Transportation Advisory Board
Date: February 18, 2021

7:30 pm
via Zoom
Meeting called by:

David Swan, Chair

Attendees:

Carrboro Transportation Advisory Board Members

Facilitator: Zach Hallock, Transportation Planner

----- Agenda Topics ----1. Call to Order

Swan

7:30

2. Approval of minutes (February 4th, 2021)

TAB

7:35

TAB

7:40

TAB
TAB
TAB
TAB

8:00
8:20
8:40
8:50

TAB

9:00

3. Action & Discussion Items:
A. Updated Bike Plan (see links below for more info)
i. Online GIS Data
ii. Coordination with SRTS
B. Transportation Demand Management
C. Transportation Impact Statement
D. Bike-Ped Count Locations
E. Officer Elections
4. Adjourn

Other Information
To view the advisory board meeting, please email zhallock@townofcarrboro.org to receive an invitation to
view the meeting. If you wish to make public comment, at the time of public comment, the staff person
will be able to allow speakers to remotely enter the meeting one-by-one to comment. Please send any
written statement or materials to the same email provided above. Requests to remotely attend the meeting
shall be made within 24 hours of the meeting start time. The requester should also specify if they wish to
make any comments in the email. All written statement and materials will be forwarded to the advisory
board members.
Updated Bike Plan GIS Map: https://tocgis.ci.carrboro.nc.us/Carrboro/BikePlan2020/
Updated Bike Plan: http://townofcarrboro.org/1174/2020-Bike-Plan-Update
2012 Safe Routes to School Plan: http://townofcarrboro.org/741/Safe-Routes-to-School

Next meeting: March 4, 2021

TOWN HALL IS ACCESSIBLE FOR PERSONS WITH DISABILITIES.
FOR MORE INFORMATION, CONTACT ZACH HALLOCK AT 919-918-7329.

TAB 2/18/20
TRANSPORTATION ADVISORY BOARD
MINUTES
Thursday, February 4, 2020

BOARD MEMBERS PRESENT
Dave Pcolar
Elyse Keefe
Sarah Brown
Linda Haac
David Swan, Chair
Barbara Foushee, Council Liaison
Board Members Excused
Mark Alexander

STAFF PRESENT
Zachary Hallock
Guests Present
Charlie Hileman, TAB Applicant
Cummie Davis, TAB
Applicant
Phillip Szostak
Matt Springer, ArtsCenter
Jeremy Anderson, KJT
Teri Canada, KJT

I.
Call to order
The meeting was called to order around 9:10 pm.
Two applicants to the TAB were in attendance, Charlie Hileman and Cummie Davis.
Hileman introduced himself as one of the founding members of the Carrboro Bicycle Coalition
and a past member of the Carrboro Greenways Commission who wanted to get more involved
with Transportation topics in Carrboro.
II.

Approval of Minutes (January 7, 2021)

Motion by Swan to approve the minutes, with the correction to revise the minutes recording of
the motion to approve the Dec 3rd to accurately reflect who made the motion. Second by Pcolar.
Motion passes unanimously.
III.


Action & Discussion Items
721 Jones Ferry Road Conditional Use Permit

The TAB discussed the issues associated with providing access onto Jones Ferry Road, they
noted that the applicant did adequately respond to their previous comments. The applicant, Philip
Szostak joined the meeting. The TAB asked about if he had considered using gravel for the
internal driveways. The Szostak responded that the beginning (driveway apron) and end (parking
area) of each driveway would be full pavement but the path is a ribbon type driveway (using 2.5
ft width pavement for the tire paths). The applicant noted that gravel still counted towards
impervious surface.
The TAB discussed the issue of some development being grandfathered in by previous
regulations that don’t reflect the Town’s current needs or desires.
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A motion was made by Swan and seconded by Haac, that the TAB recommends the Town
Council approve the draft ordinance. Motion passes unanimously.
The TAB submitted the following comment with their recommendation:
There is a recurring issue of existing regulations which no longer properly represent Carrboro’s
values and priorities which leads to a situation of something being grandfathered in. It seems
inconsistent with the Town’s interest in environmental protection that bike paths cannot be built
near University Lake but this development is allowable. The TAB recommends that the council
take a closer look at these regulations to determine what needs to be revised to better reflect our
Town’s values.


