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RULES OF PROCEDURE 

 ALBEMARLE BOARD OF COUNTY SUPERVISORS 
 
These rules of procedure are designed and adopted for the benefit and convenience of the Albemarle 
County Board of Supervisors.  Their purpose is to help the Board conduct its affairs in a timely and efficient 
manner.  They incorporate the general principles of parliamentary procedure found in Robert’s Rules of 
Order’s Procedure in Small Boards and applicable Virginia laws.  The rules of procedure do not create 
substantive rights for third parties or participants in proceedings before the Board.  Further, the Board 
reserves the right to amend the rules of procedure whenever a majority of the Board decides to do so or to 
suspend the rules by a majority plus one vote, as set forth herein.  The failure of the Board to strictly comply 
with the rules of procedure shall not invalidate any action of the Board. 
 
A. Board Members 

 

Unless otherwise specifically provided herein, all Board members have equal rights, 
responsibilities, and authority. Board members will act in a collegial manner and will cooperate and 
assist in preserving the decorum and order of the meetings.  Changes to rules, policies, or 
procedures can only be made at a public meeting of the Board. 

 
B. Officers 
 

1. Chair. The Board at its annual meeting shall elect a Chair who, if present, shall preside at 
such meeting and at all other meetings during the year for which elected.  In addition to 
being presiding officer, the Chair shall be the head official for all the Board’s official 
functions and for ceremonial purposes.  The Chair shall have a vote but no veto.  (Virginia 
Code §§ 15.2-1422 and 15.2-1423) 

 

2. Vice-Chair. The Board at its annual meeting shall also elect a Vice-Chair, who, if present, 
shall preside at meetings in the absence of the Chair and shall discharge the duties of the 
Chair during the Chair’s absence or disability. (Virginia Code § 15.2-1422) 

 

3. Term of Office. The Chair and Vice-Chair shall be elected for one-year terms; but either or 
both may be re-elected for one or more additional terms.  (Virginia Code § 15.2-1422) 

 

4. Absence of Chair and Vice-Chair.  If the Chair and Vice Chair are absent from any meeting, 
a present member shall be chosen to act as Chair. 

 
C. Clerk and Deputy Clerks 
 

The Board at its annual meeting shall designate a Clerk and one or more Deputy Clerks who shall 
serve at the pleasure of the Board.  The duties of the Clerk shall be those set forth in Virginia Code 
§ 15.2-1539 and such additional duties set forth in resolutions of the Board as adopted from time 
to time.  (Virginia Code § 15.2-1416) 

 
D. Meetings 
 

1. Annual Meeting.  The first meeting in January held after the newly elected members of the 
Board shall have qualified, and the first meeting held in January of each succeeding year, 
shall be known as the annual meeting. At such annual meeting, the Board shall establish 
the days, times, and places for regular meetings of the Board for that year. (Virginia Code 
§ 15.2-1416) 

 
 2. Regular Meetings.  The Board shall meet in regular session on such day or days as has 

been established at the annual meeting.  The Board may subsequently establish different 
days, times, or places for such regular meetings by passing a resolution to that effect in 
accord with Virginia Code § 15.2-1416.  If any day established as a regular meeting day 
falls on a legal holiday, the meeting scheduled for that day shall be held on the next regular 
business day without action of any kind by the Board. (Virginia Code § 15.2-1416) 
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If the Chair (or Vice Chair, if the Chair is unable to act) finds and declares that weather or 
other conditions are such that it is hazardous for Board members to attend a regular 
meeting, such meeting shall be continued to the next regular meeting date.  Such finding 
shall be communicated to the members of the Board and to the press as promptly as 
possible.  All hearings and other matters previously advertised shall be conducted at the 
continued meeting and no further advertisement shall be required.  (Virginia Code 
§ 15.2-1416) 

 

Regular meetings, without further public notice, may be adjourned from day to day or from 
time to time or from place to place, not beyond the time fixed for the next regular meeting, 
until the business of the Board is complete.  (Virginia Code § 15.2-1416) 

 
3. Special Meetings.  The Board may hold special meetings as it deems necessary at such 

times and places as it deems convenient.  A special meeting may be adjourned from time 
to time as the Board finds necessary and convenient.  (Virginia Code § 15.2-1417) 

