MEMORANDUM


TO:
Cape Elizabeth Town Council


FROM:
Conservation Commission


DATE:
October 1, 2010


SUBJECT:
Conservation Commission Rules of Procedure

At the September 14, 2010 meeting, the Conservation Commission approved the draft Rules of Procedure and is submitting them for Town Council consideration. The Conservation Commission has informally allowed public comment at all their meetings, and decided to prepare formal rules of procedure after reviewing the new Communication Policy adopted by the Town Council.

The draft Rules of Procedure are attached.
CAPE ELIZABETH CONSERVATION COMMISSION

RULES AND REGULATIONS

(effective date)
Section 1

Organization of the Commission

A.
Commission Membership


As stated in Article IV, Sec. 4-5, Sec. 1 and 2, of the Town Code of Ordinances, the Conservation Commission shall consist of seven (7) members who shall be appointed by the Town Council to serve for staggered three (3) year terms expiring on January 1. 
B.
Commission Officers

1.
A Chair and a Secretary shall be elected annually by the Conservation Commission members at the regular January meeting and shall assume their duties at said meeting.


2.
In the absence of the Chair, the Secretary shall assume the duties of the  Chair.


3.
Should both the Chair and the Secretary be absent from a Commission meeting, a temporary Chair shall be appointed by the Chair prior to the meeting or elected by a majority of the Commission present at the meeting.

Section 2

Meetings

A.
Regular - The regular meeting of the Conservation Commission shall be held at 7:00 p.m. on the second Tuesday of each month in the Town Hall or such other time and place that the Commission may designate. The date, time and place of any regular meeting may be changed at the previous meeting of the Commission. 

B.
Trail events - The Conservation Commission may schedule trail walks and trail work events as needed.
C.
Quorum - A quorum for a meeting shall consist of at least four (4) members of the Commission.

Section 3

Conduct of Meetings

A.
General


1.
The Chair shall call the meeting to order at the appointed time. If a quorum is present, the Chair shall call for the approval of the minutes of the preceding meeting, and then proceed to business.


2.
The Chair shall declare all votes. If any member doubts a vote, the Chair shall order a recount of the affirmative and negative votes without debate. The secretary shall record all votes.


3.
In the conduct of its meetings, the Conservation Commission will be guided by the latest edition of Robert’s Rules of Order, Newly Revised.


4.
Prior to consideration of an agenda item on the agenda, each Commission member shall declare any potential conflict of interest to the Commission with respect to that item. A Commission member may voluntarily refrain from participation on an agenda item. If a question of a possible conflict of interest is raised and the Commission member asserts that there is no conflict that will influence his or her conduct, the Commission, after discussion, shall determine by a majority vote whether a conflict exists. A Conservation Commission member with a conflict of interest shall refrain from participating, influencing and voting on the agenda item that precipitated the conflict of interest. 
B.
Public Comment


1.
Members of the public wishing to address the Commission concerning an agenda item shall wait until the Chair asks for public comment. Time for public comment shall be provided at the beginning of each meeting. When recognized by the Chair, the speaker shall state the speaker's name and address in an audible tone for the record. 


2.
Each member of the public shall be allowed five (5) minutes, and such time may be extended at the discretion of the Chair. The Chair may decline to recognize any person who has already spoken on the same agenda item. Once the public comment period is closed and the Conservation Commission has begun its deliberations on an item, no member of the public shall be permitted to address the Conservation Commission without the consent of the majority of the Commission members.


3.
As part of its commitment to public comment, the Conservation Commission posts all meeting agendas on the town website. Minutes of meetings and meeting schedules are prepared and posted on the town website so that they are available for review by the public. Supplemental materials related to the work of the Conservation Commission are also posted on the website. All of these materials are also available for review at Town Hall.

Section 4

Voting Procedures

A.
All recommendations to other boards and commissions, including funding, shall be decided by a vote of the Conservation Commission.

B.
The Chair shall call for a motion and a second, any discussion and a vote. The Secretary shall make a record of all votes.

