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City of Chico

b Board & Commissions

2016 Biennial Recruitment

Positions To Be Filled

Airport Commission - 3 positions
Architectural Review & Historic Preservation Board - 3 positions

Special Requirements

« 1 Position Requires: Architectural, visual arts, landscape architects, art-
ists, and/or designers, plus a demonstrated interest or knowledge in his-

toric preservation; and

« All Positions Require: A demonstrated interest or knowledge in historic
preservation

Arts Commission - 4 positions
Bidwell Park & Playground Commission - 4 positions

Planning Commission - 4 positions

In order to be considered for appointment to a City
of Chico Board or Commission, you must submit a
completed application along with the appropriate
Supplemental Questionnaire by:

Filing Date: November 30, 2016




2016 BOARD AND COMMISSION SUMMARY

AIRPORT COMMISSION 5 Member - 3 positions needed

Duties Has power and duty to operate and maintain all airports and airport properties belonging to, or under the control of, the City;
power to enter into leases and contracts for up to 15 years; and confirm the appointment of the Airport Manager made by
the City Manager.

Composition Consists of five members.

Meetings Currently meets on last Tuesday in January, April, July, and October at 6:00 p.m. in the Council Chamber Building, 421
Main St.

Duties In addition to its authority established by Chapter 19.18 of the Chico Municipal Code for the review of architectural

drawings prior to the issuance of certain building permits, the ARHPB reviews building proposals that may affect
buildings or other resources listed on the City of Chico Historic Resources Inventory, including making
recommendations to the City Council for new listings on the Inventory.

Composition Consists of five members, three of whom are engaged in visual arts field, such as architects, landscape architects,
artists, and/or designers, and at least two of whom have professional experience in architectural history, planning,
archeology, or other historic preservation-related disciplines. In addition, all members shall have a demonstrated
interest or knowledge of historic preservation, American studies, cultural anthropology, cultural geography, to be
consistent with the requirements of a certified local government (CLG).

Meetings Currently meets on first Wednesday of each month at 4:00 p.m. in the Council Chamber Building, 421 Main Street.
Due to the amount of business coming before the Board, meetings are also scheduled on the third Wednesday of each
month at 4:00 p.m.

ARTS COMMISSION 7 Members - 4 positions needed
Duties Advise Council on items related to aesthetic treatments, memorials, gifts, and tourism related items.

Composition Consists of seven members.

Meetings Currently meets 4 times per year, in January, April, July, and October, on the second Wednesday of the month at 4:30

p.m. for two hours in the Council Chamber Building, 421 Main St.

BIDWELL PARK & PLAYGROUND COMMISSION 7 Members - 4 positions needed

Duties Has power and duty to operate and maintain all of the parks and playgrounds owned by the City; provide for the
propagation, planting, replanting, removing, pruning and caring for the trees and shrubbery on the streets and along the
sidewalks of the City; enter into leases and contracts for up to 15 years; and confirm the appointment of the Park
Director made by the City Manager.

Composition Consists of seven members.
Meetings Currently meets on the last Monday of each month at 7:00 p.m. in the Council Chamber Building, 421 Main St.
Duties Prepares and recommends for adoption by the Council a comprehensive, long-term general plan, or amendments

thereto, for the physical development of the City and of any land outside its boundaries which, in the commission’s
judgment, bears relation to the physical development of the City; and to include such elements in the general plan as
recommended by the commission or required by the planning law of the state. Prepares and recommends to Council
precise plans for implementation of the general plan. Performs duties in reference to zoning and subdivision matters
as authorized by the Code or state laws. Performs other duties prescribed by the Council pertaining to planning.

Composition Consists of seven members. Serve as alternate member of the Architectural Review and Historic Preservation Board
when a member is absent.

Meetings Currently meets on the first Thursday of each month at 6:30 p.m. in the Council Chamber Building. Due to the amount
of business coming before the Commission, meetings are also scheduled on the third Thursday of each month at 6:30
p.m.