ArtsCenter (312 Jones Ferry Road) Conditional Use Permit

The TAB discussed the need to further increase the bike parking on site, how the applicant
should consider looking for additional satellite parking to put employee parking off site, and
concerns related to access onto Jones Ferry Road. Foushee asked what the TAB members
thought of the site in general. TAB members discussed merits of the building function, and if it
serves the community the way the current ArtsCenter building does. Consensus among TAB
members is that this asset should be kept within Carrboro but if this new building doesn’t
properly serve the adjacent community of Lincoln Park, then what should be there? It would be
good design to create a space that is open and inviting but if the local community doesn’t want
that, then there appears to be some disconnect. The TAB discussed the merits of the existing
informal connectivity.
Foushee discussed what she heard from comments during JAB regarding the local
neighborhoods desire for a wall, and the need to ensure the local neighbor’s voices are heard.
Conclusion among TAB members was that when this was last discussed in the Summer of 2020,
something had been missed that first time around.
Matt Springer (ArtsCenter) and Jeremy Anderson (KJT) and Teri Canada (KJT) joined the call.
Anderson explained that they were open to more bike parking, consider moving it closer to the
building to not need a new structure.
TAB members asked the applicant about community input; Springer described the past
community input sessions and neighborhood meetings that have been held over the past year and
a half. They heard both sides regarding the connectivity vs security issues for site as well has
security lighting vs light spillover. Canada described the process on how they worked with
community during the design process. During one community meeting, they met on site and
observed a number of people using the short cut to Jones Ferry Road, many community members
see it as a valuable access route. There is no one solution yet identified.
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TAB members asked the applicant if other property owners are involved with in the design
process? Springer indicated that the largest adjacent property was supportive of the project and
offered satellite parking.
TAB members asked the applicant if any local community members served on the ArtsCenter
boards or decision-making process? Springer indicated that local community have been students,
staff, or teachers at the ArtsCenter; but none have been on the Board.
TAB members asked the applicant how spill over parking is being considered or addressed?
Reiter said there are a number of multimodal options (bus stops bike lanes, local municipal
parking lots) but at the end of the day you can’t control what people do. There may be signage or
enforcement options that could be looked at.
TAB members asked the applicant about the size of gallery space and performance centers.
Springer said the performance space would be about 90-100 people, gallery space was 500 sq ft.
TAB members asked about satellite parking for employees. Springer responded that they would
consider exploring this option.
The TAB discussed the need for the following items to be considered as additional conditions on
the CUP:
1. The developer shall commit to increased neighborhood engagement to ensure the
concerns of the local community are addressed. This needs to include a specific
conversation about providing connectivity from Prince Street to the site, addressing
security concerns of the local neighbors, and preventing excess parking from occurring
on Prince Street.
2. The developer shall provide records of the community engagement that has been
performed as part of the site development process, along with demographic information
and zip codes of people they engaged with.
3. Increase the total bike parking to 16 spaces with half of those covered.
4. The developer shall continue to explore satellite parking options for employees in order
to minimize the amount of on-site parking through any means
5. Developer shall develop and implement a plan to mitigate overflow parking, including
outreach to adjacent neighbors
A motion was made by Swan and seconded by Pcolar to recommend the Council approve the
CUP, provided the items listed above are considered as additional conditions to the permit.
Motion passes unanimously.


2021 Meeting Schedule
Motion made by Pcolar and seconded by Brown to adopt the proposed meeting schedule.
Motion passes unanimously.
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TAB 2/18/20


Officer Elections

This item was postponed until the next TAB meeting.
IV.

Adjourn

The meeting was adjourned around 10:57 pm.
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TOWN OF
CARRBORO
PLANNING DEPARTMENT
301 West Main Street
Carrboro, N.C. 27510

TRIP GENERATION RATES
The Town of Carrboro’s Land Use Ordinance (Appendix A-7, #14) requests than documentation of
environmental impacts be including the impacts on “pedestrian or traffic safety or congestion”. A
Traffic Impact Analysis (TIA) may be required by NCDOT if the project includes application for a
driveway permit. If a TIA is not required, a developer would still need to conduct a basic assessment
of trip generation so that they can understand the potential traffic impacts in order to respond to
questions posed by residents of adjacent properties and meet the requirements in the LUO. The trip
generation can be calculated based on rates developed by the Institute of Traffic Engineers (ITE). The
numbers shown below are daily trip rates for different use types as taken from the ITE 10th edition
Trip Generation Manual. These rates are typical for suburban locations where the primary mode of
access is automobile. If your site is located along a bus line, adjacent to a bicycle route such as bike
lanes or a greenway, or is located in a walkable area these rates could be reduced at your discretion.
USE

DWELLING UNIT

RESIDENTIAL
Single-Family (ITE 210) ......................
Multi-Family (ITE 220) ......................
Mobile Home (ITE 240)......................
Retirement Housing (ITE 255)............

