
                             CHARTER COMMISSION POLICIES 

 
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 ALL MEMBERS 

ENTITLED TO VOTE SHALL BE REQUIRED TO PASS ANY MOTION BROUGHT 

BEFORE 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 THEJCHAIR PRIOR 

TO THE MEETING.  AT THE MEETING WHERE THE MEMBER IS ABSENT, THE 

CHARTER COMMISSION SHALL DETERMINE BY SIMPLE MAJORITY 

WHETHER OR NOT THE 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 SETTINGF FORTH THOSE 

FACTS, WHICH WILL RESULT IN THE  REMOVAL OF THE MEMBER FROM 

THE CHARTER COMMISSION.  

 

 

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 CHARTERCOMMISSION 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 

 

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 COUNSEL 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 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 ON THE CONSENT AGENDA 

 

2. THAT WHEREAS SECTION 2.4 OF THE NORTHFIELD CHARTER REQUIRES 

THAT APPROVAL BY THE CITY COUNCIL OF ALL 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 of herself by full name and 

current address. Each citizen requesting to be heard shall be allowed to address the 

Chater 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 the 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 Communication/IT regarding A.V. needs.  

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

staff member.) 

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

when needed.  

D. Present staff reports at meetings and provide background information for other 

agenda items when requested by the Chair.  

 

10. Rules of Decorum 

 

The presiding officer shall be responsible for maintaining order and decorum of the 

Commission’s meetings. These meetings shall be conducted in a courteous manner that 

recognizes the validity of differing points of view and promotes the ideal of democratic 

discussion and debate free of insult, slander, and personal attacks and threats. 

 

Participants shall conduct themselves at Charter Commission meetings in a manner 

consistent with the following: 

~No person shall hinder honest, respectful discussion and debate.  

~No person shall speak without being recognized by the chair, nor shall any person 

interrupt the speech of another person, except where permitted to raise a point of order. 

 

When a person, attendee or participant violates the above rules of order and decorum, the 

presiding officer is authorized to take any one or more of the following actions: 

~Declare the person’s, attendee’s, or participant’s actions out of order. 

~Temporarily recess the meeting until order is restored. 

~Issue the person, attendee, or participant a verbal warning and/or directive that the 

person, attendee, or participant is out of order and shall follow the rules of order and 

decorum, be silent unless recognized to speak and/or immediately cease such conduct. 

 

Members of the Commission may request action by the presiding officer to curb another 

member’s conduct through a motion for a point of order. (For example, “I make a motion 

for the Chair to call Commissioner _________ to order and desist from making personal 

attacks.”) 

 

Generally, any commissioner may make a motion to censure a commissioner for conduct 

that breaches decorum. 

 

 

 

 

 

 


