
DIVISION 2. - MEETINGS 

Subdivision I. - In General  

Sec. 2-51. - Meetings to be public; attendance; order of business.  

All meetings of the council shall be open to the public. Promptly at the hour set for each meeting, the 
members of the council, the city attorney, the city manager, the city clerk, and such of the department 
heads as shall have been requested by the council or the city manager to be in attendance shall be in 
attendance in the council chamber. The agenda shall constitute the order of business, unless otherwise 
determined by a majority of the membership of the council then present.  

(Code 1982, § 2-32; Ord. No. 2014-02, § 2, 1-28-14)  

Charter reference— Meetings to be public, § 3.09(a).  

State Law reference— Meetings to be open to public, F.S. § 286.011. 

Sec. 2-52. - Agenda.  

(a)  There shall be an official agenda for each regular meeting of the city council, which shall determine 
the matters of business to be considered at the meeting and the order in which the items shall be 
presented. Matters may be proposed for placement on the agenda by the mayor, any 
councilmember, the city manager, the city clerk, and the city attorney. All minutes of prior meetings 
requiring approval and all ordinances, resolutions, contract documents, reports, communications and 
other matters to be submitted to the council shall be delivered to the city clerk not later than 12:00 
noon on Monday of the week preceding the regularly scheduled Tuesday meeting. The city clerk, 
upon receipt of the agenda items, shall immediately prepare the agenda by listing such matters 
according to the order of business and furnish each member of council, the city manager, and the 
city attorney with a copy of the agenda, together with copies of the documents and papers which are 
pertinent thereto, on Wednesday of the week preceding a regular meeting or as far in advance of the 
meeting as time for preparation will permit.  

(b) The city council shall not take action upon any matter, proposal, report or item of business which 
is not listed upon the agenda except those of an urgent nature and concerning which a majority of the 
membership of the council shall have first consented to the presentation thereof for consideration and 
action.  

(Code 1982, § 2-33; Ord. No. 2008-06, § 1, 3-25-08; Ord. No. 2014-02, § 2, 1-28-14) 

Sec. 2-53. - Addressing council.  

(a)  Except for quasi-judicial public hearings, any person desiring to present his views on any matter 
over which the council has control may do so in the following manner:  

(1)  Written communications. Interested parties or their authorized representatives may address the 
council by written communications, including emails or other electronic means, in regard to 
matters under discussion. Such communications shall be copied to each member of the council 
by the city clerk.  

(2)  Oral communications. Members of the public or their legal representatives, may request to 
address the council by oral communications on any matter concerning the city's business or on 
any matter over which the council has control; provided that those persons have notified the city 
clerk by 12:00 noon of the Monday of the week immediately preceding the Tuesday council 



meeting of their desire to speak in order that their names may appear on the agenda. Those not 
making previous arrangements will be allowed to speak during audience participation as set 
forth in subsection (3) of this section.  

(3)  Audience participation. The council will hear comments, concerns or questions from members 
of the public present at the meeting during defined time periods for public comment on the 
agenda. Any person wishing to speak shall complete and submit a request to speak card prior 
to the start of the applicable opportunity for public comment. Any single presentation must be 
limited to five minutes for city residents, city property owners, and owners of businesses within 
the city limits and two minutes for all other speakers unless other time limits are established. 
Comments will be permitted on agenda items at the time the item is under consideration by the 
council if a request to speak card has been submitted to the city clerk.  

(4)  Addressing council. Each person addressing council shall speak into the microphone and shall 
limit his address to the time granted by subsection (3) above. The time limits will be strictly 
enforced. Time limits for any member of the public may be extended at the discretion of the 
presiding officer. All remarks shall be addressed to the council as a body and not to any 
member thereof. There is to be no interruption during the presentation; however, at its 
completion, any councilmember may, through the chair, ask questions with the intent of 
receiving pertinent information but will not enter into a debate. The person will then be 
dismissed from the dais. Then council may open the question for their discussion. In all areas 
other than public hearings or audience participation, the audience will not be allowed to speak, 
unless it is approved by four affirmative votes of council.  

(5)  Improper remarks or conduct. Any person making personal, impertinent or slanderous remarks, 
or who shall become boisterous or disorderly, or who speaks longer than the allotted time 
without permission, or who speaks vulgarities, may be requested to leave the meeting and may 
be barred from further presentation before the council at that meeting by the presiding officer.  

(6)  Enforcement of time limits. The city clerk or his designee shall indicate by a bell, light, buzzer 
or voice when the allotted time has expired.  

(7)  Order of audience participation. Regardless of pro or con standing, citizens shall be asked to 
speak on the issue in the order called by the city clerk, with city residents, city property owners 
and owners of businesses within the city limits being called first.  

(b)  Quasi-judicial hearings shall be conducted in substantially the following manner:  

(1)  All speakers shall sign and submit a request to speak card, which shall contain an oath or 
affirmation that the testimony to be given will be truthful.  

(2)  Affected party. City council may allow a person or entity to intervene as an affected party if they 
have an interest in the application which is different than the public at large. At least three 
business days prior to the hearing, the person or entity shall complete an application for 
affected party status and submit it to the city clerk's office.  