S:\Biennial\Biennial Recruitment 2016\2016 Board and Commission Summary.wpd



CITYoF CHICO
INC 1872

CITYOoFCHICO
INC 1872

Application Instructions

1. ADDRESS:

You must reside within the corporate limits of the City of Chico. Please call the City Clerk's Office at
the number listed below if you are not certain whether your residence address is within the City.

2. REGISTERED VOTER:

You must be a registered voter in the City of Chico. This will be verified by the Butte County
Elections Office.

3. RESUME:

While not required, you may provide a brief summary of your experience and qualifications that
would be helpful to the Council in evaluating your application.

4. BOARD/COMMISSION CHOICE:

If you would like to apply to more than one board or commission, please number your choices in
order of preference.

5. SPECIAL REQUIREMENTS:

If the vacancy for which you are applying is on the Architectural Review and Historic Preservation
Board, indicate on the application that you meet the special membership requirements.

« Architectural Review and Historic Preservation Board - five members, three of whom are
engaged in visual arts field, such as architects, landscape architects, artists, and/or designers.
All fives members shall have a demonstrated interest or knowledge of historic preservation,
American studies, cultural anthropology, cultural geography, to be consistent with the
requirements of a certified local government (CLG).

6. SUPPLEMENTAL QUESTIONNAIRE:

A Supplemental Questionnaire has been prepared for each advisory body. Please answer the questions
specific to the board or commission(s) to which you are applying in addition to the questions. You may attach a
second page to your supplemental if additional room is needed. Applications will not be accepted unless this
required document is included.

7. STATEMENT OF ECONOMIC INTEREST:

All members of Boards and Commissions are subject to the conflict of interest laws of the State of California
and will be asked to submit a Form 700, “Statement of Economic Interests,”™ within 30 days of assuming office.
These forms will be provided upon your successful appointment and must be filed annually thereafter, and
upon the completion of a member’s term of office.

8. COMPLETED APPLICATION/QUESTIONS:
Return completed application form and supplemental questionnaire by the established deadline to City Clerk,

City of Chico. P.O. Box 3420, Chico, California 95927 or hand deliver to the Chico Municipal Building, 3" floor,
411 Main Street. If you need further assistance, please call 896-7250.



CITY OF CHICO
Administrative Procedure and Policy Manual

Subject: Number: 10-1

BOARD, COMMISSION, ADVISORY COMMITTEES AND

TASK FORCE RULES OF PROCEDURE Effective Date: September 16, 2014
Department(s) Affected:  All Departments Supersedes: 10-1 dated 07/06/10
Authority: File Reference: DNA

The Charter of the City of Chico, Article X;
Council Motion 1/15/08, Council Motion 4/01/08, Council

Motion 11/04/08, Council Motion 1/08/09, Council Motion .
12/15/09; 07/06/10, 9/16/14 Approved: m%

l. PURPOSE
To set forth the policy of the City Council regarding procedures for all advisory bodies, including boards,
commissions, committees, task forces and/or any other form of committee that the City Council may create as
established within this policy and the policies contained in AP&P 10-10, City Council Rules of Procedure.

II.  ELIGIBILITY
A. Shall be resident of the City.
B. Shall be qualified voter as defined by the California Elections Code.

lll.  RECRUITMENT

A. A Biennial Recruitment shall be conducted in the fall of even-numbered years for four-year appointments to
positions with terms commencing in January of odd-numbered years.

B. Procedure

1. Advertisements — Display ads will be placed by the City Clerk at least 60 days prior to the expiration of the
terms seeking applications from City residents interested in serving on a board or commission.
Advertisements will include wording indicating that the City of Chico supports workforce diversity and that
women, minorities and persons with disabilities are encouraged to apply to serve in these volunteer positions.

2. Application Form — The City Clerk will provide interested applicants with an application form and instructions
for completing and a copy of this Administrative Procedure and Policy. Once filed, applications become a
public record and will be made available to the public. Following the biennial recruitment appointment
process, applications will not be kept on file. In the event of a vacancy, the City Clerk will conduct a
recruitment and all interested parties must re-apply.