 

A special meeting shall be held when called by the Chair or requested by two or more 
members of the Board.  The call or request shall be made to the Clerk and shall specify 
the matters to be considered at the meeting.  Upon receipt of such call or request, the 
Clerk, after consultation with the Chair, shall immediately notify each member of the Board, 
the County Executive, and the County Attorney.  The notice shall be in writing and delivered 
to the person or to his place of residence or business, or if requested by a member of the 
Board, by electronic mail or facsimile.  The notice shall state the time and place of the 
meeting and shall specify the matters to be considered.  No matter not specified in the 
notice shall be considered at such meeting unless all members are present.  The notice 
may be waived if all members are present at the special meeting or if all members sign a 
waiver for the notice. (Virginia Code § 15.2-1418)  The Clerk shall notify the general news 
media of the time and place of such special meeting and the matters to be considered. 

 
E. Order of Business 
 

1. Agenda.  The Clerk of the Board shall establish the agenda for all meetings in consultation 
with the County Executive and the Chair.  The County Executive and Clerk shall review the 
agenda with the Chair and Vice Chair prior to the meeting.  The first two items on the 
agenda for each regular meeting of the Board shall be the Pledge of Allegiance and a 
moment for silent meditation.  

 

a. At regular meetings of the Board, the order of business shall generally be as 
follows: 

 

1. Call to Order. 
2. Pledge of Allegiance. 
3. Moment of Silence. 
4. Adoption of Final Agenda. 
5. Brief Announcements by Board Members. 
6. Proclamations and Recognitions. 
7. From the Public: Matters Not Listed for Public Hearing on the Agenda. 
8. Consent Agenda. 
9. General Business. 
10. From the Board: Committee Reports and Matters Not Listed on the Agenda. 
11. From the County Executive: Report on Matters Not Listed on the Agenda. 
12.   Adjourn. 
 
A Closed Meeting shall be held whenever necessary. Generally, a Closed Meeting 
will be scheduled either at the midpoint of the agenda or at the end of the agenda 
prior to adjournment. 
 

b. The above order of business may be modified by the Clerk to facilitate the business 
of the Board.  

2. Adoption of Final Agenda.  The draft agenda will be provided to the Board six days prior to 
the regular meeting date.  The first order of business for a regular meeting of the Board       
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shall be to adopt a final agenda for that meeting. The Board may modify the order of 
business as part of the adoption of the final agenda.  In addition, any Board member may 
propose to add additional items to the agenda presented by the Clerk for action if notice of 
that item has been given in writing or by email to all Board members, the Clerk, and the 
County Executive by 5:00 p.m. two days before the date of the meeting or upon the 
unanimous consent of all Board members present.  Any such item shall be added to the 
end of the agenda for discussion or action unless a majority of the members of the Board 
agree to consider the item earlier on the agenda.  The final agenda shall be adopted by a 
majority vote of the members of the Board.  No matter for action not included on the final 
agenda shall be considered at that meeting. 
 

Resolutions may be proposed by a Board member requesting the Board to take a position 
on an issue of importance to the Board.  A Board member requesting the Board to adopt a 
resolution should give notice of the intent to request action on such resolution on a specified 
meeting date and submit a draft of the proposed resolution.  The Clerk will distribute the 
draft resolution with background information, if available, to all Board members.  Board 
members may submit proposed changes to the proposed resolution to the Clerk in a redline 
format.  The Clerk shall forward all comments received from Board members to the Board.  
The Board member requesting the resolution will then coordinate with the Clerk to prepare 
a resolution for consideration by the Board.  The Clerk shall poll the Board members to 
determine if a majority of the Board members support adding the resolution to the agenda 
for consideration.  If a majority of the Board members indicate support for considering the 
resolution, the resolution will be added to the proposed final agenda.  If all Board members 
indicate support for the resolution, the resolution may be placed on the proposed consent 
agenda unless any member requests otherwise.  

 

3. Brief Announcements by Board Members.  “Brief Announcements by Board Members” are 
announcements of special events or other items of interest that are not considered 
committee reports and are not otherwise on the meeting agenda. 
 