1000 SQ. FT. FLOOR

OTHER

9.4
7.3
4.8
2.8

COMMERCIAL/RETAIL
Gasoline/Service Station w/Convenience Mart (ITE 944)…………………...…… ..........172/pump
Hotel (ITE 310) .................................. ………………………... .......................................8.3/room
Supermarket (ITE 850) ....................... ... ................................... 106.8
Department Store (ITE 875)................ .. .................................... 22.9
Convenience Store (ITE 762).............. ...................................... 762.2
Auto Supply Store (ITE 843) .............. .. .................................... 55.3
New Car Dealer (ITE 840) .................. .. .................................... 27.8
Shopping Center ................................. ...................................... 37.8
Bank (ITE 912) ................................... .. .................................... 100.0
OFFICE
General (ITE 710) .............................. .. .................................... 9.74
Medical (ITE 720) ............................... . ..................................... 34.8
Government (ITE 730) ........................ ……………………....... 69.0
RESTAURANT
Quality (ITE 931) ................................ .. .................................... 83.8
High Turnover (ITE 932) .................... .. .................................... 112.1
Fast Food (ITE 933) ............................ .. .................................... 346.2
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TRANSPORTATION IMPACT STATEMENT

Please explain the following:
1.

To the best of your ability, assess the traffic impact of your project on the existing
roadway system. In determining the impact, use the trip generation rates on the
previous page.

2.

What roadway safety improvements are you proposing to make to accommodate the
additional traffic generated by your project? Please address internal and external
roadway improvements.

3.

What additional bicycle, pedestrian, and transit improvements are being made to
support these modes of transportation? Please identify safety improvements, new
connectivity, and internal/external design features.
TRANSPORTATION DEMAND MANAGEMENT

4.

To better respond to concerns about traffic from adjacent property owners, comments
from advisory boards, or if applying for a reduction in parking, please complete the
Transportation Management Plan checklist (see next page) to assist in mitigating
transportation impacts.

FORM NO. D-88-6.1
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Transportation Management Plan (TMP) Checklist
This checklist intended to help direct the development of the Transportation Management
Plan (TMP). The TMP is designed to decrease the amount of traffic generated by promoting
policies resulting in the reduced use single occupancy vehicles, and support the Town’s
efforts to reduce carbon emissions while promoting wellness through use of transit, bicycle
and pedestrian movement. The TMP is submitted as part of the CUP approval process.
The request of a TMP as part of an approved CUP is the responsibility of the property
owner rather than the tenants.
Steps for TMP Implementation
1. Appoint a Transportation Management Plan Champion – should be by
position, rather than specific person. Name and contact information needs to be
sent to Len Cone, GoChapelHill TDM Community Manager, before the business
opens. TMP Champion responsibilities include:
a. Attendance of annual Go Chapel Hill TMP Conference
b. Conduct Employee and Business Surveys as called for by Town (usually biannually)
c. Regular employee communication regarding TMP information sent by Town
d. Attendance & Support of related TMP Trainings or Information
e. Coordinate TMP implementation with tenants or employees.
2. Discuss the TMP, annually, with all employees to encourage alternative
transportation use.
3. Make available showers, lockers, bike parking, break areas (with microwave &
fridge) etc. for those employees and/or patrons who choose to walk/bike/ride
transit to work.
4. Offer other measures such as direct deposit of paychecks, and employee use of
company mailroom facilities, bicycles and company car for work related use.
5. Make available for employees:
a. Go Passes for those using Go Triangle to get to & from work or transit
reimbursement.
b. Offer a flexible work schedule to meet needs of bus schedule.
6. Provide funding for programs such as bicycles purchase for employee use.
7. Installation of bus shelters and similar amenities to enhance transit
use.
8. Join air quality coalition, bike coalition and/or other related organizations.
a. Emergency Ride Home Program - Employer Registration
b. Share the Ride NC Program
c. Best Workplaces for Commuters Program
9. Have specially designated carpool/alternative fuel parking space/s near main
facility entrance.
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10. Make available bike racks (design according to Town specs) & Fix-It Station.
Provide covered racks near main entrance, indoor wall mounted bike hooks,
indoor racks and/or bike lockers.
11. Communications:
a. Send to all employees in building Go Chapel Hill Newsletters, Promotional
Campaigns/Contests, Special Events, Announcements, etc.
b. Provide a communication board for posting information from the Town and
Go Chapel Hill program related to using alternative transportation such as
Carpooling (STRNC) and Bicycling including Maps, Safety Guides, healthy
living and other green tips, etc.
c. Communicate route, schedule, holiday and changes information regarding:
 Chapel Hill Transit
 Go Triangle
 Go Raleigh
 Go Durham
For more info contact Len Cone, the Chapel Hill/Carrboro TDM Community
Manager at 919-969-5065, mcone@townofchapelhill.org
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TRIANGLE TDM GRANT PROGRAM
CONSULTANT SCOPE OF WORK