3. Application Deadline — When advertising for applications, the City Clerk will establish a deadline for filing not
less than 15 days prior to the meeting at which the Council will receive the applications. Applications
received after the filing deadline will not be submitted to the City Council.

4. Interviews — A separate City Council meeting will be scheduled solely for applicant interviews prior to making
appointments. The City Clerk will notify applicants of the date/time/place of the meeting. At this meeting,
the Council will be provided with a staff overview of each board and commission. The Council will also be
provided with time to discuss the criteria for appointment to each specific commission. Following that
discussion, the Council will conduct the interviews. No formal action will be taken at this interview meeting.

5. Nomination Process — A nomination form listing the number of positions to be completed for the Airport
Commission and Architectural Review and Historical Preservation Board will be provided to the Council for
completion. Each Councilmember will nominate one citizen for each open position. Nominations are due
to the City Clerk by 10:00 a.m. six days before the meeting where the appointments will be made. Following
receipt of the nominations, the City Clerk will consolidate the information into one form representing the
nominees who will be voted on. Individual Council appointments to the Arts Commission, Bidwell Park &
Playground Commission and Planning Commission will be made by Councilmembers with coinciding terms
of office and confirmed by the full Council at the same meeting with the other appointments.
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V. APPOINTMENT

A.  Appointments to serve on a board and commissions are for the length of term specified and appointees serve
at the pleasure of the City Council.

B.  Appointments to serve on advisory committees or task forces where the appointments do not conflict with
Charter, Municipal Code Provisions, or the Brown Act will be determined by Council at the time of creation. The
Council will establish its policy for soliciting applications and making appointments for advisory committees or
task forces at the time it determines the need for and purpose of any advisory committee or task force.

C. Appointment Process — As required by State Law, appointments will be considered by the Council in an open
public meeting.

The Council will confirm all final appointments to its board and commissions. Using a balloting method of voting,
both the Airport Commission and Architectural Review & Preservation Board, individuals receiving a majority
vote of Council will be appointed. Should there be more applicants then the number of vacant positions, then
following discussion of the criteria for appointment, Council will vote on the nominees in additional voting rounds
until such time an applicant receives four or more affirmative votes.

For members being individually selected for the Arts Commission, Bidwell Park & Playground Commission and
the Planning Commission by incoming Councilmembers, a final confirmation of those appointments are required
by the full Council.

The City Clerk will notify appropriate City staff members of appointments in order that appointees can be
provided with appropriate information to carry out the duties and responsibilities of the board of commission to
which they were appointed. Appointees are required to execute on Oath of Office prior to attending any
meetings.

D.  Economic Disclosure/Conflict of Interest — As required by State Law and the City's Conflict of Interest Code, an
appointee may be required to disclose certain financial information on an Assuming Office Statement of
Economic Interests Form 700 and advise the Council of any potential conflict of interest which may arise if
he/she is appointed. The City Clerk will provide appointees with forms and instructions following their
appointment. Those appointees that are required to file, must file these forms within 30 days of appointment.

In addition, the following “Statement of Economic Interests - Form 700's" may be required: (1) annual filing of
Form 700 for the duration of appointees tenure; and (2) Leaving Office Statement - Form 700 filed within 30
days of leaving office. The City Clerk will provide the forms and instructions for all Statement of Economic
Interest forms. If forms are not filed in a timely manner, late filing penalties may be assessed. Failure to meet
the deadlines may result in a late penalty, or removal from office.

V. ORIENTATION AND TRAINING - All appointed board and commission members shall attend an orientation training
provided by the City Clerk’s Office and any additional training as may be required pursuant to State Law, City Council
direction, or staff recommendations.

VI. RESPONSIBILITIES — The primary role of the advisory body is to provide judicious advice to the City Council, the
elected policy-making body of the City.