4. Proclamations and Recognitions. Proclamations are ceremonial documents or recognitions 
adopted by the Board to draw public awareness to a day, week, or month to recognize 
events, arts and cultural celebrations, or special occasions.  Recognitions are ceremonial 
acknowledgements by the Board of a person for service or achievement. 
 

A request to place a proclamation or recognition on the agenda must be made at least four 
weeks in advance of the meeting date.  The request to advance a proclamation or 
recognition shall be submitted to the Clerk.  If the request is made to a Board member, the 
person making the request will be directed to make the request to the Clerk.  The Clerk will 
advise the person making the request of the process and submittal requirements.  Upon 
the submittal of the request, the Clerk will review the submittal for completeness and 
forward it to Board members for review.  The Clerk will poll Board members to determine 
if a majority of the Board supports adding the proclamation or recognition to the agenda.  
The Clerk will advise the person requesting the proclamation or recognition whether the 
proclamation or recognition will be considered by the Board. 

 

5. From the Public: Matters Not Listed for Public Hearing on the Agenda.  The procedures for 
receiving comment from the public for matters not on the agenda shall be at the discretion 
of the Board.  Unless otherwise decided, due to the number of speakers or for other 
reasons, individuals will be allowed a three-minute time limit in which to speak during the 
time set aside on the agenda for “From the Public:  Matters Not Listed for Public Hearing 
on the Agenda”.   

 

6. Consent Agenda.  The “Consent Agenda” shall be used for matters that do not require 
discussion or comment and are anticipated to have the unanimous approval of the Board.  
There shall be no discussion or comment on consent agenda matters.  Board members 
should ask the County Executive or the staff member identified in the executive summary 
any questions regarding a consent agenda item prior to the Board meeting.  Any Board 
member may remove an item from the consent agenda. Any item removed from the 
consent agenda shall be moved to a specific time or to the end of the meeting agenda for 
further discussion or action.  A matter requiring only brief comment or discussion may be 
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considered immediately after the approval of the consent agenda.  A motion to approve 
the consent agenda shall approve consent agenda items identified for action and accept 
consent agenda items identified for information. 

 

7. General Business.  General Business shall include public hearings, work sessions, 
appointments and other actions, discussions, and presentations. 

 

8. From the Board: Committee Reports and Matters Not Listed on the Agenda.  “From the 
Board: Committee Reports and Matters Not Listed on the Agenda” shall be limited to 
matters that are not substantial enough to be considered as additional agenda items to be 
added to the final agenda. Such matters are not matters to be acted upon by the Board at 
that meeting.  Routine committee reports and information updates by Board members shall 
be presented under this agenda item. 

 

9. Report from the County Executive.  The County Executive will report on matters that the 
County Executive deems should be brought to the Board’s attention and provide updates, 
if necessary, to the monthly County Executive’s Report.   

 

10. Zoning Public Hearings.  Zoning applications advertised for public hearing shall be on the 
agenda for public hearing on the advertised date unless the applicant submits a signed 
written deferral request to the Clerk no later than noon on Wednesday of the week prior to 
the scheduled public hearing.  The first request for a deferral will be granted 
administratively by the Clerk.  The Board will be notified of the deferral in the next Board 
package and the deferral will be announced at the earliest possible Board meeting to alert 
the public of the deferral.  Any request received later than the Wednesday deadline and 
any subsequent request for a deferral for the same application previously deferred will be 
granted only at the discretion of the Board by a majority vote. The deferral shall not be 
granted unless the Board determines that the reason for the deferral justifies the likely 
inconvenience to the public caused by the deferral.  The staff will make every effort to alert 
the public when a deferral is granted. 

 

It is the Board’s preference that a public hearing for a zoning matter should not be 
advertised until all of the final materials for a zoning application have been received by the 
County and are available for public review.  To achieve this preference, applicants should 
provide final plans, final codes of development, final proffers, and any other documents 
deemed necessary by the Director of Community Development, to the County no later than 
two business days prior to the County’s deadline for submitting the public hearing 
advertisement to the newspaper.  Staff will advise applicants of this date by including it in 
annual schedules for applications and by providing each applicant a minimum of two weeks 
advance notice of the deadline.          
 

