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RULES AND PROCEDURES OF THE HUMAN RIGHTS COMMISSION
CITY OF CHARLOTTESVILLE, VIRGINIA

The Human Rights Commission, established pursuant to Article XV, Sections 2-430 to 2-443 of the
Charlottesville City Code (the Charlottesville Human Rights Ordinance), hereby adopts the following
rules and procedures for the execution of its duties and responsibilities thereunder:

1. Composition of the Human Rights Commission

1.1. The Commission membership shall consist of no less than nine members appointed by City
Council, and shall be broadly representative of the City's population, with consideration of
racial, gender (including gender identity, transgender status, and sexual orientation), religious,
ethnic, disabled, socio-economic, geographic neighborhood and age groups within the City.

1.2 Of the members first appointed, at least three shall be appointed for terms of three years, at
least three shall be appointed for terms of two years, and at least three shall be appointed for
terms of one year. Thereafter members shall be appointed for terms of three years each.
Despite the expiration of a member’s term, the member shall continue to serve until a successor
is appointed by City Council. Any vacancy during a term shall be filled by the City Council for the
unexpired portion of that term. Following notice to the member, any member of the
Commission may be removed for good cause by a majority vote of City Council.

1.3 Members of the Commission shall serve without compensation, but funds may be
appropriated in the City’s annual budget for reasonable and necessary expenses to be incurred
by Commission in the conduct of its prescribed functions.

2. Officers and Duties

2.1 Officers. The officers of the Human Rights Commission shall be a Chair, a Vice Chair and a
Secretary, who shall have the duties set forth below.

2.2 Duties of Officers.

2.2.1 Chair. The Chair shall be elected from the Commission's membership. It shall be
the duty of the Chair to execute all documents on behalf of the Commission, to act as
liaison between the Commission and the Office of Human Rights and Director of the
Human Rights Commission, to cause all resolutions, approvals and other actions of the
Commission to be executed or carried out, to determine that all matters delegated to
the Commission by state statute, city ordinance, or at the instance of the City Council
are properly brought before the Commission.

2.2.2. Vice Chair. The Vice Chair shall be elected from the Commission's membership and
shall exercise the powers and perform the duties of the Chair during the absence,
disability or disqualification of the Chair.
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2.2.3. Secretary. The Director of the Human Rights Commission or designated staff shall be
the Secretary of the Commission. If the position of Director of the Human Rights
Commission is vacant, then the Acting Director or other person designated by the City
Manager shall serve as Secretary until the position of Director is filled. The Secretary shall
not be a member of the Commission and shall have no right to vote. It shall be the duty of
the Secretary to keep minutes of the Commission's proceedings in accordance with the
requirements of the Virginia Freedom of Information Act (“FOIA”) and any other
applicable provisions of law; to give notices required by law or these bylaws; to prepare, in
consultation with the Chair, the agenda for all meetings of the Commission; to be
custodian of and maintain the Commission's public records and other records, as required
in the performance of its duties and functions; to inform the Commission of
correspondence relating to the business of the Commission and to respond to such
correspondence unless responsibility is otherwise assigned by the Chair; to act as liaison
with the City Manager, City departments and agencies, and to execute on behalf of the
Commission any documents requiring the signature of the Secretary. In the event the
Secretary is absent from any meeting, the Chair presiding at the meeting shall designate
an individual to perform the duties of Secretary for that meeting.

2.3 Terms, Vacancies, and Ad-Hoc Elections. The term of office for the Chair and Vice Chair shall be
for one year. The Chair shall be eligible for reappointment to no more than one additional one-
year term.-Should any vacancy occur among the offices of the Chair or Vice Chair during the term
of office, the Commission shall fill that vacancy as promptly as practicable. The following
procedure shall be used to fill such vacancies.

2.3.1 When a vacancy occurs in the office of Chair or Vice Chair during the term of office,
the Secretary shall promptly notify all Commission members of the vacancy and place the
matter of filling the vacancy on the agenda for the next regular meeting, or a special
meeting may be called pursuant to Section 3.4. To conduct the election, a quorum as
defined in Section 4.1 must be present at the meeting.

2.3.2 The Secretary shall preside over the meeting during the officer elections process.

2.3.3 At the meeting designated for the election, the presiding officer shall call for
nominations from the floor, with only names that are moved and seconded being placed
in nomination. Any Commission member may move or second their own name. After it
appears no one else wishes to make a nomination, the presiding officer will ask if there are
any further nominations, and if there are no responses, nominations shall be declared
closed.

2.3.4 If both the Chair and Vice Chair positions are vacant, the election for the office of
Chair will be held first, followed by the election for the office of Vice Chair. If only the Vice
Chair position is vacant, Commissioners shall begin with the election for the office of Vice
Chair.