A.  The advisory body’s role can include:

Hearing public testimony on the Council’'s behalf;

Building community consensus for proposals or projects;

Reviewing written material, facilitating study of issues;

Guiding implementation of new or regulating established programs;
Assessing the alternatives regarding issues of community concern; and
Ultimately forwarding recommendations to the Council for its consideration.

ol wON~

There may be times when the advisory body’s recommendations will not be sustained or will be modified by the City
Council. Itis important for the advisory body members to recognize that this is not a rejection of the integrity of the
recommendation but as an inevitable part of the process of community decision-making.

CM 09/16/14 Page 2 of 7 AP&P No. 10-1

S:\Council Policies and Procedures Committee\APP10-1 - Final 9-16-14.wpd



VIl. WORK PLANS - In order to ensure that the work that is being carried out by each advisory body reflects the vision,
mission, or priorities of the City Council, each board or commission is required to develop a two-year work plan
following the appointment of newly appointed members in January of odd numbered years. The plan must be
presented to the City Council within six months of the newly appointed commission being seated. Once approved
by Council, this plan guides the advisory body for the life of the plan. At the end of the work plan, a status report is
provided to Council on the work that was completed.

When preparing its work plan, the Commission must identify any potential impact on staff resources, costs, and if the
item is already mandated by state, federal, or local law. Proposed subcommittees, whether standing or ad hoc, must
also be identified in the plan.

VIII. CODE OF CONDUCT —The Code of Conduct governs the actions and deliberations of City commissions, committees
and boards so that public deliberations and actions can be conducted in an atmosphere free from personal animosity
and hostility and that all actions serve to increase public confidence in the City of Chico’s government.

A.  Each member of all City’s commissions, committees and boards shall:

Adhere to a high level of ethical conduct in the performance of public duties;
Represent and work for the common good of the City;
Pursuant to State Law, refuse to accept gifts of favors or promises of future benefits which might
compromise or tend to impair independent judgment or action;
Provide unbiased fair and equal treatment for all persons and matters coming before the commission,
committee, or board whether in person, in writing, or in an E-Mail communication;
5. Understand and faithfully perform all duties of office as defined by the Chico Municipal Code, State Law,
Council action and all applicable AP&P’s;
Refrain from any actions where there may be a conflict of interest;
Learn and study the background and purpose of important items of business before voting and in order
to facilitate a timely meeting, board or commission members are asked to work with staff prior to the
meeting on questions of clarifications;

8.  Be tolerant of all views expressed at public meetings;

9.  Refrain from abusive conduct, personal charges or verbal or written attacks made upon others; and
10.  Mostimportantly, advisory bodies shall not be involved in administration or operation of City departments.
Advisory body members shall not direct administrative staff to initiate programs or create policies and may
not conduct major studies without the approval of the City Council. City staff members are available to
provide general staff assistance to the advisory body. Budgetary items are operational and not part of the
of the responsibilities of a board or commission member. The City Manager is responsible for providing
the Council with a proposed budget that is reviewed and approved by the City Council and implemented
by staff.

> wh=
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B.  Complaint Process — All complaints received regarding board, commission or committee conduct, the complaint,
along with any other relevant material, will be forwarded to the full Council for review.

C.  Any violation or disregard for the Code of Conduct shall result in one or more of the following actions being
taken:

1. Verbal Admonishment — Least severe form of action and may be directed to one or all members of the
board, commission, or committee.

2. Written Sanction — Official written reprimand which the City Council directs the Mayor to sign and send
out.

3. Censure — Severe form of action taken by Council in open session directing the Mayor to send a letter of
censure to the board, commission, or committee member expressing the Council’s strong displeasure
and/or disappointment of the action(s) taken.

4.  Removal from Office — Any appointee to a City of Chico board, commission or committee serves at the
pleasure of the City Council and may be removed at any time by a majority vote of the City Council.
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IX. SELECTION AND RESPONSIBILITIES OF CHAIR AND VICE-CHAIR - At its first regular meeting of the calendar
year, members of the board, commission or committee shall select a chair and vice-chair with it noted that the Chair
may serve no more than two consecutive years as the presiding officer. In the chairs’ absence, the vice-chair serves
as the Presiding Officer. In the event of both being absent, the staff liaison will call the meeting to order and the
commissioners shall select a temporary chair to serve until adjournment or the arrival of the chair or vice-chair.

