Preparing a New Council
for 2018
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Session Outline
•Swearing In
•Organizational Meeting
•Budget Reopening
•Duties of Elected Officials
•Meetings
•Important Laws
•Essential Contacts
•Best Practices

Never Stop
Learning!

Swearing In
Taking the Oath of Office
The first meeting attended by newly elected officials is
called the Organizational meeting. All newly elected and
reelected officials must be sworn into office either prior
to or at the organizational meeting.
The oath may be administered to council members by a
judge, a magisterial district judge of the
county, or a notary public.

Swearing In
Council members not sworn in prior to the
Organizational Meeting are sworn in after the Mayor
takes his or her oath of office.
For a sample Oath of Office, check the PSAB Website at
www.boroughs.org

Organizational Meeting
• Under the Borough Code, §1001, borough
councils are required to reorganize on the first
Monday in January of each even-numbered
year.
• Note: If the first Monday in January is a legal
holiday, the meeting shall take place the first
day following.

Organizational Meeting
•Mayor Presides at Organizational Meeting
•At the meeting:
✓Election of officers
✓Appointments to boards and committees
Don’t forget the vacancy board chair
✓Designate signatories
✓Reaffirm Solicitor, Secretary, CPA,
Engineering firm, Building
inspectors, Open Records Officer
✓Secure bonding for officers and
staff as needed

Organizational Meeting
Things to Have
•
•
•
•
•

The municipality’s Emergency Management Plan
Access to the municipality’s codified ordinances
Audits and budgets for the past 3 years
Access to or a copy of the Borough Code
Rules of conduct and procedure
✓
✓
✓
✓
✓

Parliamentary Procedure
Social media policy
Time limits for council meetings
Use of municipal property and equipment
Debit and credit cards

Organizational Meeting
Things to Have
•
•
•
•
•
•
•
•

Contact information for all elected and appointed
officials
Contact information for employees and contractors
Contact information for board, committee, and
commission members
A copy of the current budget
A copy of the Municipalities Planning Code
Access to the Sunshine Act
Access to the Ethics Act
Access to the Open Records Act

Budget Reopening
Only optional at organizational meeting year

Once the new council has taken the oath of office and
reorganized, it may conduct any other council
business, including reopening the budget. All budget
changes must be completed by approximately
February 15.
Remember, the budget is a tool, not a
law. Some changes to the budget
“plan” naturally take place during the
year.

Know Your Duties
• An elected official cannot be removed from office for
refusing to attend meetings
• Courts can remove an official if convicted of a felony,
perjury or infamous crime
• The only constitutional method for removal of an
elected official is to vote him/her out of office
• Citizens expect you to represent them
whether or not they voted for you

Know Your Duties
• Required per the Borough Code to hold a minimum
of one public meeting per month
• Ensure that records are kept
• Hire and fire personnel, set compensation for
employees
• Provide municipal services
• Set the tax rate annually
• Establish annual budget

Duties of Council Officers
President of Council
– Presides at council meetings
– Signs ordinances, resolutions, and contracts
– Votes, unless he/she has a conflict of interest
– Serves as mayor if the mayor is incapacitated
• (At this time, the council president votes as
mayor, not as council member)
– Can call a special meeting

Duties of Council Officers
Vice President of Council
– Presides over council meetings in the absence of
the council president
– Serves as mayor if both mayor and council
president are incapacitated

Duties of Mayor
• Administers oaths of office
• Presides over the mandatory organizational meeting
• Only votes to break tie votes of council
– Cannot vote on hiring or firing police personnel, or
if he/she has a conflict of interest

Duties of Mayor
• May take part in council discussions
• May call an emergency and regulate certain
actions during this time
• Administers police department
• May perform marriages (Annually informs
council of fees per Borough Code)

Duties of Mayor
The Mayor signs all ordinances, unless he/she vetoes
them. Let’s look at the ordinance process:
•
•

Council votes in favor of the ordinance and it is
given to the Mayor.
The Mayor has until the next regularly scheduled
meeting to make a decision concerning the
ordinance.

At least 10 days must pass between
receipt of the ordinance and the next
meeting

Duties of Mayor
•
•

If desired, the Mayor signs the ordinance and it
becomes law.
If desired, the Mayor vetoes the ordinance. The
ordinance goes back to Council at the next regularly
scheduled meeting. They may choose to vote again.
To override the Mayor’s veto a majority plus one is
needed.

If the Mayor vetoes the ordinance, he
or she must give a reason why and this
reason is recorded in the minutes.