Project Name: Town of Carrboro TDM Work

Project Summary:
The Town of Carrboro will support Go Chapel Hill’s TDM efforts through collaboration on local
and regional events. Carrboro also conducts several alternative transportation-focused events
of its own at which TDM messaging and materials are disseminated.
Scope of Services:
Town of Carrboro staff will look for opportunities to conduct TDM outreach at a number of local
and regional events –Chapel Hill’s Bike Night, Carrboro Day, UNC’s Gearing Up For Bike
Month, and Carrboro’s Bike Breakfast/Pit Stop. TDM presence at these events is dependent on
if outreach can be conducted in such a way that maintains appropriate social distancing and
complies with and applicable COVID-19 restrictions.

In April, the Town of Carrboro will hold its Open Streets event on the 2nd or 3rd Sunday of the
month. This is an event centered around alternative transportation, and the 2,000+ attendees
receive consistent messaging on the benefits of commuting via alternative means. Carrboro
Recreation and Parks staff manage the event. Due to COVID-19 restrictions, it is expected that
this event will take place in a reduced or remote fashion to ensure safety of participants.
Contingent on COVID-19 restrictions, the Town of Carrboro also aims to incorporate TDM
messaging alongside other current Town initiatives, these include:
1. Community scale outreach with information about STRNC, Bus Routes, and
Biking/Walking Routes using real estate signs or other banners as part of the Town’s
Green Neighborhoods initiative.
2. Share TDM information alongside other transportation outreach projects such as Watch
For Me NC and Safe Routes to School; in particular, a “Back to School” walking school
bus or bike train (in the event that CHCCS return to in-person learning in the Fall).
3. Posting of TDM information such as STRNC, Bus Routes, Biking/Walking Maps at new
community information kiosks.
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APPENDIX B
CODE OF ETHICS FOR THE TOWN OF
CARRBORO BOARD OF ALDERMEN
Section 1.

Purpose.

The purpose of this Code of Ethics is to establish guidelines for ethical standards of
conduct for the Board of Aldermen (the “Board”) and to help determine what conduct is
appropriate in particular cases. It should not be considered a substitute for the law or for a Board
member’s best judgment.
Section 2.

General Principles Underlying the Code of Ethics.

(A)
The stability and proper operation of democratic representative government
depend upon public confidence in the integrity of the government and upon responsible exercise
of the trust conferred by the people upon their elected officials.
(B)
Governmental decisions and policy must be made and implemented through
proper channels and processes of the governmental structure.
(C)
Board members must be able to act in a manner that maintains their integrity and
independence, yet is responsive to the interests and needs of those they represent.
(D)
Board members must always remain aware that at various times they play
different roles:
(1)

As advocates, who strive to advance the legitimate needs of their citizens;

(2)
As legislators, who balance the public interest and private rights in
considering and enacting decisions, ordinances, and resolutions; and
(3)
As decision-makers, who arrive at fair and impartial quasi-judicial and
administrative determinations.
(E)
Board members must know how to distinguish among these roles, to determine
when each role is appropriate, and to act accordingly.
(F)
Board members must be aware of their obligation to conform their behavior to
standards of ethical conduct that warrant the trust of their constituents. Each official must find
within his or her own conscience the touchstone by which to determine what conduct is
appropriate.
Section 3.

Obey the Law.

2-14
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Board members should obey all laws applicable to their official actions as members of
the Board. Board members should be guided by the spirit as well as the letter of the law in
whatever they do.
Section 4.

Act with Civility.

Board members should feel free to assert policy positions and opinions without fear of
reprisal from fellow Board members or citizens. To declare that a Board member is behaving
unethically because one disagrees with that Board member on a question of policy (and not
because of the Board member’s behavior) is unfair, dishonest, irresponsible, and itself unethical.

Section 5.

Maintain Integrity and Independence.