Role and Responsibilities — The Chair or Presiding Officer shall preserve order and decorum at all meetings of the
advisory body. The Chair is responsible for ensuring the effectiveness of the group process and to guide the advisory
body by adhering to the code of conduct contained in this policy and in the Brown Act. In the absence of the Chair,
the Vice Chair shall act as the Presiding Officer.

A.  The Presiding Officer may move, second, and debate from the Chair, subject only to such limitations of debate
as are imposed on all Commission members, and he/she shall not be deprived of any of the rights and privileges
of a Commission member by reason of his or her acting as Presiding Officer.

B.  The Presiding Officer shall preserve order and decorum and confine members in debate to the question under
discussion.

C. The Presiding Officer shall state all questions submitted for a vote and announce the results of that vote. A roll
call vote shall be taken when requested by a member.

D. The Presiding Officer shall determine, based on the meeting agenda, a schedule for consistent breaks for the
advisory body. He or she should strive to call for a 10-minute recess at regular intervals of approximately one
hour at appropriate points in the meeting agenda.

E. The Presiding Officer shall ensure that he/she, as well as the balance of the advisory body, refrains from
commenting or entering into conversation with speakers during public comments or during public hearings, until
all speakers have been heard. The Presiding Officer shall determine points of order, subject to the right of any
member to appeal to the advisory body.

F.  The Presiding Officer shall ensure that members of the public who address the advisory body from Business
from the Floor address matters “not appearing” on the agenda which is of interest to such person and which
is within the jurisdiction of the advisory body. Speakers shall not use Business from the Floor to make additional
comments regarding an item that has already been heard earlier in the meeting.

X.  ATTENDANCE REQUIREMENTS - When appointed, it is expected that members will attend all regular and
adjourned meetings of their respective board or commission.

In order that the Council is kept advised of attendance of board and commission members, a report is provided by
the City Clerk to the City Council at the end of each calendar year. The Council is also advised if a board or
commission member misses two consecutive regular or adjourned regular meetings (pursuant to this AP&P), and
removal of a member may occur at Council's discretion (Charter Section 1001.c)

Missed meetings — If an appointed member of a board or commission misses two consecutive regular or adjourned
regular meetings of such board or commission, the chair of such board or commission, or in the absence of the chair,
the vice-chair, shall report to the City Clerk the name of the member having missed such meetings, together with the
dates of the meetings at which such member was absent and the reason for such absences, if known. The City Clerk
shall forward the information to the City Council and removal of the member may occur at Council’s discretion (Charter
Section 1001.c).

Xl.  VACANCIES - If an appointed member of a board or commission is convicted of a crime involving moral turpitude
or ceases to be an elector of the City, his/her office shall become vacant and shall be so declared by the Council.
(Charter Section 1005.) If an unscheduled vacancy occurs whether due to resignation, death, termination, or other
cause, a special vacancy notice shall be posted pursuant to Government Code Section 54974 in the Office of the City
Clerk, and in the Chico Branch of the Butte County Library within twenty days after the vacancy occurs. Final
appointment to the board or commission shall not be made for at least 10 working days after the posting of the notice.
At such time the City Clerk will move forward with a recruitment as outlined in Section 111.B when applicable.

Xll. REMOVAL FROM POSITION - All appointees to the board and commissions, advisory committees and task forces,
including ad hoc committees serve at the pleasure of the City Council and may be removed at any time by a majority
vote of the Council. (Also referenced under Code of Conduct, Section VIII.)

CM 09/16/14 Page 4 of 7 AP&P No. 10-1

S:\Council Policies and Procedures Committee\APP10-1 - Final 9-16-14.wpd



Xl MEETINGS

A. Scheduling

1.