If the applicant does not submit the required materials by this date, the public hearing shall 
not be advertised unless the applicant demonstrates to the satisfaction of the Director of 
Community Development that good cause exists for the public hearing to be advertised.  If 
not advertised, a new public hearing date will be scheduled.  If the public hearing is held 
without final materials being available for review throughout the advertisement period due 
to a late submittal of documents, or because substantial revisions or amendments are 
made to the submitted materials after the public hearing has been advertised, it will be the 
policy of the Board to either defer action and schedule a second public hearing that 
provides this opportunity to the public or to deny the application, unless the Board finds 
that the deferral would not be in the public interest or not forward the purposes of this 
policy.      
 

Final signed proffers shall be submitted to the County no later than nine calendar days 
prior to the date of the advertised public hearing.  This policy is not intended to prevent 
changes from being made to proffers resulting from comments received from the public or 
from Board members at the public hearing. 
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F. Travel Reimbursement   
 

Board members will be reimbursed travel expenses pursuant to uniform standards and procedures 
that will allow Board members to travel for official County business purposes consistent with the 
prudent use of County funds as follows: 
 
1. Board members may be reimbursed for the following routine travel expenses at the 

County’s authorized car mileage reimbursement rate, provided there are available funds: 
 
a. Mileage for travel by personal vehicle or other travel costs to scheduled Board 

meetings and Board committee meetings for committees to which a Board 
member is appointed, from home or work, if a work day, which is not part of 
routine personal travel; 

 
b. Mileage for travel by personal vehicle or other travel costs to events reasonably 

necessary to prepare for matters scheduled for consideration on the Board’s 
agenda which is not part of routine personal travel (i.e., site visits, informational 
meetings); and 

 
c. Parades and other community gatherings not advertised as Supervisor’s town 

hall meetings to discuss County business.  Travel to use the COB office between 
other personal travel or meetings, shall not be covered. 

 
2. Board members may be reimbursed for the following educational conference travel 

expenses, provided there are available funds:  
 
a. All necessary, actual and reasonable meal, travel and lodging costs (including 

gratuity and excluding alcohol) of attending regional, statewide or national 
meetings at which the Board member represents the County, as approved by the 
Board; and 
 

b. All necessary, actual and reasonable meal, and travel (including gratuity and 
excluding alcohol) of attending legislative or congressional hearings relating to 
official County business. 

 
3. Board members will not be reimbursed for the following travel expenses: 

 
a. Travel to events which are political in nature (i.e., campaigning or partisan 

events);  
 
b. Personal expenses incurred during travel; or 
 
c. Other travel which is not part of the statutory governmental duties of the Board of 

Supervisors that are not provided for in Sections 1 or 2. 
 

4. This policy will be applied and overseen in the following manner: 
 
a. Reimbursement requests shall be made in writing on forms provided by the Clerk 

of the Board and shall itemize the date, number of miles of travel expenses and 
purpose of the meeting.  Mileage for use of a personal vehicle shall be 
reimbursed at the County’s authorized car mileage reimbursement rate.  Other 
reimbursements shall be for the amount of costs expended and shall be 
documented by receipts for actual amounts paid. 
 

b. The Clerk, or his/her designee, will review all travel reimbursement requests and 
the Director of Finance will approve all travel reimbursement requests prior to 
reimbursement. No payment will be made for incomplete submissions or 
information. 
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c. When all allocated funds for Board reimbursements have been expended, there 
will be no further reimbursement for that fiscal year unless the Board 
appropriates additional funding. 

G. Quorum 
 

A majority of the members of the Board shall constitute a quorum for any meeting of the Board.  If 
during a meeting less than a majority of the Board remains present, no action can be taken except 
to adjourn the meeting.  If prior to adjournment the quorum is again established, the meeting shall 
continue.  (Virginia Code § 15.2-1415) 

 

A majority of the members of the Board present at the time and place established for any regular 
or special meeting shall constitute a quorum for the purpose of adjourning such meeting from day 
to day or from time to time, but not beyond the time fixed for the next regular meeting. 
 

