APPENDIX A
Town of Cape Charles

Guidelines for Citizen Participation

Town Council meetings are open to the public, except when the Council invokes the provisions of the
Virginia Freedom of Information Act to discuss an authorized topic under a closed (Executive) session. A
period of Public Comment shall be provided as part of the Agenda for the Council’s regular monthly
meetings. The Public Comment period is an obligation of the Council to provide members of the public an
opportunity to address the Council on legitimate matters of town business. This period shall be governed
by the following provisions:

Eligibility

Only those citizens with standing in the Town of Cape Charles will be provided the opportunity to provide
input during the Public Comment period. Citizens with standing include full-time residents, property
owners, and business owners within the corporate boundaries of the Town of Cape Charles. State,
federal, and county officials representing/serving the Town of Cape Charles are also eligible. When
eligibility is called into question, input may be provided upon affirmative vote of the Council.

Registering

Persons having an interest in making in-person comments to the Town Council during the Public
Comment period must register on a sign-up sheet, including their name and basis for standing, indicating
the item or topic on which they wish to speak. The sign-in sheet is available at the main entrance to the
Council meeting and must be completed prior to the start of the meeting. The Mayor will recognize
speakers at the appropriate time.

Persons having an interest in providing written comments to the Town Council during the Public
Comment period must provide such comments to the Town Clerk no later than 60 minutes prior to the
start of the meeting. Written comments must include a full name, basis for standing, and the agenda item
or topic on which they wish to comment. The Clerk will read authorized comments into the record
following all in-person speakers during the Public Comment period.

Members of Council are not permitted to sign-up and make comment during the Public Comment period
unless an agenda item being considered has a direct impact upon the Council member or his/her
interests, they have declared a potential conflict of interest, and the remaining Council members have
voted to excuse that Council member from official action on the related item.

Regulations:
Cell Phone and Recordings

e Ringers on cell phones or pagers shall be turned off during the time that persons are at a
Town Council meeting.

e The taking of photographs and video or audio recordings of a speaker or the activities during a
meeting of Town Council shall be no closer than the front row of seating or other location
designated by the Mayor or presiding officer to avoid disruption to the meeting and to
promote public safety. The photographer or recorder shall take steps to avoid obstructing the
aisles or other areas for any length of time in such a manner as to prevent other citizens from
taking photographs, or to block the view of other citizens attending the meeting. No flashes or
lighting devices may be used by photographers or operators of video recording equipment.
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Speaking

When a speaker is called by the Mayor or presiding officer, the following is required:

Speakers shall speak into the microphone to ensure that their name and remarks are heard
and recorded as a part of the record of the meeting.

Speakers shall state their full name and basis for standing and topic to which they are
speaking.

If a speaker represents a group or organization, the speaker shall indicate the name of the
organization and the speaker's relationship to the group or organization. Speakers may ask
others from their group or organization to stand at their seats to be recognized while the
group's or organization's name is announced, but non-speakers or individual members are not
permitted to stand with the speaker at the podium and for safety reasons, no members of the
group or organization are permitted to stand in the aisles or doorways at Town Council
meetings. Those members of a group or organization who do stand when the name of the
group or organization is announced shall then be seated.

Speakers shall address remarks to the Mayor and members of Council and not to the audience.
Speakers shall state their position, give the facts to substantiate their position, and relate the
concerns they believe the Town Council should consider.

Speaker’s comments will be made part of the record and a written copy should be delivered to
the Town Clerk for inclusion. If other supportive material is available, it should also be
delivered to the Town Clerk for the record.

Speakers shall refrain from campaigning for public office, personal attacks upon members of
the Town Council, Town employees or officials, or any other person.

Speakers shall refrain from words or statements which, from their usual construction and
common acceptance, are construed as insults or which have a tendency to cause an act of
violence or a breach of the peace.

Speakers shall refrain from abusive language, obscenity, vulgarity, and profanely cursing or
swearing.

Speakers shall refrain from actions that would interrupt the public meeting.

All comments must come directly from the speaker.

Time limitations for remarks

In-person speakers shall confine their remarks to no more than three (3) minutes. Speakers
will be advised when their three (3) minutes have concluded.

Persons providing written input must limit their comments to no more than can be read by
the Town Clerk within three (3) minutes. Written comments provided beyond what can be
read during the allotted time will not be entered into the record.

Speakers cannot "yield," "transfer” or "designate" their time to another speaker in an effort to
provide another speaker more than the allotted three (3) minutes.

The Mayor or other presiding officer shall have the right to limit redundant remarks, as well
as the overall time provided for remarks based on consideration of the time available and the
need to complete the meeting efficiently.

After a speaker has concluded his or her remarks, the speaker shall be seated.
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Decorum and order

e For safety reasons, petitioning, picketing, displaying signs or posters, solicitation,
demonstrating, pamphlet distribution, conducting polls, and blocking of the entryway shall
not be permitted at a Town Council meeting or within one hundred (100) feet of any doorway
to the meeting location.

e These guidelines do not preclude speakers, when addressing the Town Council, from
delivering to the Council members by way of the Town Clerk written materials including
reports, statements, exhibits, letters, or signed petitions. Nor do these guidelines preclude
those addressing the Town Council from using a chart or graph during their remarks.

e Speakers and members of the audience shall be respectful of others, even if they do not agree
with others’ comments.

e The Mayor or other presiding officer shall preserve decorum and shall decide all questions of
public order.

e At the request of the Mayor or Town Manager, one or more persons, including Town police
officers shall act as sergeant-at-arms or sergeants-at-arms at all Town Council meetings. The
sergeant-at-arms or sergeants-at-arms shall, under the direction of the Mayor or other
presiding officer, have charge of the Council meeting location, and shall prevent disorder or
interruption of the business of Town Council.

e Applause shall be permitted only during awards and presentations. Flash photography will be
permitted at this time.

e Violation of these rules by speakers or members of the audience shall enable the Mayor or
other presiding officer to rule the speaker or member of the audience out of order and by
directive to have the speaker or member of the audience removed from the meeting, if
necessary, and to take such other steps the Mayor or other presiding officer deems
appropriate. The Mayor’s or other presiding officer’s decision to remove or rule a speaker or
member of the audience out of order shall be final. One (1) warning will be given and if not
heeded, the speaker or member(s) of the audience shall be escorted from the meeting.

e Any citizen is welcome to address their concerns informally with the Mayor, Town Council or
Town Manager at any time outside of a Town Council meeting.

Town Council Response

Council members or Town employees shall not respond to questions posed nor address or rebut
speaker’s statements made during the Public Comment period. The Council, at its discretion, may direct
matters raised during the Public Comment period be placed on the Agenda of a future meeting.

The Town Council hopes these Guidelines will encourage the greatest possible participation by citizens in
the Town Government.

Applicability

While these guidelines reference the Town Council specifically, they shall also apply to all Town boards,
commissions, and committees as appropriate.

Thank you for your interest and participation in your Town Council meeting. The Mayor and Town

Council invite and encourage you to attend whenever possible because good, responsive government
depends on the interest and involvement of all citizens.
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