Board members should act with integrity and independence from improper influence as
they exercise the duties of their office. Characteristics and behaviors consistent with this
standard include the following:
(A)

Adhering firmly to a code of sound values;

(B)

Behaving consistently and with respect toward everyone with whom they interact;

(C)

Exhibiting trustworthiness;

(D)
Living as if they are on duty as elected officials regardless of where they are or
what they doing;
(E)
Using their best independent judgment to pursue the common good as they see it,
presenting their opinions to all in a reasonable, forthright, consistent manner;
(F)
Remaining incorruptible, self-governing, and unaffected by improper influence
while at the same time being able to consider the opinions and ideas of others;
(G)
In a quasi-judicial matter, disclosing contacts and information about issues that
they receive outside of public meetings to the extent required by law;
(H)
In a quasi-judicial matter, refraining from seeking or receiving information about
the matter outside of the quasi-judicial proceeding itself to the extent required by law;
(I)
Treating other board members and the public with respect and honoring the
opinions of others even when the Board members disagree with those opinions;
(J)

Not reaching conclusions on issues until all sides have been heard;

(K)
Showing respect for their office and not behaving in ways that reflect badly on
those in office;
2-15
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(L)

Recognizing that they are part of a larger group and acting accordingly; and

(M) Recognizing that individual board members are not generally allowed to act on
behalf of the Board but may only do so if the Board specifically authorizes it, and that the Board
must take official action as a body.
Section 6.

Avoid Impropriety.

(A)
Board members should avoid impropriety in the exercise of their official duties.
Their official actions should be above reproach. Although opinions may vary about what
behavior is inappropriate, this Board will consider impropriety in terms of whether a reasonable
person who is aware of all of the relevant facts and circumstances surrounding the Board
member’s action would conclude that the action was inappropriate.
(B)
If a Board member believes that his or her actions, while legal and ethical, may be
misunderstood, the member should seek the advice of the Board’s attorney and should consider
publicly disclosing the facts of the situation and the steps taken to resolve it (such as consulting
with the attorney).
Section 7.

Faithfully Perform the Duties of Office.

Board members should faithfully perform the duties of their office. They should act as
especially responsible citizens whom others can trust and respect. They should set a good
example for others in the community, keeping in mind that trust and respect must continually be
earned. Board members should faithfully attend and prepare for meetings. They should
carefully analyze all credible information properly submitted to them, and in quasi-judicial
matters they should be mindful of the need not to engage in communications outside of meetings.
They should demand full accountability from those over whom the Board has authority. Board
members should be willing to bear their fair share of the Board’s workload. To the extent
appropriate, they should be willing to put the Board’s interests ahead of their own.
Section 8.

Conduct the Business of Government in an Open and Public Manner.

Board members should conduct the affairs of the Board in an open and public manner.
They should comply with all applicable laws governing open meetings and public records,
recognizing that doing so is an important way to be worthy of the public’s trust. They should
remember when they meet that they are conducting the public’s business. They should also
remember that local government records belong to the public and not to Board members or their
employees. In order to ensure strict compliance with the laws concerning openness, Board
members should make clear that an environment of transparency and candor is to be maintained
at all times in the governmental unit. They should prohibit unjustified delay in fulfilling public
records requests. They should take deliberate steps to make certain that any closed sessions held
by the Board are lawfully conducted and that such sessions do not stray from the purposes for
which they are called.
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(b)
A quorum for the arts committee shall consist of a majority of the non-vacant
seats on the committee. All actions of this committee, including the selection of art to be
displayed in or on Town property, shall be taken by majority vote of those present and voting, a
quorum being present. (Amend. 10/2/07)
(c)
The committee shall designate one of its members to serve as chair and one
member to serve as vice-chair. These officers shall be selected annually at the committee s first
meeting in February and shall serve for terms of one year. A member may be selected to serve
as chair for not more than two consecutive full one-year terms. Vacancies shall be filled for the
unexpired terms only. (Amend. 12/8/08)
Section 3-41.2 __Powers and Duties of Arts Committee (Amend. 10/2/07)
The arts committee shall:
(1)

Recommend to the board of aldermen a policy for the selection of art to be
displayed in or on public facilities.

(2)

Coordinate arrangements to have art work displayed on town property, in
conj nction ith the st o the ecre tion nd r s e rtment

(3)

Work collaboratively with the community on projects related to the arts.
Members of the arts committee may assist in community fund raising activities,
but any funds received by the committee or by members acting in their official
capacity must be accounted for, and all expenditures by the committee must be
made, in accordance with the provisions of the Local Government Budget and
Fiscal Control Act. Such funds may be received and expended by the Town only
for purposes for which the Town is statutorily authorized to expend public funds.

(4)

Report to the Board as requested and perform such additional duties as the Board
may request from time to time.

Section 3-42 Advisory Board Members Voting on Zoning Matters. (Amend 10/24/06)
Members of an appointed advisory board or commission that provide advice to the Board
of Aldermen shall not vote on recommendations regarding any zoning map or text amendment
where the outcome of the matter being considered is reasonably likely to have a direct,
substantial, and readily identifiable financial impact on the member.

