Commission shall be placed 
on a subsequent Charter Commission meeting agenda for 
consideration. 

o If the suggestion receives a motion and majority support of the 
Charter Commission members present, the item will be taken up 
for future consideration. 

o If the suggestion does not receive a motion or does not receive 
majority support from the members present, no further action will 
be taken. 

 
9. CHARTER COMMISSION TECHNICAL ADVISOR 

The Charter Commission may designate a City of Northfield staff person to act 
as a technical advisor to the Charter Commission, with consent of the staff 
person so designated.  The Charter Commission may request assistance to 
complete tasks in furtherance of the business of the Charter Commission.  The 
duties of the technical advisor shall include the following: 
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A. Preparing for meetings by reserving meeting rooms, setting up meeting 
rooms as needed and coordinating with Communications/IT regarding 
AV needs. 

B. Editing meeting videos, if applicable (or delegating the responsibility to 
another city staff member). 

C. Providing technical expertise and/or ensuring other members are 
brought in when needed. 

D. Provide statistical information to the Charter Commission regarding 
viewership of the Charter Commission meetings. 

E. Present staff reports at meetings and provide background information 
for other agenda items when requested by the chair. 
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File #: 26-244, Version: 1

City Council Meeting Date: May 14, 2026

To: Charter Commissioners

From: CC Linstroth, Charter Commission Chair

Commissioner Proposal.

Action Requested:
No action requested.

Summary Report:
Commissioner Gernon will present on the item, followed by clarifying questions only, with full discussion
planned for the July meeting.

Alternative Options:
N/A

Financial Impacts:
N/A

Tentative Timelines:
ü May 14, 2026 Presentation from Commission Gernon and clarifying questions.

· July 9, 2026 Detailed Charter Commission Discussion.
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