H. Remote Electronic Participation 
 

The Board will permit a Board member to participate in a Board meeting electronically from a 
remote location, provided that: 

 

1. On or before the day of the meeting, the member shall notify the Chair that the member is 
unable to attend the meeting due to an emergency or a personal matter or that the member 
is unable to attend the meeting due to a temporary or permanent disability or other medical 
condition that prevents the member’s physical attendance.  The member must identify with 
specificity the nature of the emergency or personal matter.  

 

2. A quorum of the Board must be physically assembled at the primary or central meeting 
location.  The Board members present must approve the participation; however, the 
decision shall be based solely on the criteria in Section H, without regard to the identity of 
the member or matters that will be considered or voted on during the meeting.  The Clerk 
shall record in the Board’s minutes the specific nature of the emergency, personal matter 
or disability and the remote location from which the absent member participated.  If the 
absent member’s remote participation is disapproved because such participation would 
violate this policy, such disapproval shall be recorded in the Board’s minutes. 

 

3. Electronic participation by the absent member due to an emergency or a personal matter 
shall be limited in each calendar year to two (2) meetings. 

 

4. The Clerk shall make arrangements for the voice of the absent member to be heard by all 
persons in attendance at the meeting location.  If, for any reason, the voice of the absent 
member cannot reasonably be heard, the meeting may continue without the participation 
of the absent member. 

 

 (Virginia Code § 2.2-3708.1) 
 
I. Meeting Decorum 

 

1. Meetings shall be conducted so as to provide a civil decorum.  To preserve the order and 
decorum of the meeting, persons will use civil language and will not be permitted to clap 
or make sounds in support of or in opposition to any matter during the meeting (except for 
applause during the recognitions portion of the meeting) or act in any way to disturb or 
disrupt the presentation of any matter on the agenda or the conduct of any discussion, 
public hearing, or public comment time.  Signs shall be permitted in the meeting room so 
long as they are not attached to any stick or pole and do not obstruct the view of persons 
attending the meeting.  Cell phones and other electronic devices shall be muted so as not 
to disrupt or interrupt the meeting. 

  

2. The Chair may ask any person whose behavior is so disruptive as to prevent the orderly 
conduct of the meeting to cease such conduct.  If the conduct continues, the Chair may 
order the removal of that person from the meeting. 
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J. Voting Procedures 
 

1. Approval by Motion.  Unless otherwise provided, decisions of the Board shall be made by 
approval of a majority of the members present and voting on a motion properly made by a 
member and seconded by another member.  Any motion that is not seconded shall not be 
further considered.  The vote on the motion shall be by a voice vote.  The Clerk shall record 
the name of each member voting and how he voted on the motion.  If any member abstains 
from voting on any motion, he shall state his abstention.  The abstention will be announced 
by the Chair and recorded by the Clerk.  A tie vote shall defeat the motion voted upon.  A 
tie vote on a motion to approve shall be deemed a denial of the matter being proposed for 
approval. (Article VII, § 7, Virginia Constitution) 

 
2. Special Voting Requirements.   A recorded affirmative vote of a majority of all elected 

members of the Board shall be required to approve an ordinance or resolution 
(1) appropriating money exceeding the sum of $500; (2) imposing taxes; or (3) authorizing 
the borrowing of money.  (Virginia Code § 15.2-1428) 

 
3. Public Hearings.  The Board shall not decide any matter before the Board requiring a 
 public hearing until the public hearing has been held.  The Board may, however, at its 
 discretion, defer or continue the holding of a public hearing or consideration of such 
 matter. The procedures for receiving comment from the applicant and the public for public 
 hearings shall be at the discretion of the Board.  Unless otherwise decided, the applicant 
 shall be permitted no more than ten minutes to present its application. Following the 
 applicant’s presentation, any member of the public shall be permitted no more than three 
 minutes to present public comment.  Speakers are limited to one appearance at any 
 public hearing.   Following the public comments, the applicant shall be permitted no more 
 than five minutes for a rebuttal presentation. 

 
4. Motion to Amend.  A motion to amend a motion before the Board, properly seconded, shall 

be discussed and voted by the Board before any vote is taken on the original motion unless 
the motion to amend is accepted by both the members making and seconding the original 
motion.  If the motion to amend is approved, the amended motion is then before the Board 
for its consideration.  If the motion to amend is not approved, the original motion is again 
before the Board for its consideration. 