(3)  Designated representative. Members of the public, an association, corporation, legal entity, or 
group who wish to communicate the same message or provide the same competent substantial 
evidence to the city may choose a designated representative to speak on the members' behalf, 
rather than individual members of the group speaking. Designated representatives shall submit 
a written list of the members they represent and shall verify that the representative speaks on 
behalf of the members. Such verification may be by testimony under oath or by notarization. 
Members of the public on the written list shall cede their time for public comment to the 
designated representative, who shall be granted additional time to speak based on the number 
of members represented. Designated representatives shall be considered participants and not 
an affected party.  

(4)  The order of the hearing should generally be as follows:  

a.  The mayor, or designee, shall open the public hearing and call upon the city clerk to read 
the title of the proposal before council.  



b.  The mayor and councilmembers shall disclose any conflicts of interest and ex parte 
communications.  

c.  City attorney shall raise any preliminary matters including whether there are any requests 
for affected party status.  

d.  City council decides on any preliminary matters including affected party status.  

e.  Staff makes a presentation, if requested.  

f.  After the staff presentation, the applicant may make a presentation.  

g.  Any affected party may make a presentation.  

h.  Cross examination of witnesses may occur after each presentation.  

i.  City council shall hear any public comment whereupon the public comment portion of the 
public hearing shall be closed.  

j.  Staff may offer rebuttal or a summary.  

k.  Any affected party may offer rebuttal or a summary.  

l.  The applicant may offer rebuttal or a summary.  

(5)  During the course of the hearing, councilmembers may ask questions through the mayor, or 
designee, of the person testifying. The timing of these questions shall be at the sound discretion 
of the mayor, or designee, in consultation with the presenter in order to facilitate and achieve an 
orderly public hearing process. After rebuttal, the mayor, or designee, shall close the public 
hearing but may allow staff, the applicant or any affected party to respond to specific questions 
from councilmembers.  

(6)  Staff shall submit written material in accordance with the requirements of this Code. Any written 
material the applicant and any affected party wishes to have considered by city council should 
be submitted at least three business days prior to the hearing. The hearing may be continued to 
the next available agenda at the discretion of city council if any substantive written material is 
submitted thereafter. All material submitted shall be made part of the record except for material 
specifically excluded by law.  

(7)  Staff, the applicant and any affected party shall each be entitled to 30 minutes for presentation. 
All other persons shall be entitled to five minutes. Rebuttal shall be limited to 15 minutes. To 
ensure that due process is afforded, time limits may be extended by vote of the majority of 
councilmembers present. All time limits shall be enforced by the city clerk and shall not include 
the time for council questions or presenter's responses.  

(8)  Statements of counsel, or any non-attorney representative, shall only be considered as 
argument and not testimony unless counsel or the representative indicates at the start of their 
presentation that they are a fact witness, is sworn in, and the testimony is based on personal 
knowledge of the matters which are the subject of the statements.  

(9)  All evidence of a type commonly relied upon by reasonably prudent persons in the conduct of 
their affairs shall be admissible, whether or not such evidence would be admissible in a court of 
law in Florida. Irrelevant, immaterial, harassing, defamatory or unduly repetitive evidence shall 
be excluded. Hearsay evidence may be used for the purposes of supplementing or explaining 
other evidence, but it shall not be sufficient by itself to support a finding unless it would be 
admissible over objection in a civil action.  

(10)  Any person making personal, impertinent or slanderous remarks, or who shall become 
boisterous or disorderly, or who speaks longer than the allotted time without permission, or who 
speaks vulgarities, may be requested to leave the meeting and may be barred from further 
presentation before the council at that meeting by the mayor, or designee.  



(11)  City council shall vote on the matter within 30 days of closing the public hearing unless the 
mayor, or designee, announces at the close of the public hearing that a vote will be taken on a 
specific date beyond the 30-day period.  

(Code 1982, § 2-34; Ord. No. 2008-06, § 2, 3-25-08; Ord. No. 2014-02, § 2, 1-28-14; Ord. No. 
2017-10 , § 2, 4-11-17; Ord. No. 2018-38 , § 2, 11-28-18; Ord. No. 2019-02 , § 2, 1-8-19) 

Sec. 2-54. - Minutes.  

Minutes of council meetings shall contain a concise and accurate summary of actions taken at the 
meeting, but shall not include verbatim comments from councilmembers or of persons making 
presentations to council.  

(Code 1982, § 2-36; Ord. No. 2014-02, § 2, 1-28-14) 

Secs. 2-55—2-70. - Reserved. 

Subdivision II. - Rules of Procedure[3]  

 

Footnotes:  

--- (3) ---  

Charter reference— Procedure for council, § 3.09.  

Sec. 2-71. - Generally.  

The rules of procedure in this subdivision shall govern all meetings of city council.  

(Code 1982, § 2-31; Ord. No. 2014-02, § 2, 1-28-14) 

Sec. 2-72. - Robert's Rules of Order to govern.  