2.3.5 Commissioners will then vote on the first person nominated for the vacant office. A
Commission member who is nominated may vote for themselves.
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2.3.6 If a majority of those present and voting affirmatively vote for the first candidate,
that person is elected to the vacant office, and there is no further voting. If the first
candidate does not receive a majority, the Commission will then vote on the second
person nominated. If no nominee receives a majority, no further voting may occur during
that meeting unless there is a motion, second, and affirmative vote to reopen
nominations, in which case the process described in this paragraph will be repeated in
consideration of any newly or renominated candidates.

2.3.7 Following the election, offices are effective immediately. Following an election for
the office of Chair, the newly-elected Chair will preside over the remainder of the meeting.
The individual(s) elected shall serve for the balance of the unexpired term of that office
until the next annual election in January. Service of the balance of an unexpired term shall
not be considered a full term for purposes of eligibility for reappointment to an office,
when applicable.

2.4 Annual Officer Elections Procedures. The Chair shall appoint a nominating committee of no less
than three members of the Commission, who shall meet in October of each year to make
recommended nominations for the offices of Chair and Vice Chair. The recommended slate will

be presented to the full Commission at the December meeting. At the Commission's January
meeting of each year, the officer election rules below may be invoked by any member who wishes
to make nominations in addition to the Nominating Committee's

recommended slate.

2.4.1 The Secretary will Chair the meeting during the officer elections process.

2.4.2 The Secretary will ask for nominations for the Office of Chair. Only names that are
moved and seconded will be placed in nomination. Any Commission member may move or
second their own name. After one or more persons are nominated and it appears that no
one else wishes to make a nomination, the Secretary will ask if there are any further
nominations. If there are no responses, the Secretary will declare that nominations for the
Office of Chair are closed.

2.5.5 Commissioners will then vote on the first person nominated for the Office of
Chair. A Commission member who is nominated may vote for themselves.

2.5.6 If a majority of those present and voting affirmatively vote for the first candidate,
that person is elected Chair and there is no further voting. If the first candidate does
not receive a majority, the Commission will then vote on the second person
nominated. If no nominee receives a majority, there will need to be a motion, second,
and vote on reopening nominations.

2.5.7 After a Commissioner is elected as Chair, the same procedure will be followed for
the election of Vice-Chair. Following the election of the Vice-Chair, the newly-elected
Chair will chair the remainder of the meeting.
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3. Meetings

3.1 Election Meetings. The Commission shall hold an annual election meeting, which shall take
place during the first regular meeting of the Commission in the month of January of each year.
At this meeting, the members of the Commission shall elect officers. The Commission may also
conduct such other business as shall be placed on the agenda in accordance with the
provisions of these bylaws.

3.2 Annual Planning Meetings. The Commission shall hold an annual planning meeting, which
shall take place during the regular meeting of the Commission in the month of March of each
year. At the annual planning meeting, the members of the Commission shall adopt the work
plan for the ensuing year. The Commission may also conduct such other business as shall be
placed on the agenda in accordance with the provisions of these bylaws.

3.3 Regular Meetings. Regular meetings shall be held on the third Thursday of each month. The
basic order of business will be as set forth in 4.3, following below.

3.4 Special Meetings. Special meetings may be called by the Chair, the Vice Chair in theabsence
of the Chair, or by any two members, upon written request to the Secretary.

3.5 Work Sessions. Work sessions are special meetings that may be held at the request of the
Chair, or the Vice Chair in the absence of the Chair. Work sessions shall be held for the purpose
of inquiry and discussion and no official action shall be taken at such meetings.

3.6 Public meetings; exceptions for Closed Sessions. Meetings of the Commission shall be open
meetings, as that term is defined within FOIA, except that the Commission may hold closed
meetings when authorized pursuant to Va. Code Section 2.2-3711, and upon compliance with
the closed meeting procedures and certification requirements set forth within Va. Code Section
2.2-3712.

