
RESOLUTION NO. 968 

 

A RESOLUTION TO ADOPT PROCEDURAL RULES FOR THE WEST BRANCH CITY COUNCIL 

 

WHEREAS, the City Council, of the City of West Branch, Iowa deems it advisable to adopt Procedural 

Rules for the West Branch City Council; and 

WHEREAS, the adoption of these rules will provide for orderly, fair, open and efficient deliberation on 

issues before the City Council. 

 

NOW, THEREFORE, BE IT RESOLVED by the City Council of the City of West Branch as 

follows: 

 

Section 1. That the Procedural Rules for the West Branch City Council set forth in Exhibit 

“A” attached hereto and made a part hereof, be in full force and effect immediately upon its 

adoption and approval, as provided by law. 

Section 2. All resolutions or parts thereof in conflict herewith are hereby repealed to the 

extent of such conflict. 

 

Passed and approved this 3rd day of January, 2012. 

      

_____________________________________ 

     Don Kessler, Mayor 

 

Attest: 

__________________________________ 

Matt Muckler, City Administrator/Clerk 

 

 

 

 

 

 

 

 

 

 

 



EXHIBIT “A” 

PROCEDURAL RULES OF THE WEST BRANCH CITY COUNCIL 

 Part I.  General Provisions 

Rule 1.  Scope of Rules.  These rules shall govern the conduct of the Council and shall be interpreted to 
ensure fair and open deliberations and decision making. 

Rule 2.  Technical Parliamentary Forms Abolished.  Except as specifically provided in these rules, the 
Council shall not use any formal points of parliamentary order, personal privilege, parliamentary inquiry or other 
technical forms.  Only motions specified within these rules are allowed. 

Rule 3.  Matters Not Covered.  Any matter or order or procedure not covered by these rules shall be 
referred to the presiding officer, who shall decide the matter with or without the assistance and advice of the 
City Attorney and/or the City Administrator in conformity with the purpose of these rules in a fair and 
expeditious manner.  The decision of the presiding officer may be reversed by a majority vote of the Council. 

Rule 4.  Interpretation.  These rules are intended to supplement and shall be interpreted to conform to 
the statutes of the State of Iowa and the ordinances of the City of West Branch. 

 Part II.  Time and Place of Meeting 

Rule 5.  Regular Meetings.  The regular meetings of the Council are on the first of third Mondays of each 
month in the Council Chambers at City hall.  The time of said meetings shall be 6:30 p.m. when held during the 
months of November through March and shall be at 7:00 p.m. when held during the months of April through 
October.  If such day falls on a legal holiday, the meeting is held at a mutually agreeable time, as determined by 
the Council.  (City Code Chapter 17.04.1, Ord. 650 – Aug. 08 Supp.) 

Rule 6.  Special Meetings.  Special meetings shall be held upon call of the Mayor or upon the written 
request of a majority of the members of the Council submitted to the Administrator/Clerk.  Notice of a special 
meeting shall specify the date, time, place and subject of the meeting and such notice shall be given personally 
or left at the usual place of residence of each member of the Council.  A record of the service of the notice shall 
be maintained by the Administrator/Clerk.  (City Code Chapter 17.04.2, Code of Iowa, Sec. 372.13[5]) 

Rule 7.  Quorum.  A majority of all Council members is a quorum. (City Code Chapter 17.04.3, Code of 
Iowa, Sec.372.13[1]) 

Rule 8.  Attendance.  The Mayor or Council Members may attend either in person or by telephone 
conference call or video communications. The video conference or telephonic participation must be available to 
be heard by members of the public. 

 Part III.  Agenda 

Rule 9.  Preparation of Agenda.  Prior to each regular Council meeting the City Administrator/Clerk shall 
publish an Agenda which contains all items the Council anticipates acting upon at the meeting.  The Council may 
adopt the agenda as presented, or may amend the agenda as provided by these rules and may adopt the agenda 
as amended. 

Rule 10.  Consent Agenda.  In preparing an Agenda the City Administrator/Clerk shall separately 
designate items as "Consent Agenda" which may be acted upon by the Council under Rule 50.  The "Consent 
Agenda" shall consist of routine non-controversial items which in the City Administrator/Clerk's determination 
can be appropriately considered in bulk at the Council meeting. 



Rule 11.  Agenda Requests and Deadline.  The Mayor, any member of the Council and the City 
Administrator/Clerk may have an item included upon the Agenda by requesting the City Administrator/Clerk to 
include the item by noon on the Tuesday preceding the Council meeting.  Citizens may address the Council, 
pursuant to Part V of these rules, to request an agenda item at a future Council Meeting or contact one of their 
elected officials to request that they include an item on a future agenda. 