Section 3-43 Wine, Fortified Wine, and Mixed Beverages on Sunday Mornings (Created 7/3/17)
The sale of malt beverages, unfortified wine, fortified wine and mixed beverages shall be
allowed within Carrboro s corporate limits at any premises licensed pursuant to N.C. Gen. Stat.
18B-1001 on Sundays beginning at 10:00 a.m.

3-12
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ADMINISTRATIVE
POLICY #
RULES OF PROCEDURE FOR TOWN OF CARRBORO BOARDS AND
COMMISSIONS
Purpose: This policy for advisory boards/commissions (hereinafter “boards”) will provide
efficient and equitable rules of procedures for all board members and staff liaisons to follow and
provide general information and recommendations about how the boards conduct Town business.
This policy is not designed to create any additional rights or obligations, nor does it establish any
procedural rights to any person that are not already provided for by law. The failure of any board
member to adhere to the recommended procedures described herein shall not affect the validity
of any meeting or action taken. To the extent there is conflict or any discrepancy between these
procedures and the North Carolina General Statutes, case law, or Town ordinances (collectively
“law”), the law shall prevail.
1. Role of Board of Aldermen Liaison
The Board of Aldermen will appoint a Board liaison(s) to each board at the organizational
meeting held each election year. These appointees will serve as the elected official point of
contact for the board. Board liaisons are non-voting persons who serve chiefly to listen to
conversation, to clarify as necessary matters of policy or process related to a particular issue, and
to fairly recount Advisory Board conversation and intent as may be needed in subsequent Board
of Aldermen discussions. Board liaisons are expected to limit their participation in Advisory
Board debate and discussion so as to ensure the freest environmental for citizen input,
participation, and leadership. Liaisons shall encourage productive discussion but leave meeting
facilitation to Advisory Board chairs and staff. Board liaisons shall not call or cancel meetings,
nor amend the agenda of an Advisory Board meeting.
2. Role of Staff Liaison
Each department director will have the responsibility of designating a staff person from their
department to serve as the staff liaison for each advisory board(s) managed by their department.
Additional staff from that department may also provide support roles as deemed necessary by
the department director. The staff liaison will be the primary contact for the advisory board
members. The staff liaison is responsible for providing board-specific orientation to board
members. While the staff liaison serves as staff support to the board it should be clearly noted
that staff work is directed only by the department director or their supervisor. Staff liaisons
should refer to their supervisor with any questions related to advisory board work. It is the
responsibility of the staff liaison to develop agendas and guide the work of the advisory board, as
directed by the Board of Aldermen.
3. Meeting Schedules
Boards should adopt a yearly meeting schedule each year which takes into account Townobserved holidays and other frequently observed holidays and events. Once adopted, the meeting
schedule is then posted in a public notice. Boards that meet on an as-needed basis only will
1
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provide appropriate public notice at least 96 hours (4 days) in advance of each meeting. Such
notice will provide the date, time, location and purpose of the meeting. In addition, appropriate
public notice, as required by law, will be given for any special meeting or work session
that is not included on the regular meeting schedule.

4. Meeting Agenda
The purpose of the agenda is to organize materials to be considered and to give members an
opportunity to study the issues before the meeting.
Board agendas are prepared by the staff liaison based upon information received from the Board
of Aldermen, department directors, staff, or items continued or approved to be on the agenda
by consensus of a majority of board members during the previous meeting. Advisory board
chairpersons may provide input during agenda preparation but are not required nor expected to
approve agendas as provided by the staff liaison.
The staff liaison will ensure that the agenda, and all supplementary material, is available on the
Town’s website at least 96 hours (4 days) prior to the board meeting. No changes will be made
to the agenda once it has been posted. However, the following changes may be made at the
beginning of the meeting if agreed to by a majority of the members present: order, discussion of
planning of events, announcements by members of the committee. Items that will require a vote
and recommendation back to the Board of Aldermen may not be added to the agenda at the
meeting. If the agenda is not posted prior to 96 hours of the meeting, the meeting will be
cancelled and items will be continued to the next properly posted meeting.
Items shall be placed on the agenda according to the order of business. The order of business for
a regular meeting agenda follows. Agenda items may be considered in an order different
from that shown on the agenda. In emergency situations, other items may be considered on the
agenda.
•
•
•
•
•
•

Call to Order: The presider (usually the chair) will always begin the meeting at the
appointed time with a quorum present;
Swearing in of witnesses, if required: A Town staff member who is a Notary
Public may perform this duty in addition to other persons granted this authority by state
law or other governing documents;
Approval of previous meeting minutes: The board will adopt the minutes, as is, or with
modifications by motion, second and vote of majority;
Action and discussion items, reports, information items (including any public
hearings);
Old/New Business;
Adjournment: The board shall adjourn meetings by motion in open session.