3.7 Notice of Meetings.

3.7.1. The Secretary shall give notice of all meetings (annual, regular, special, and work
session) to all members of the Commission, three days prior to such meeting, or, for a
special meeting or work session, such other notice as is reasonable under the
circumstances. Such notice shall state the time and place of such meetings. With
respect to regular meetings and the annual meeting, such notice shall be accompanied
by an agenda prepared in accordance with the provisions of these rules and procedures
and accompanied by such documentation as may be reasonable to permit the members
of the Commission to consider the business which they are called upon to act. With
respect to work sessions and special meetings, the notice shall state the purpose of the
meeting or the nature of the discussion or inquiry to be undertaken and shall be
accompanied by such documentation as may be available and practicable to provide to
enable the members of the Commission to thoughtfully consider the business to come
before the meeting.
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3.7.2. The Secretary shall place notice of the date, time, and location of each
Commission meeting in a prominent public location at which notices of City Council
meetings are regularly posted and shall also post such notice on the City’s website.
This public notice shall be posted at least three (3) working days prior to the
meeting; however, notice of a special meeting or work session may be given upon
fewer than 3 days’ notice, if reasonable under the circumstances and if such notice
is given contemporaneously with the notice provided to Commission members. At
least one copy of all agenda packets and, unless a specific FOIA exemption applies,
all materials furnished to Commission members for a meeting, shall be made
available for public inspection in the office of the Director at the same time such
documents are furnished to the Commission.

3.7.3. For the purposes of this section, and as used throughout these rules and
procedures, the term “notice” shall mean and include any format within the definition
of a “public record” set forth in FOIA, at Virginia Code Sec. 2.2-3701.

4. Conduct of Meetings.

4.1 Quorum. A majority of currently serving Commissioners (“quorum”) must be in
attendance at a meeting of the Commission in order for business to be legally transacted.
Except as expressly provided in Virginia Code Section 2.2-3708(G) or 2.2-3708.1, the
Commission shall not conduct a meeting where its business is discussed or transacted through
any means of communication where the members are not physically assembled.

4.2 Procedure. All meetings of the Commission shall be conducted in accordance with Martha’s
Rules of Order as amended and adopted by the Commission on February 20, 2020. The Chair of
the Commission, or in their absence, the Vice Chair, or in the absence of both, the person
having been designated by the Chair as parliamentarian, shall preside at meetings of the
Commission.

4.3 Proceedings. At any meeting of the Commission, the Commission may hear, review, discuss
and act upon, and otherwise transact business related to, any matters within its role, and within
the scope of its duties and responsibilities, as described within the Charlottesville Human Rights
Ordinance. At any regular meeting and annual meeting of the Commission, the order of
business to come before the meeting shall be as expressed on the agenda sent out with the
notice of the meeting provided, however, the presiding officer, with the consensus or
affirmative vote of a majority of the Commissioners, may change the order of business on the
agenda for any reason, or may add a matter to the agenda.

4.4 Voting. All business transacted by the Commission shall be authorized by a vote of the
majority of members present and voting taken at a lawful meeting conducted in accordance
with these rules and procedures. At all meetings of the Commission, each member present
shall be entitled to cast one vote providing there is a physical quorum. A decision on whether
to hold a public hearing on a complaint of an unlawful discriminatory practice shall not be valid
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unless authorized by a majority of the full Commission members. No vote of the Commission
shall be taken by secret or written ballot. A member may vote by telephone or other electronic
communication means as expressly authorized by FOIA Section 2.2-3708.1.

4.5 Committees. The Commission may, in its discretion, delegate any of its duties or
responsibilities to a panel of not less than three Commissioners. Any such panel shall
constitute a committee of the Commission, which shall transact the delegated business of
the Commission following the same rules, procedures, and meeting requirements applicable
to the Commission, except it shall not be authorized to vote on any matter. Rather, any such
committee shall bring its recommendations to the full membership of the Commission for a
vote in accordance with these rules. No such committee may include individuals who are not
members of the Commission; however, the Commission may appoint advisory committees or
form task forces which may include individuals who are not members of the Commission.

4.5.1 Ad hoc Committees. The Chair may recommend the formation of Ad hoc
Committees for the purpose of addressing specific issues of concern to the Commission
or to develop and implement projects approved by the Commission. The Chair of the
Commission appoints members of each Ad hoc Committee and a Chair of each
committee is selected from committee members. Commission staff is responsible for
assisting Committee chairs with setting Committee meeting agendas and preparing
Committee reports for presentation to the full Commission during its regular meetings.

5. Conflicts of Interest.

5.1 All members of the Human Rights Commission are subject to the Virginia State and Local
Government Conflict of Interests Act (Va. Code 2.2-3100 et seq.) (“COIA”) and are required to
read and familiarize themselves with the provisions of COIA.

5.1.1. In the event that any member shall have a “personal interest in a transaction” as
defined by Va. Code Section 2.2-3101, in a matter before the Commission, the member
shall be required to make a declaration of such interest before participating in the
transaction, and the member may be required to disqualify himself from participating in
the transaction. The member’s obligations in a given situation shall be determined in
accordance with Va. Code Section 2.2-3112. It is the obligation of each member to
ascertain whether he or she has a personal interest in a transaction, and to take action
in accordance with Va. Code 2.2-3112 immediately upon concluding that a personal
interest does exist; however, the issue of personal interests of a commission member
may also be raised by other members or by individuals who are not members.