Rule 12.  Extra Items.  Items requested or filed after noon on the Tuesday preceding a Council meeting 
shall not be included upon the Agenda unless the Mayor, a Council Member or the City Administrator/Clerk shall 
deem the item of sufficient urgency to warrant immediate Council action.  These items shall be designated as 
"Extra" items and will be considered at the appropriate place on the regular Agenda (prior to or after a related 
item) or at the end of the regular Agenda.  The City Administrator/Clerk shall record on the item the name of the 
sponsoring Council member. 

Rule 13.  Sponsor Required.  The City Administrator/Clerk shall not place upon the Agenda any matter 
for reconsideration unless sponsored by a Council member who voted on the originally prevailing side or who 
was absent at the time of the original action, provided said Council member made the motion at the next 
Council Meeting that Council member attended.  

Rule 14.  Withdrawal of Items.  Only the City officer requesting the placement of an item on the Agenda 
may withdraw the item prior to the Council meeting, but in withdrawing the item shall state the reason 
therefore which reason shall be transmitted to the Council.  An item withdrawn by the City Administrator/Clerk 
may nonetheless, in the discretion of the Council, be acted upon in its regular order. 

Rule 15.  Order of Consideration of Agenda.  Except as otherwise provided in these rules, each Agenda 
item shall be considered in the numerical order assigned by the City Administrator/Clerk.  Each Agenda item 
shall be separately announced by the presiding officer, or City Administrator/Clerk, for purposes of discussion 
and consideration.  To announce an item, it shall be sufficient to identify the item by the number assigned by the 
City Administrator/Clerk, unless greater specificity is requested by some person in attendance.  This rule shall 
not apply to consideration of items under Rule 50 or Rule 51.  The following is the order of business of the City 
Council at its meetings:  

1) Call to order 
2) Roll call 
3) Welcome 
4) Approve Agenda/Consent Agenda/Move to action 
5) Communications/Open Forum 
6) Public Hearings/Non-Consent Agenda 
7) City Staff Reports 
8) Comments from Mayor and Council Members 
9) Adjournment 

The following is the order of business of the City Council at its work sessions: 

1) Call to order 
2) Roll call 
3) Work Session Agenda Items 
4) Adjournment  

 Part IV.  Conduct of Meetings 

Rule 16.  Presiding Officer.  The Mayor, or in the Mayor's absence or incapacity, the Mayor Pro Tem, 
shall be the presiding officer at all Council meetings.  If both the Mayor and Mayor Pro Tem are absent the most 
senior Council member present shall preside.  In the event two or more members equally possess the greatest 
seniority then the eldest person among them shall preside.  The presiding officer is also known as the chair. 



Rule 17.  Control of Discussion.  The presiding officer shall control discussion of the Council on each 
Agenda item to assure full participation in accordance with these rules. 

Rule 18.  Discussion.  A Council member shall speak only after being recognized by the presiding officer.  
A Council member recognized for a specific purpose shall limit remarks to that purpose.  A Council member, 
after being recognized shall not be interrupted except by the presiding officer to enforce these rules, or by 
another Council member raising a point of order. 

Rule 19.  Members May Speak – How Often.  No member shall speak more than once on the same 
question until all other members desiring to speak have spoken. 

Rule 20.  Members Address the Presiding Officer.  Members will address their comments to the 
presiding officer, not to each other, staff or public attending the meeting. 

Rule 21.  Presiding Officer's Right to Enter into Discussion.  The Mayor (or other presiding officer) may 
enter into any discussion. 

Rule 22.  Remarks to be Germane.  Comments must be directed to the subject under consideration.  The 
presiding officer shall rule on the germaneness of comments.  Members making personal, impertinent, or 
slanderous remarks may be barred, at the presiding officer’s discretion, from further comment on the item 
under consideration. 

Rule 23.  No side conversations between members.   Members shall not have side conversations with 
each other during any Council Meeting.  Should a member of Council wish to share information with other 
members, that member should seek the recognition of the chair. 

Rule 24.  Profanity.  No member shall use profanity while speaking in any Council Meeting. 

Rule 25.  Motive.  No member shall question the motive of another. 

Rule 26.  Dress Code for members of the Council.  At all times during meetings of the Council, proper 
attire for men shall be a combination of collared shirt (such as a dress shirt or polo shirt), and dress slacks with a 
belt or jeans.  Proper attire for women includes a skirt or trousers (including denim) combined with a top.  This 
rule applies only to members of Council.  

 Part V.  Citizen Participation 

Rule 27.  Citizen's Right to Address Council.  Persons other than Council Members shall be permitted to 
address the Council in the open forum section of the agenda for items not on the agenda, or prior to Council 
discussion of an item for specific Agenda items, if he or she completes a Citizen Comment Form.  Citizen 
Comment Forms will be provided by the City Administrator/Clerk, Deputy City Clerk or Administrative Assistant, 
and must be completed and provided to the City Administrator/Clerk, Deputy City Clerk or Administrative 
Assistant prior to the start of the meeting.   