Duties of Mayor
•

If the Mayor ignores the ordinance, it becomes law
at the next regularly scheduled meeting without the
Mayor’s signature.

Public Meetings
•
•
•
•

Must meet a minimum of once monthly
Follow rules for advertising (See next slide)
Minutes must be kept
Public must be allowed opportunity to speak before
action is taken, generally at the beginning of the meeting
• Other types of meetings
– Special
– Recessed/Reconvened
– Emergency
Advertising Requirements are on the
PSAB Website

Advertising Requirements
• Regular Meetings - Advertise once, no less than 3
days in advance of the meeting
• Special or Rescheduled Meetings - Advertise once,
no less than 24 hours in advance of meeting, and
advertise reason
• Recessed/Reconvened Meetings - Posting only, no
publication required
• Emergency Meetings - No notice
Per the Sunshine Act

Executive Sessions
• Governed by Sunshine Act
• Only allowed for specific purposes
– Personnel matters
– Collective bargaining agreements or arbitration
– Purchase or lease of real estate
– Consult with an attorney regarding litigation or
potential litigation
– Discussion of confidential information
• Non-elected persons may attend
executive sessions if invited by Council

Executive Sessions
•
•
•
•

State the purpose for going into executive session
Do not vote in executive session
Do not take minutes in executive session
Document the session in your meeting minutes
– The time you go into executive session
– The purpose for the executive session
– The time you reconvene your public
session

Important Laws
PA Constitution
Borough Code
Municipalities Planning Code (MPC)
Sunshine Act
Ethics Act
Open Records Act (aka Right to Know)
National Incident Management System (NIMS)
Uniform Construction Code
EPA: Clean Water Act
Department of Labor: Fair Labor
Standards Act

Sunshine Act
All actions and deliberations of the governing body occur
in the sunshine unless specifically excused by law.
What does this mean?
• All meetings must be advertised, even executive
sessions
• Boards and commissions follow Sunshine Act
• Council members can attend CBA meetings
training, and conferences but they are
not to discuss borough business

Sunshine Act
• Use email carefully. Do not ask questions, just
relay information
• Limited reasons for calling executive
• sessions
• NO deliberation unless at publicly
• advertised meetings. Ever.

Ethics Act
• As an elected official, you are obligated to vote
• You can only abstain due to a genuine conflict of
interest.
• A conflict of interest is making a decision which would
allow the official or an immediate family member to
financially benefit from the outcome of the vote.
• Immediate family under the Ethics Act is
defined as a parent, spouse, child, brother
or sister.
• Give the Secretary the reason of the
abstention for the minutes.

Open Records
• Select an Open Records officer – often Borough
Secretary
• Make sure the Open Records Officer receives training
on the Open Records Act
• Have a policy for submitting and filling requests
• Remember that all records are considered public
unless they are one of the 30 listed
exceptions
• PA Office of Open Records handles
appeals

Open Records
• May charge $.25 per page of printed records
• May charge for medium requested such as thumb drive
or CD
• Do not need to create a document that does not exist
• Pictures taken of documents with a cell phone are not
charged for
• Can request payment in advance for folks
with a history of not picking up documents
• Cannot charge for employee time

Municipalities Planning
Code (MPC)
The MPC governs subdivision and zoning activity,
municipal Planning Commissions and Zoning Hearing
Boards. Make sure appropriate staff and officials know
the MPC requirements and are familiar with your
ordinance.
Make sure appropriate staff receives
training

Essential Contacts
DCED
Dept. of Community & Economic Development
DEP
Dept. of Environmental Protection
DCNR
Dept. of Conservation & Natural Resources
PennDOT PA Dept. of Transportation
PDA
PA Dept. of Agriculture
PHMC PA Historical and Museum Commission
OOR
Office of Open Records
PSAB
PA State Association of Boroughs
Solicitor Select a good one!

Best Practices
▪Keep Learning – Classroom training, Webinars,
conferences, CBO
▪Remember who you work for
▪Come prepared
▪Vote unless a true conflict of interest arises
▪Practice Roberts Rules of Order
▪Treat everyone fairly and with respect
▪Work with neighboring municipalities

Contact Us at PSAB
800-232-7722
Ed Knittel, Senior Director of Education
Ext. 1027 eknittel@boroughs.org
Shelley Houk, Director of Research
Ext. 1018 shouk@boroughs.org

www.boroughs.org

Terri Dickow, Assistant Director of Education & Meetings
Ext. 1042 tdickow@boroughs.org
Wendy Nickerson, Outreach/Training Consultant
Ext. 1050 wnickerson@boroughs.org