Any member of the Commission may request an advisory opinion from the
Commonwealth's Attorney or the City Attorney or his or her representative, as to
whether a personal interest exists and, if so, what are the Commissioner’s obligations
under COIA. An opinion of the Commonwealth’s Attorney or the City Attorney shall have
the effect specified in Va. Code Sec. 2.2-3121.
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5.1.2. Every declaration and disqualification required pursuant to COIA shall be reflected
in the public records of the Commission for a period of five (5) years, in the office of the
Director.

5.1.3. In the event of a disqualification, the disqualified member shall be prohibited
from (i) attending any portion of a closed meeting when the matter in which he or she
has a personal interest is discussed, and (ii) discussing the matter in which he or she has
a personal interest with other members of the Commission, with the Director, or with
other officers or employees of the City government, at any time.

5.1.4. At all times, Commission members shall conduct themselves and the
Commission’s business in accordance with all applicable requirements of COIA, including
those provisions not specifically referenced within these rules and procedures.

6. Community Participation

6.1 Public notice. Public notice of all meetings of the Commission will be provided as set forth in
3.6, above. In addition, the Commission may direct the Secretary to give additional or special
notice, or advertise or announce specific matters before the Commission, as the Commission
may deem appropriate.

6.2 Public Participation. At the beginning and at the end of each of its open meetings the
Commission will receive public comment in accordance with City Council’s “Rules for Public
Participation," which Rules are hereby adopted and incorporated by reference within these
rules and procedures, as rules of the Commission.

7. Reports.

7.1.

7.2.

Quarterly Reports. The Commission shall make quarterly reports to the City Council
concerning the operation of the Commission and the Office of Human Rights and the
status of the performance of the duties, responsibilities, and roles set forth within the
Charlottesville Human Rights Ordinance. Quarterly reports shall be submitted each year in
the months of January, April, July, and October.

Annual Reports. The Commission shall present a calendar year annual report to the City
Council concerning the operation of the Commission and the Office of Human Rights and
the status of the performance of the duties, responsibilities, and roles set forth within the
Charlottesville Human Rights Ordinance. Annual reports shall be submitted each year on a
date specified by the City Council.

8. Amendments.

These bylaws, rules and procedures may be amended by vote of a majority of the Commission at any

meeting provided, however, notice of such proposed amendment shall be given to each member of the

Commission in writing at least five days prior to such meeting.



Rules & Procedures for Charlottesville Human Rights Commission  Adopted: 2/20/14
Amended: 9/18/25

AMENDMENTS

Human Rights Commission Policy on Individual Participation in Meetings by Electronic Means
Administrative Policy No. 1: Approved May 21, 2015 and amended May 18, 2023.

I Policy Statement: It is the policy of the Charlottesville Human Rights Commission (HRC) that
individual members of the HRC may participate in meetings of the Commission by electronic
means as permitted by City Policy No. 100-02, as enabled by City Council Resolution #R22-
110 (September 6, 2022), City Code Sec. 2-149 & 2-154, and Va. Code Sec. 2.2-3708.3, 15.2-
1107, and 15.2-1541.

Il. Eligibility: This policy shall apply to the entire membership of the HRC and without regard to
the identity of the member requesting remote participation or the matter considered or voted
on at the meeting.
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Martha’s Rules of Order
As adopted by the HRC on February 20, 2020

1. The proposal is presented. Clarifying questions are taken.

a. Proposal should always be in writing.
2. Friendly amendments are offered. Discussion is allowed only on the amendments.

a. Amendments should be prepared in advance when possible.
3. Speakers in favor of the proposal present their views.

a. This is not a time for debate.

b. Time limits should be set and enforced.
4. Speakers in opposition to the proposal present their views.

a. This is not a time for debate.

b. Time limits should be set and enforced.
5. General discussion and/or debate OR small group discussion time on the proposal is allowed.

a. Time limit on discussion is set by the group.

b. Facilitator helps group identify key issues.

c. Motion to table or refer is in order and requires % vote.
6. First vote is taken.

a. People vote

i. In favor of the proposal, or
ii. Can live with the proposal, or
iii. Opposed to the proposal.

b. If a majority of those present votes “in favor” or “can live with,” proceed to Step 8.

c. If less than a majority of those present votes “in favor” or “can live with,” proposal dies.
7. Those voting in opposition are allowed to state their objections and concerns.

a. No discussion is allowed, only clarifying questions.
8. The second vote is taken as in Step 6.

a. It takes a majority of those present to override objections and pass the proposal.