Rule 28.  Manner of Addressing Council.  A person desiring to address the Council shall stand up (unless 
that person has physical limitations which prevents the person from doing so), state his or her name, address, 
and group affiliation (if any), speak clearly and address his or her comments to the presiding officer.   

Rule 29.  Time Limit on Citizen's Remarks.  Citizens shall be limited to three minutes speaking time per 
item.  Total citizen input on any subject under Council consideration can be limited to a fixed period by the 
presiding officer.  A majority vote of the Council may extend the time limitations of this rule. 

Rule 30.  Remarks of Citizens to be Germane.  Citizen comments must be directed to the subject under 
consideration.  The presiding officer shall rule on the germaneness of citizen comments.  Citizens making 
personal, impertinent, or slanderous remarks may be barred by the presiding officer from further comment 



before the Council during the meeting. 

 Part VI.  Council Action 

Rule 31.  Call to Order.  The Mayor or Mayor Pro Tem shall call the meeting to order at the appointed 
hour.  In the absence of the Mayor and the Mayor Pro Tem the City Administrator/Clerk shall call the meeting to 
order and a temporary presiding officer shall then be selected under Rule 16.  The selected temporary presiding 
officer shall serve as successor Mayor Pro Tem for the meeting for purposes of being authorized to sign all 
measures passed and contracts approved at the meeting. 

Rule 32.  Roll Call.  Before proceeding with the business of the Council, the City Administrator/Clerk, 
Deputy City Clerk or Administrative Assistant shall call the roll call of members present, and enter those named 
in the minutes.  The City Administrator/Clerk, Deputy City Clerk or Administrative Assistant shall determine the 
presence of a quorum as required by law and these rules. 

Rule 33.  Motion Required.  All action requiring a vote shall be moved by a member of the Council. 

Rule 34.  Motions.  Allowable motions include the following:  1) Motion to approve, 2) motion to amend, 
3) motion to adjourn, 4) motion to recess, 5) motion to postpone to a certain time, 6) motion to postpone 
indefinitely, 7) motion to appeal the rule of the chair, 8) motion to suspend the rules, 9) motion to reconsider 
and 10) motion for the previous question.  Form and example: 

Motion to approve:  I move the adoption of item 6b. 

Motion to amend:  I move to amend by inserting the words “and grade” after “purchase.” Discussion and a vote 
would then take place on the amendment, i.e. the addition of the words “and grade.”  Whether the amendment 
is or is not adopted, a subsequent vote would be taken on the underlying item. 

Motion to adjourn:  I move to adjourn. 

Motion to recess:  I move that the meeting recess until 9:00 p.m.   Or, I move to recess for ten minutes. 

Motion to postpone to a certain time:  I move to postpone the motion to the next meeting.  

Motion to postpone indefinitely:  I move that the item be postponed indefinitely.  

Motion to appeal the rule of the chair:  I appeal from the decision of the chair.  If seconded, the chair shall 
clearly state the exact question at issue, the reason for his or her decision and states the question, “Shall the 
decision of the chair be sustained?”  

Motion to suspend the rules:  I move that the rules be suspended which interfere with … [stating the object of 
the suspension]. 

Motion to reconsider:  I move to reconsider the vote on the resolution relating to the annual banquet.  I voted 
for [or against] the resolution. 

Motion for the previous question:  I move the previous question. 

 Rule 35.  Motions – Requiring a second.  No motion shall be debated until another member has 
seconded the motion.  After a motion has been made, another member who wishes it to be considered says, “I 
second the motion,” and may do so without obtaining the floor. 

Rule 36.  Must be read or stated before debate.  After a motion is made and seconded, it shall be stated 
by the presiding the presiding officer before being debated.  

Rule 37.  Points of Order.  Members of Council, who notice a breach of these rules, may raise a point of 



order to insist upon their enforcement.  (If the presiding officer notices a breech, he or she corrects the matter 
immediately; but if he or she fails to do so, any member can make the appropriate point of order.)  Points of 
order are ruled upon by the presiding officer.  Points of order are not debatable.  

Rule 38.  Appeal from a Ruling of the Presiding Officer.  Should there be an appeal from any ruling of the 
presiding officer, the question, “Shall the chair be sustained?” shall be immediately put and determined before 
the Council proceeds to other business. 

Rule 39.  Previous Question.  Any member may move the previous question.  The motion shall be 
restated by the presiding officer in this form:  “Shall the question under immediate consideration be now put?”  
It shall only prevail when supported by four-fifths of the Council and until decided shall preclude debate.  If the 
motion is sustained, the proponent of the matter under consideration shall have one minute in which to make a 
closing statement before the Council votes on the question.  A failure to sustain the motion shall not take the 
matter under consideration from further consideration of the Council; but the Council shall proceed as if the 
motion had not been made. 