Except as otherwise provided by the Charter and this Code, the conduct of business of the city 
council shall be governed by Robert's Rules of Order (latest edition).  

(Code 1982, § 2-31(1.01); Ord. No. 2014-02, § 2, 1-28-14) 

Sec. 2-73. - Time and place of regular meetings.  

City council will hold regular meetings on the second and fourth Tuesday of each month in council 
chambers of City Hall at a time to be determined by the city clerk or whatever other day, time or place 
within the corporate boundaries of the city as may be deemed temporarily expedient by the city clerk; 
provided, however, the public is properly notified. City council may cancel regular meetings at its 
discretion. When the day fixed for any regular meeting of city council falls upon a day designated by law 
as a legal or national holiday, such meeting shall be canceled.  

(Code 1982, § 2-31(1.02); Ord. No. 2011-13, § 1, 9-27-11; Ord. No. 2014-02, § 2, 1-28-14; Ord. 
No. 2014-13, § 2, 5-13-14) 

http://newords.municode.com/readordinance.aspx?ordinanceid=823939&datasource=ordbank
http://newords.municode.com/readordinance.aspx?ordinanceid=925146&datasource=ordbank
http://newords.municode.com/readordinance.aspx?ordinanceid=933645&datasource=ordbank


Sec. 2-74. - Special meetings.  

(a)  Generally. A special meeting of city council may be called by the mayor, or in his absence by the 
vice-mayor, or by any four members of the council, upon 24 hours' notice in writing, signed by the 
persons calling the meeting and stating the date and hour of the meeting and the purpose thereof; 
and no business shall be transacted thereat except such as is stated in such notice. Every notice of 
a special meeting shall be prepared by the city clerk and posted at City Hall in a prominent place. 
The city clerk or his designee shall notify each member of the council by telephone and/or email.  

(b)  Emergency meetings. Whenever an emergency exists which requires immediate action by city 
council, a special meeting may be called at any time, as provided for in subsection (a) of this section, 
by notifying the city clerk, who shall cause a meeting to be called on short notice for the emergency 
purpose and for that purpose only. If, after exercising due diligence, the city clerk is unable to give 
notice of such emergency meeting to the mayor and each councilmember, such failure shall not 
affect the legality of the meeting if a quorum is in attendance. A written waiver of notice of the time 
and purpose thereof, signed by all members present, shall be made a part of the official record of the 
meeting.  

(c)  Workshop meetings. Workshop meetings may be called to informally discuss matters relating to city 
business. No formal action shall be taken at a workshop meeting. However, items on which there is a 
consensus may be placed on a future agenda of a council meeting. Notice of workshop meetings 
shall be posted at least 24 hours in advance at City Hall and on the city's website.  

(Code 1982, § 2-31(1.03); Ord. No. 2014-02, § 2, 1-28-14) 

Sec. 2-75. - Presiding officer; voting; motions and debate; preservation of order.  

(a)  Presiding officer; voting. The mayor shall moderate and chair all meetings of city council. In the 
absence of the mayor, the vice-mayor will assume the duties of the chair. In the absence of both the 
mayor and vice-mayor, city council shall elect a chair from those present; such substitution shall not 
continue beyond adjournment. The chair shall state all questions submitted for a vote and announce 
the result. A roll call vote shall be taken upon the request of any member and on first and final 
reading of all ordinances and resolutions.  

(b)  Motions and debate.  

(1)  While city council is in session, members are expected to preserve order and decorum; and a 
member shall not, by conversation or otherwise, delay or interrupt the proceedings or the peace 
of city council, or disturb any member while speaking, or refuse to obey the orders of city 
council or its presiding officer. When addressing the assembly, councilmembers shall address 
one another by official titles thus: "Mr. Mayor," "Mr. Jones" or "Councilmember Jones."  

(2)  In debate, each member has the right to speak twice on the same question on the same day 
and may speak to the question again only if he has not used up his allotted ten minutes. A 
councilmember who has spoken twice on a particular question on the same day has exhausted 
his right to debate that question for that day, without the permission of the majority of city 
council. Without the permission of city council, no one may speak longer than ten minutes on a 
particular question. The motion to move the question shall not be entertained until each member 
present has had at least one opportunity to speak.  

(c)  Preservation of order. The chair shall preserve order and decorum; prevent attacks on personalities 
or the impugning of member's motives and confine members in debate to the question under 
discussion. He may call to order any person who is being disorderly by speaking or otherwise 
disrupting the proceedings, by failing to be germane, by speaking longer than the allotted time or by 
speaking vulgarities. The chair shall determine all points of order, subject to the right of any member 
to appeal to city council. If any appeal is taken, the question shall be, "Shall the decision of the chair 
be sustained?"  



(Code 1982, § 2-31(1.04)(a)—(c); Ord. No. 2014-02, § 2, 1-28-14) 

Secs. 2-76—2-100. - Reserved.  

Editor's note— Ord. No. 98-1, § 1, adopted Jan. 13, 1998, repealed § 2-76, which pertained to 
attire of city officers and staff, and which derived from Code 1982, § 2-31(1.04)(d).  