Regular Meetings — Held for each board or commission as currently scheduled, or as determined by
Board/Commission action.

Adjourned Regular Meetings — When workload requires, additional meetings may be scheduled as
necessary.

Meeting Times — It is the intent of the City Council that all meetings of the advisory bodies be conducted in
atimely and efficient manner. Evening meetings are to end at 10:00 p.m., in accordance with AP&P 10-10.
By majority vote of the Commission, the meeting can be extended to 10:30 p.m. with no new items
considered by the body following the 10:00 p.m. deadline. Items may need to be deferred to a future
meeting. Commission or board members are encouraged to call or meet with staff prior to the meeting in
order to get clarification on questions. By doing so, more time will be available for public input and for
discussion by the advisory body.

Change in meeting time — Whenever a majority of the members of a board or commission wishes to change
the date and/or time of its regular meetings in accordance with the provisions and within the limitations set
forth in the Municipal Code specifically applicable to such board or commission, it shall submit its request
in writing to the City Manager, giving the current date and time of its regular meetings and its requested date
and time for regular meetings. After review, the City Manager will either approve or deny the request, in
writing, based on the: (1) availability of a meeting room and any conflicts with other City meetings; (2) ability
to televise or videotape meetings, if appropriate; (3) impact on City staff that normally prepare for and/or
attend the meetings; and (4) any other issues that the City Manager deems pertinent.

In order to adequately notify the public of an approved change to a regular meeting schedule, that Board
or Commission shall include the City Manager’'s approval letter on the next agenda acknowledging the
change in meeting times.

Recording/Televising — All recording/televising requests will be reviewed and approved by the City Manager
based on the needs of the City including: (1) current fiscal situation; (2) availability of staff, and (3) resources
needed to fulfill the request. Audio taping will be encouraged whenever feasible.

B. Rules During Meetings and Public Participation

1.

CM 09/16/14

Time Limits for the Public — Each member of the audience speaking to the board or commission shall limit
their comments to no more than three minutes and speak one time only on each agendized item. Time
limits may be waived or reduced due to the number of speakers by the Presiding Officer or majority of the
board or commission on any specific item. A speaker may not defer his/her time to other speakers.
Commission members will refrain from asking questions of a speaker until that speaker has concluded his
or her comments.

The Presiding Officer will encourage groups or organizations to select a spokesperson to speak on their
behalf.

The Presiding Officer will also encourage speakers to not repeat comments made by prior speakers, but
rather only to indicate their agreement with such comments.

Speakers must address their comments to the Presiding Officer rather than individual Commission
members, staff, a project applicant or anyone else involved in the proceedings.

Speakers may file copies of their remarks or supporting information with the staff liaison. If requested, the
liaison will make the information available to the commission and staff.

If a formal "presentation” by an outside group is approved by the Presiding Officer, the group will be
represented by one presenter and will be required to submit a list of individuals the speaker is representing.
Individuals listed as part of that group will not be given an additional three minutes to address the board or
commission again. Their comments will be considered as part of the presentation.

Time Limits for Commission members — In order to ensure that all speakers are treated equally and in a fair
and consistent manner, Commission members shall refrain from interrupting the speakers before the end
of their allotted three minutes.
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10.
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Questions by members of the board or commission may be addressed following the conclusion of the
speaker's comments and responses are limited to one minute. In addition, members of the board or
commission shall be recognized by the Presiding Officer and are encouraged to limit their comments to three
minutes each.

Time Limits for Staff Presentations — Staff members will strive to keep their presentations brief and to the
point thereby allowing more time for public input and time to address questions by the board or commission.

Meeting Decorum — Commission members and staff shall work earnestly to preserve appropriate order and
decorum during all meetings. Side conversations, disruptions, interruptions, or delaying efforts are
discouraged.

. Electronic Communications - Communication by Commission members via cell phones, laptops, or
other electronic devices by sending or receiving e-mails and/or text messages during board or
commission meetings, with the exception for personal emergencies is prohibited.