Some boards utilize committees to help carry out their business. The meetings of those
committees are recognized to be more informal than regular meetings, and the public notice may
also serve as the agenda. Items may not be added to the agenda of a committee meeting.
7. Open Meetings Requirement
2
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Board members shall not deliberate, vote, or otherwise take action on any matter with the
intention of making it impossible for persons attending a meeting of the board to understand
what is being deliberated, voted, or acted on. Board members should strive to be clear about the
matters they are considering and should refrain from referencing an item by letter, number, or
other designation which might be conceived as a secret device or method. The board may
deliberate, vote or otherwise take action by reference to an agenda, if copies of the agenda–
sufficiently worded to enable the public to understand what is being deliberated, voted, or acted
on–are available for public inspection at the meeting.
8. Quorum
Unless otherwise set forth in bylaws or other governing documents, a majority of the board,
including the chair but excluding vacant seats, shall constitute a quorum. A majority is more than
half of the board. A member who has withdrawn from a meeting without being excused by
majority vote of the remaining members present shall be counted as present for purposes of
determining a quorum.
9. Chair
The chair shall have the following authority:
 To act as the parliamentarian during
meetings of the board;
• To preside over public meetings of the board;
• To vote upon all measures before the board;
• To be counted for quorum purposes;
• To preserve order and decorum;
• To call a brief recess at any time;
• To adjourn in an emergency.
The chair may also
• Rule motions in or out of order;
• Determine when a speaker has gone beyond reasonable standards of courtesy in his or
her remarks and to entertain and rule on objections from other members on this ground;
• Answer questions of procedure.
The board may, at its discretion, elect from its membership a vice chair to serve in the chair’s
absence or in case of sickness of the chair or other causes which would prevent the chair from
attending to his or her duties. The vice chair shall be entitled to vote on all matters and shall be
considered a board member for all purposes, including the determination of whether a quorum is
present.
If both the chair and vice chair are absent from a meeting, the board may elect from among its
members a temporary chairperson to preside at the meeting.
The chair as the meeting presider shall follow the principles below, which were taken
from “Robert's Rules in Plain English”:
•
•

“Be on time and start on time.”
“Be organized. The presiding officer should have a detailed, well prepared
agenda and stick to it.”
3
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•
•

•

•

•
•

•

•

“Be prepared. The presiding officer should be familiar with the procedural
rules…”
“Be a teacher. The presiding officer should keep the group working together by
explaining procedure clearly and communicating the next order of business. If a
motion is confusing, it is his [her] duty to clarify it. This may mean helping a
member rephrase a motion.”
“Be in control of the floor. The presiding officer should ‘assign’ the floor by
recognizing those members who wish to speak by calling them by name. No other
member may interrupt or call out remarks without being out of order. The presiding
officer should remind such a member that the floor has been assigned and request
that his [her] remarks be held until the floor has been assigned to him [her]. In
addition, private discussion between members while another has the floor is out of
order and disruptive members should be reminded of this rule.”
“Be impartial. The presiding officer should impartially call on members
wishing to speak. He [she] should give members on both sides of an issue an
opportunity to speak...”
“Be composed. The presiding officer should remain calm and objective,
keeping the meeting moving.”
“Be precise. The presiding officer should always restate the motion before taking
a vote. After taking the vote, he [she] announces the result of the vote by
interpreting the action taken. The presiding officer should always be certain
about the results of a voice vote. He [she] may retake the vote by requesting a
show of hands on his [her] own accord.”
“Be focused. The presiding officer should not allow irrelevant discussion.
Restate the question and, if necessary, directly request the member to
‘confine remarks to the pending question’.”
“Be temperate. The presiding officer should use the gavel sparingly, tapping it once
to open and close the meeting.”

