COUNCIL POLICY MANUAL

Board and commission members with individual concerns of a non-operational
nature may seek guidance in any of the following ways:

) Consult with the board/commission chair. If possible, this is the preferred
course of action.

(I)  Consult with the Mayor.

(ITII)  Consult with another Councilmember.

When a commission has questions about the commission’s duties or the
interpretation of Council policy, the commission may direct an inquiry to:

D The Mayor.
(I)  The Council Subcommittee on Bylaws.
(ITIT)  The full Council.

Recognition

An annual event to recognize the service of all board and commission members,
as well as citizens serving on special Council ad-hoc committees, shall be
coordinated through the Office of the City Manager.

Outgoing board and commission members who have served their full term shall
receive a certificate of appreciation and a small memento of appreciation. The
type of certificates and mementos provided are at the discretion of the Office of
the City Manager, shall not exceed the gift limit established by the Fair Political
Practices Commission in effect at the time, and will be suitable for the occasion.

Resignation/Completion of Term

When a board or commission member resigns from his or her seat, the member
shall notify the Mayor in writing (email, fax or letter), with copies to the staff
liaison, city clerk and city manager, indicating the effective date and the reason(s)
for resignation. When the resignation notice is received by the Office of the City
Clerk, staff shall notify Council of the resignation and the status of recruitment
efforts to fill the vacancy.

Upon resignation or completion of board or commission assignment, individuals
shall not represent themselves further as a board or commission member.

Sanctions

Counseling, verbal reprimands and written warnings may be administered by the
Mayor to board and commission members failing to comply with City policy.
These lower levels of sanctions shall be kept private to the degree allowed by law.
Copies of all written reprimands administered by the Mayor shall be distributed in
memo format to the chair of the respective board or commission, the city clerk,
the city attorney, the city manager, and the City Council. Written reprimands
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COUNCIL POLICY MANUAL

administered by the Mayor shall not be included in packets for public meetings
and shall not be publicized except as required under the Public Records
Act. (Source: Code of Ethics and Conduct for Elected and Appointed Officials)

Any form of discipline involving formal censure, or affecting board or
commission member status (i.e., removal from office or removal of chairperson
status), shall be imposed by a majority vote of at least a quorum of the Council at
a noticed public meeting and such action shall be preceded by a Report to Council
with supporting documentation. The Report to Council shall be distributed in
accordance with normal procedures, including hard copies to numerous public
facilities and posting online. Any Report to Council addressing alleged
misconduct by a board or commission member shall be routed through the Office
of the City Attorney for review of whether any information is exempt from
disclosure (subject to redaction) based on privacy interests authorized under the
Public Records Act.

Investigations

When deemed warranted, the Mayor or majority of Council may call for an
investigation of board or commission member conduct. Should the city manager
or city attorney believe an investigation is warranted, they shall confer with the
Mayor or Council. The Mayor or Council shall ask the city manager and/or the
city attorney to investigate the allegation and report the findings.

The results of any such investigation shall be provided to the full Council in the
form of a Report to Council, and shall be placed on the agenda of a noticed public
meeting as “Information Only”. Any such report shall be made public and
distributed in accordance with normal procedures (i.e., hard copies to numerous
public locations and posted online). Any report to Council addressing the
investigation of board and commission members shall be routed through the
Office of the City Attorney for review of whether any information is exempt from
disclosure (subject to redaction) based on privacy interests authorized under the
Public Records Act.

It shall be the Mayor and/or the Council’s responsibility to determine the next
appropriate action. These actions include, but are not limited to: take no further
action; discussing and counseling the individual on the violations; placing the
matter on a future public hearing agenda to consider sanctions; forming a Council
ad hoc subcommittee to review the allegation, the investigation and its findings,
as well as to recommend sanction options for Council consideration.

Removal
The members of each board or commission shall be subject to removal by motion

of the City Council approved by at least four affirmative votes, for the following
reasons:
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) Failure to maintain eligibility requirements

(I)  Failure to take the required Oath of Office

(II)  Failure to complete required training

(IV)  Failure to meet attendance requirements

(V)  Failure to fulfill board or commission duties

(VI) Failure to adhere to Council policy governing boards and commission
member interaction with City Council, the public, staff, and/or other board
or commission members.

(VII) Violation of Code of Ethics and Conduct

Administrative Policies

The city manager shall have full authority to develop and implement any
administrative policies and practices deemed necessary to support the operation of
all boards and commissions.

Council Liaisons to Boards and Commission

The City Council shall appoint one councilmember to serve as a council liaison to
each board and commission, except for the Planning Commission, the Personnel
Board, and the Board of Building Code Appeals. Appointments shall change
every six months, with the roster established annually as part of the City Council
intergovernmental relations appointment process. The method of assignment shall
be automatic rotation using seat numbering and alphabetic ordering of
commissions. Attendance at board or commission meetings by the council liaison
is encouraged but not mandatory. Council liaisons may informally arrange for a
council alternate when scheduling conflicts arise.

During a board or commission meeting, the Council liaison shall serve a role
similar to that of the staff liaison. The primary responsibility for providing
information to boardmembers or commissioners belongs to the staff liaison, but
the council liaison may provide additional information at the request of the chair
when questions fall beyond the scope of staff’s expertise. The council liaison may
raise points of order when procedural issues arise.

During board or commission meetings, authority resides with the board or
commission chair. Council liaisons shall refrain from:
1. Interfering with the smooth operation of board or commission meetings
1.  Acting in a manner that undermines the chair’s authority
ii.  Participating in policy discussions except when providing factual
information at the request of the chair
iv.  Speaking on behalf of the full Council without appropriate authority
v.  Acting as spokesperson for the board or commission.
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When questions or concerns arise regarding the conduct of a council liaison, the
chair of the board or commission should consult with the Mayor for possible
resolution. When the liaison in question is the Mayor, the chair should consult
with the Vice Mayor for possible resolution.

R. Bylaw Revisions

Boards and commissions may craft additional bylaw provisions specific to
themselves as long as they do not conflict with Sections A through P above. Any
additional bylaw provisions must be approved by the City Council.

S. Council Subcommittee

A standing subcommittee of three members of City Council shall review all bylaw
revisions. The role of the subcommittee shall be to review the proposed bylaws
before consideration for action by the full Council. Subcommittee meetings are
subject to Brown Act noticing requirements.

((Adopted: RTC 07-148 (5/1/07); clarity update 9/21/07; Revised by RTC 08-043
(2/12/08) in accordance with Council action on 11/27/07 and 1/29/08; Revised by RTC
08-294 (10/14/08); Revised by RTC 09-047 (2/24/09); Revised by RTC 09-098
(5/12/09); clerical update (5/15/09); Revised by RTC 09-315 (12/15/09); Revised by
RTC 10-143 (5/25/10) in accordance with Council action on 3/23/10); Revised by RTC
10-217 (8/31/10); Revised by RTC 10-249 (9/14/10); Revised by Resolution 458-10
(11/9/10); Revised by RTC 11-009 (1/25/11) in accordance with Council action on
12/7/10); Amended: RTC 11-184 (8/23/2011); Amended by Council action (9/13/2011);
Amended by Council action (12/6/2011); Revised by RTC 12-010 (2/7/2012); Amended
by Council action, Item #5 (5/15/2012))

Lead Department: Office of the City Manager
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