 
5. Previous Question.  Discussion of any motion may be terminated by any member moving 

the “previous question”.  Upon a proper second, the Chair shall call for a vote on the motion 
of the previous question.  If approved by a majority of those voting, the Chair shall 
immediately call for a vote on the original motion under consideration. A motion of the 
previous question shall not be subject to debate and shall take precedence over any other 
matter. 

 
6. Motion to Reconsider.  Any decision made by the Board may be reconsidered if a motion 

to reconsider is made at the same meeting or an adjourned meeting held on the same day 
at which the matter was decided.  The motion to reconsider may be made by any member 
of the Board.  Upon a proper second, the motion may be discussed and voted.  The effect 
of the motion to reconsider, if approved, shall be to place the matter for discussion in the 
exact position it occupied before it was voted upon. 

 
7. Motion to Rescind.  Any decision made by the Board, except for zoning map amendments, 

special use permit decisions, and ordinances, (these exceptions shall only be subject to 
reconsideration as provided above) may be rescinded by a majority vote of all elected 
members of the Board.  The motion to rescind may be made by any member of the Board.  
Upon a proper second, the motion may be discussed and voted.  The effect of the motion 
to rescind, if approved, is to nullify the previous decision of the Board.  Zoning map 
amendments, special use permit decisions and ordinances may be rescinded or repealed 
only upon meeting all the legal requirements necessary for taking action on such matters 
as if it were a new matter before the Board for consideration. 
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K. Board Members Appointed to Boards, Committees and Commissions 
  

The Board appoints its members to a variety of boards, committees and commissions to represent 
the interests of the Board on those entities.  It is important that the Board have confidence that its 
policies and positions are being reflected in that representation.   
 
1. Voting Representatives.  The Board members who are appointed to boards, committees and 

commissions are required to vote on matters that come before those entities in a manner which 
is consistent with the policies and positions of the Board as reflected in previously adopted 
resolutions or official actions of the Board on such matters. 
 

2. Liaison Representatives.  The Board members who are appointed to boards, committees and 
commissions as liaisons are to act as a resource for the board, committee and/or commission 
and are to report to the Board on the activities of the board committee and/or commission. 

 
L. Boards and Commissions 
 

1. Review and creation of boards and commissions shall be as follows: 
 
a. By October 1 of each year, all boards and commissions shall submit a report to the 

Board to include key activities that support their mission and a summary of their 
activities and attendance. 

 
b. On an annual basis the list of active boards and commissions will be evaluated 

and purged of all bodies not required by Federal, State, County or other 
regulations, which have not met at least once during the prior twelve-month period. 

 
c. Whenever possible and appropriate, the functions and activities of boards and 

commissions will be combined, rather than encouraging the creation of new 
bodies. 

 
d.   Any newly created task force or ad hoc committee which is intended to serve for a 

limited time period may be comprised of magisterial or at-large members at the 
discretion of the Board.  The appointment process shall follow that adopted in 
Section B for other magisterial and/or at-large positions. 

 
2. Appointments to boards and commissions shall be as follows: 

 
a. All appointments to boards and commissions based upon magisterial district 

boundaries will be made by the Board.  The Board will consider and/or interview 
candidates recommended by the supervisor of that district. 

 
b. Prior to each day Board meeting, the Clerk will provide the Board a list of expired 

terms and vacancies that will occur within the next sixty days.  The Board will then 
advise the Clerk which vacancies to advertise. 

 
c. In an effort to reach as many citizens as possible, notice of boards and 

commissions with appointment positions available may be published through 
available venues, such as, but not limited to, the County’s website, A-mail, public 
service announcements and local newspapers.  Interested citizens will be provided 
a brief description of the duties and functions of each board, length of term of the 
appointment, frequency of meetings, and qualifications necessary to fill the 
position.  An explanation of the appointment process for both magisterial and at-
large appointments will also be sent to all applicants. 

 
d. All interested applicants will have a minimum of thirty days from the date of the first 

notice to complete and return to the Clerk a detailed application, with the 
understanding that such application may be released to the public, if requested.  
No applications will be accepted if they are postmarked after the advertised 
deadline, however, the Board, at its discretion, may extend the deadline. 
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e. Once the deadline for accepting applications is reached, the Clerk will distribute all 

applications received to the members of the Board prior to the day meeting for their 
review.  For magisterial appointments, the Clerk will forward applications as they 
are received to the supervisor of that district who will then recommend his/her 
appointment.  