10. Action by boards
Actions of the boards shall proceed by motion, unless agreed to proceed by unanimous
consensus. Seconds are required to all motions. Only one motion at a time shall be allowed.
Motions may be withdrawn at any time prior to a vote or in accordance with the law. Motions
shall be adopted by a majority of the votes cast unless otherwise required by these rules or by
the laws of North Carolina. A majority is defined as more than half of the board members
present for the vote.
Every member of the board should actively participate in voting unless excused by the remaining
members in accordance with state law. A member who wishes to be excused from voting shall
so inform the chair, who shall take a vote of the remaining members. No member should be
excused from voting except upon matters in which the member has a conflict of interest (as
outlined in the North Carolina General Statutes and case law). In all other cases, a failure to vote
by a member who is physically present in the meeting, or who has withdrawn without being
excused by a majority vote of the remaining members present, shall be recorded as an
affirmative vote. However, board members are encouraged to make their voting positions clear
by verbalizing their votes rather than allowing their silence to represent an affirmative vote. If a
vote is unclear to the chair, then it will be up to the chair to call for a vote by hand.
4
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11. Minutes
Generally, the minutes of all boards are considered public records. The public records laws
should be relied upon in determining when all records, including minutes, are deemed public
records. The staff member that is designated as the secretary or liaison to the board shall be
considered the custodian of the minutes and should treat such documents as public record laws
require. The North Carolina Department of Cultural Resources should be referred to as a
necessary guide in determining the status of all records.
Draft minutes posted in a meeting documents packet shall be watermarked “DRAFT”. Once minutes are
approved, they shall be posted in the appropriate section of the website module before the next meeting’s
documents are posted and sent out.

Minutes will be “summary minutes” and will not be verbatim. The law requires that all minutes
be “full and accurate”. The purpose of minutes is to provide a record of the actions taken by a
board and not to provide a transcript of the discussions that occurred during the meeting. The
minutes can also provide evidence on behalf of the board, that the board followed proper
procedures in taking its actions. If no action is taken, the minutes may simply reflect that the
meeting occurred, include the subject of the meeting and that no action occurred. It is not
necessary to reflect the conversations and discussions of the board. The minutes should reflect
motions made and seconds, identify the movants, dissenting votes, the general summary for the
dissenting vote (or minority opinion), and the order in which the items before the board are
addressed. All minutes shall be in written form. Minutes should contain enough information to
act as an official record of the action taken, they should serve as a guide to staff and the Board in
describing what action, if any, is recommended by the board, and they should be sufficient to be
submitted as legal evidence as necessary. It is not necessary to record all discussions, particularly
those discussions upon which no action is taken. Minutes shall include an accurate account of all
guests that speak and a summary of what they spoke about.
Minutes for the Board of Adjustment should reflect in the record all findings pertaining to each
hearing, every resolution acted upon by the board, and all votes of members of the board upon
any resolution or upon the final determination of any question, indicating the names of members
absent or failing to vote.
The following is an outline which may serve as a template for the boards in the preparation of
meeting minutes.
•
•
•
•
•
•
•
•
•
•
•

Name/identity of the board;
Date, time and location of meeting;
Time meeting called to order;
Names of board members in attendance and those absent;
Statement of whether or not there was a quorum present;
Identification of subjects for consideration;
Motions and seconds;
Any conflicts of interest or abstainments from voting and votes thereon;
Vote/Action taken by board;
Dissenting opinion;
Time meeting adjourned.
5
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Each board shall vote to approve their minutes at their next meeting. Board members may
suggest corrections to the minutes when they are in draft form. All board member suggested
corrections should comply with this policy. Board members should not propose amendments to
the minutes that conflict with this policy.
If audio recordings of board meetings are created, then the staff liaison shall maintain these audio
recordings in accordance with the public records laws and Town policy.
12. Committees of the Boards
The board may create committees to facilitate the efficiency and effectiveness of the board’s
business by researching, studying, and deliberating issues on behalf of, and at the direction of,
the full board. Recommendation and reports of any committee will be made to the full board for
discussion and/or recommendation.
Minutes of committee meetings shall comply with this policy.
Public notice of subcommittee meetings shall follow the agenda notice requirements of Section 4
of this policy.
13. Remote Attendance

At the discretion of the chair and provided that quorum requirements are otherwise met, a
regular member who is unable to attend a meeting due to physical incapacitation or absence
from the Town beyond a reasonable travel distance may participate by teleconference,
subject to the availability of functioning equipment, and will be considered present for
discussion and deliberation but shall not count towards a quorum and shall not able to vote.
A member wishing to participate by teleconference should contact the chair at least 24
hours prior to the meeting.
14. Meeting Recording

All advisory board and commission meetings shall be audio recorded. The staff liaison
shall be reasonable for maintaining the recordings in accordance with the NC Public
Records laws. Audio/video media do not have a permanent life space and it would be
inconvenient and difficult to continually copy audio/video minutes to ensure their
permanement status. Once official meeting minutes have been adopted, the minutes become
the official permanent record of the meeting.
15. Ethics
Chapter 2, Appendix B of the Carrboro Town Code “The Code of Ethics for the Town of
Carrboro Board of Alderman” shall also apply to all Town of Carrboro advisory board members.
Section 3-42 of the Town Code shall also apply to all members.
16. Coverage (Effective Date and Application)
This policy shall be applicable to all appointed boards and committees until such time that the
policy statement is altered, modified or rescinded.
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