Rule 40.  Not debatable.  The following motions shall be decided without debate:  1) motion to adjourn, 
2) motion for the previous question, 3) motion to suspend the rules and 4) motion to recess. 

Rule 41.  Indefinite postponement.  When a question is postponed indefinitely, that item shall not be 
acted on again in the same calendar year except when supported by four-fifths of the Council. 

Rule 42.  Presiding Officer's Right to Speak Last.  The presiding officer has the right to close debate and 
speak last on any item. 

Rule 43.  Closing Debate.  Discussion shall be closed on any item by the presiding officer with the 
concurrence of a majority of the Council.  Except as provided by Rule 22, a call for the vote shall not close 
discussion if any member of the Council still wishes to be heard. 

Rule 44.  Motion to Reconsider.  A motion to reconsider must be made by a Council member who was 
on the prevailing side in the original action or by a Council Member absent at the time of the original action.   

Rule 45.  Call for Vote.  At the conclusion of debate the presiding officer shall call for a vote, provided 
however, a majority of the Council may require a vote at any time. 

Rule 46.  Separate Consideration.  Except as otherwise required by these rules each Agenda item shall 
be voted upon separately and each separate vote shall be recorded by the City Administrator/Clerk. 

Rule 47.  Action on Consent Agenda.  Except as herein provided the "Consent Agenda" shall be 
considered in bulk and voted upon in single motion.  Each Council Member shall separately note upon a form 
provided by the City Administrator/Clerk any matter on the "Consent Agenda" upon which he or she wishes to 
speak or to vote no.  At the time of consideration of the "Consent Agenda" the presiding officer shall announce 
the items upon which Council members have indicated they wish to speak or vote no.  The presiding officer shall 
also recognize any person in attendance who has indicated on the Citizen Comment Form their wish to speak 
upon a particular consent item.  Items upon which any Council Member or citizen wishes to speak shall be 
considered separately and not as a portion of any motion calling for action upon the remainder of the "Consent 
Agenda".  The City Administrator/Clerk, Deputy City Clerk or Administrative Assistant, on all matters contained 
in the "Consent Agenda," shall record the yes and no votes on each item separately as if each item had been 
moved and voted upon separately. Rule 15 shall not apply. 

 Rule 48.  Action to Multiple Items.  With the consent of a majority of the Council, Rule 46 hereof 
notwithstanding, the Council may consider for voting purposes more than one item, but in such event the vote 
upon each item will be separately recorded by the City Administrator/Clerk noting specific yes or no votes of 
each Council member on each item. 



Rule 49.  Recording Names of Moving Members.  The City Administrator/Clerk, Deputy City Clerk, or 
Administrative Assistant shall record the name of the Council Member making and seconding each motion. 

Rule 50.  Consideration of Matters Not on Agenda.  Except as to matter which by law require the 
publication of notice before consideration by the Council any member of the Council may, at the close of the 
regular Agenda, bring a matter not on the Agenda to the Council's attention.  Council may not act upon such 
matters, rather direct such matter be included upon a later Agenda. 

 Part VII.  Miscellaneous 

Rule 51.  Motions.  At any appropriate place on the Agenda any member of the Council may make a 
motion for the Council to act upon any matter if the motion is germane to the matter under consideration. 

 Rule 52.  Waiver of Ordinance Readings. 

A Council member may move the final passage of an ordinance, with waiver of first or second 
consideration of the ordinance or waiver or both, by reciting the following motion.   

"Moved by (insert the moving Council member's name) that the rule requiring that ordinances 
must be considered    and voted on for passage at two Council meetings prior   to the meeting at 
which it is to be finally passed be suspended; that the first and second consideration and vote 
be waived; that the ordinance be placed upon its final passage and that the ordinance do now 
pass."   

or may move waiver by reference to the language of this section to be known as "the waiver 
rule".   

Rule 53.  Name of Sponsor on Roll Call.  Any time these rules require an action to be sponsored by a 
Council member, the City Administrator/Clerk shall note the name of the sponsoring Council member on the 
face of the roll call for said item. 

Rule 54.  Suspension of Rules.  These rules or any part hereof, may be suspended for a specific purpose 
by a two-thirds majority of the Council. 

Rule 55.  Hearings.  Any other rule to the contrary notwithstanding, unless required by statute or 
necessary to conform to proceedings required for a special purpose, a hearing shall commence when declared 
open by the presiding officer and shall close when closed by the presiding officer or by other formal action of 
the Council. 

Rule 56.  Informal Requests.  A member of the Council, before or during the consideration of any matter, 
or in the course of a hearing, may request and receive information, explanations or the opinions of the City 
Attorney, City Administrator/Clerk or any City employee. 

 