 
f. From the pool of qualified candidates, the Board, at its discretion, may make an 

appointment without conducting an interview, or may select applicants to interview 
for the vacant positions. The Clerk will then schedule interviews with applicants to 
be held during the next day meeting.   

 
g. All efforts will be made to interview selected applicants and make appointments 

within ninety days after the application deadline.  For designated agency 
appointments to boards and commissions, the agency will be asked to recommend 
a person for appointment by the Board.  

 
h. All vacancies will be filled as they occur, except that vacancies occurring in 

Community Advisory Councils will be filled on an annual basis at the time regular 
terms expire unless there are more than three vacancies on any Council at the 
same time with more than three months remaining from the annual appointment 
date. 

 
i.  As a condition of assuming office, all citizen members of boards and commissions 

shall file a real estate disclosure form as set forth in the State and Local 
Government Conflict of Interests Act and thereafter shall file such form annually 
on or before January 15. 

 
j.  If a member of a board or commission does not participate in at least fifty percent 

of a board’s or commission’s meetings, the Chair of the body may request the 
Board terminate the appointment, if permitted by applicable law,  and refill it during 
the next scheduled advertising period. 

 
M. Amendment of Rules of Procedure 
 

These Rules of Procedure may be amended by a majority vote of the Board at the next regular 
meeting following a regular meeting at which notice of the motion to amend is given. 

 
N. Suspension of Rules of Procedure 
 

These Rules of Procedure may be suspended by a majority plus one vote of the Board members 
present and voting.  The motion to suspend a rule may be made by any member of the Board.  
Upon a proper second, the motion may be discussed and voted.  The effect of the motion to 
suspend a rule, if approved, is to make that rule inapplicable to the matter before the Board.  
Provided, however, approval of a motion to suspend the rule shall not permit the Board to act in 
violation of a requirement mandated by the Code of Virginia, the Constitution of Virginia, or any 
other applicable law. 

 
O. Rules of Procedure.   
 
 Necessary rules of procedure not covered by these Rules of Procedures shall be governed by 

Robert's Rules of Order Procedure in Small Boards.  Such rules provide: 
 

1. Members are not required to obtain the floor before making motions or speaking, which 
they can do while seated. 

 
2. There is no limit to the number of times a member can speak to a question, and motions 

to close or limit debate generally should not be entertained. 
 
3. Informal discussion of a subject is permitted while no motion is pending. 
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4. Sometimes, when a proposal is perfectly clear to all present, a vote can be taken without 

a motion having been introduced.  Unless agreed to by unanimous consent, however, all 
proposed actions of a board must be approved by vote under the same rules as in other 
assemblies, except that a vote can be taken initially by a show of hands, which is often a 
better method in such meetings. 

 
5. The chair need not rise while putting questions to vote. 
 
6. The chair can speak in discussion without rising or leaving the chair; and, subject to rule 

or custom within the particular board (which should be uniformly followed regardless of 
how many members are present), the chair usually can make motions and usually votes 
on all questions. 

 
 * * * * * 
 
(Adopted 2-15-73; Amended and/or Readopted 9-5-74, 9-18-75; 2-19-76; 1-3-77; 1-4-78; 1-3-79; 1-2-80; 
1-7-81; 1-6-82; 1-5-83; 1-3-84; 1-2-85; 1-3-86; 1-7-87; 1-6-88; 1-4-89; 1-2-90; 1-2-91; 1-2-92; 1-6-93; 
1-5-94; 1-4-95; 1-3-96; 1-2-97; 1-7-98; 1-6-99; 1-5-2000; 1-3-2001; 1-9-2002; 1-8-2003; 1-7-2004; 1-5-
2005; 1-4-2006; 1-3-2007; 1-9-2008; 1-7-2009; 1-6-2010; 1-5-2011; 1-4-2012; 1-09-2013; 1-8-2014; 7-9-
2014; 1-7-2015; 1-6-2016). 