. Personal Attacks - Under Government Code Section 54954.3, the public has the right during
presentations to criticize the City’s policies, procedures, programs, or services, including acts or
omissions of the board or commission. However, a board or commission meeting is not a public forum
for personal attacks or disruptive presentations or demonstrations.

. Signs & Banners - As signs and banners block audience members from being able to see and can
cause a disruption of the meeting when held up for the Council or cameras, signs and banners at
meetings shall only be displayed along the back wall of the Council Chamber.

. Role of the Presiding Officer - It is expected that the Presiding Officer will request the public to follow
this protocol and will have the full support of the board or commission to do so. If a member of the
public fails to follow these rules after being warned once, the Presiding Officer may declare a recess
or take other appropriate action. Commissioners or Board members may assist the Presiding Officer
by raising a Point of Order.

Written Material — Any person wishing to have their written comments included in the agenda packet will
need to submit those comments to the staff liaison eight days in advance of the meeting. Written materials
received after that date will be included in the additional information packet provided to the advisory body
at the time of its meeting. Any person providing written material at a meeting shall provide a copy to the staff
liaison for the record.

Consent Agenda — Items removed from the Consent Agenda will be considered immediately following the
approval of the Consent Agenda. Any routine questions of the Commissioners concerning items on the
Consent Agenda should be discussed in advance with the appropriate staff for clarification in order to
minimize delay during board or commission meetings.

Hearings — Any person may speak on items scheduled for hearing before the board or commission at the
time the Presiding Officer declares the hearing open. Once the speakers are finished, the Chair must close
the hearing to further public comment.

Regular Agenda — Items on the Regular Agenda are those that require consideration, direction and/or action
by the board or commission.

ltems Added after Posting of the Agenda — are permitted as set forth Government Code Section 54956.5.
and as defined as an “emergency situation.”

Business From the Floor — Speakers shall not use “Business from the Floor” to make additional
comments regarding an item heard earlier in the meeting.

A member of the general public may address the board or commission on any matter “not appearing” on
the agenda which is of interest to such person and which is within the jurisdiction of the board or
commission. Where a member of the general public seeks to address the commission under Business
From the Floor, the commission may briefly respond to statements made or questions posed. However,
Commission members should not engage in inter-Commission discussions. On their own initiative or in
response to questions posed by such person, Commission members may ask questions for clarification,
provide a reference to staff or other resources for factual information, or request staff to report back at a
subsequent meeting.
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11.

12.

13.

Reports and Communications — Citizen requests shall be placed under reports and communications.
However, no action shall be taken on these matters unless a majority of the commission directs staff to place
the item as an action item at a subsequent meeting and it is included on the posted agenda as such.

Agenda Items Taken Out of Order — The board or commission will follow the order of items as listed on the
agenda, unless the Presiding Officer or a Commission member requests a change in the order of items and
a motion to that effect passes by a maijority vote.

Ex Parte Communications — An ex parte communication is a communication made outside of a noticed
public meeting between a board or commission member and any person in the public concerning a quasi-
judicial proceeding to be heard by the board or commission. When a board or commission member has an
ex parte communication, the member shall state for the public record: (a) the nature of that communication,
(b) with whom the ex parte communication was made, and (c) a brief statement as to the substance of the
communication.

C. Agendas & Staff Reports — Board or commission agendas will be prepared by staff liaisons in accordance with

the format approved by the Council (see AP&P 10-10) and in accordance with the requirements set forth in the
Brown Act. The format of the staff reports is determined by the City Manager and City Clerk in order to meet
the needs of the City Council. Standardized reports also ensures a consistent approach in providing critical
information necessary to make an informed decision.

D. Minutes — Per Council direction at its meeting of 11/7/00, staff is to provide “action-only” minutes for board and
commission meetings. Draft minutes will not be released unless they are part of an agenda packet being
provided to the full Commission or Board for review and approval at a regularly scheduled meeting.
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