TOWN OF SAN ANSELMO
STAFF REPORT
February 16, 2014

TO:

Town Council

FROM:

Debra Stutsman, Town Manager

SUBJECT:

Council Governance Rules
For the meeting of February 25, 2014

RECOMMENDATION
That the Council review the materials presented from other jurisdictions and provide direction to staff
on creating governance rules for the Town Council.
BACKGROUND
At the meeting of Tuesday, February 11, staff was asked to return with samples of governance
documents from other elected bodies, with the intent of preparing such a document for San Anselmo.
DISCUSSION
Currently Town Council meetings are conducted under rules set up by Resolutions 3853 and 3855
(Attachments 1 and 2). Resolution 3853 adopts Rosenburg's Rules of Order and Resolution 3855
establishes gUidelines regarding official, noticed, public meetings ofthe Town Council.
Many cities and other elected bodies have adopted rules of protocol, governance or procedure for
Town Councils. Staff has selected several examples that may assist the Council in directing staff as to
the kind of governance protocol that should be prepared.
Larkspur (Attachment 3) - Larkspur has a document entitled "Amended Principles of Operation" and
an "Annual Mayoral Transition Process."
Tamalpais Union HS District (Attachment 4) - The Tam District has a Governance Handbook that
describes their governance structure and processes for carrying out meetings.
Belvedere (Attachment 5) - Belvedere has a more extensive chapter in their Policy Book on the City
Council, covering putting items on the agenda, City Council operations and Council/Manager relations.
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City of Menlo Park (Attachment 6) - Menlo Park has an even more extensive booklet on City Council
procedures that lists powers and responsibilities, meetings, communications, interaction with staff,
staff support, financial matters, conflicts and liability.
Novato (Attachment 7) - Novato's procedures focuses on rules of conduct for Councilmembers.

ANALYSIS
There are a lot of great examples of protocols that we can follow. With direction from Council on the
depth and breadth desired in a Council governance document, staff will return with a draft document
for Council review.
Respectfully submitted,

Debra Stutsman
Town Manager
Attachment 1- Resolution 3853 (pages 1-4)
Attachment 2 - Resolution 3855 (pages 5-15)
Attachment 3 - Larkspur (pages 16-21)
Attachment 4 - Tamalpais Union HS District (Pages 22-35)
Attachment 5 - Belvedere (pages 36-58)
Attachment 6 - Menlo Park (pages 59-90)
Attachment 7 - Novato (pages 91-95)

RESOLUTION NO. 3853

A RESOLUTION OF THE TOWN COUNCIL OF THE TOWN OF SAN
ANSELMO ESTABLISHING TOWN COUNCIL GUIDELINES REGARDING
OFFICIAL, NOTICED, PUBLIC MEETINGS OF THE TOWN COUNCIL

Whereas, the Town Council of the Town of San Anselmo must consider many public
matters which vitally affect the interest of the citizens of San Anselmo and it is both
necessary and desirable that these meetings be regulated in order to permit the Council to
give agenda matters due consideration and provide an opportunity for public discussion;
and
Whereas, the Town Council desires to have all citizens fully participate in the
proceedings of the Town Council; and
Whereas, it is the purpose of this resolution to provide for the orderly and expeditious
conduct of Council meetings in a manner which will give adequate consideration and
afford a re~sonable opportunity for Council and public discussion; and
t

Whereas, Government Code Sections 36813 and 54954.3(b) provide the Town Council
with the authority to adopt reasonable regulations concerning the proceedings and order
of business of Town Council meetings.
Now, therefore, be it resolved that the Town Council of the Town of San Anselmo
approves and adopts the Meeting Procedures attached hereto as Exhibit "A" and by this
reference incorporated herein.

o
The foregoing Resolution was adopted by the Town Council ofthe Town of San
Anselmo on October 14, 2008 by the following vote:

AYES: Breen, Freeman, House, Thornton
NOES: Greene
ABSENT:

~LV~
6-~
Freeman~
Ted

~~~

ATTEST:
/

Town Clerk
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(fa)
(c)
(d)

(e)

(f)

(g)
(h)
(i)

(j)

(k)

Staff will present the staff report on the item.
The Mayor will provide the members of the Council an opportunity to
ask questions of staff regarding the staff report.
The Appellant (and/or Appellant's representative) may make a
presentation (15 minutes maximum) and then respond to Town
Council questions. The Appellant may divide up the 15 minutes
between various speakers or have one speaker use all 15 minutes, so
long as the time limit is observed.
The Applicant (and/or Applicant's representative) may make a
presentation (15 minutes maximum) and then respond to Town
Council questions. The Applicant may divide up the 15 minutes
between various speakers or have one speaker use all 15 minutes, so
long as the time limit is observed.
Any interested member of the public may speak on the item
(maximum three (3) minutes). Time limits for a pal1icular item may
be extended or reduced by the Mayor.
Appellant is entitled to a five (5) minute rebuttal of any comments
previously made at the hearing.
Applicant is entitled to a five (5) minute rebuttal of any comments
previously made at the hearing.
If the Applicant and the Appellant are the same party, they are entitled
to one fifteen (15) minute presentation and one five (5) minute rebuttal
only.
The Mayor will close the public hearing and announce the item
returned for deliberation by the Town Council. There will be no more
public input accepted unless the public hearing is re-opened by the
T own Council.
The Town Council will make a decision on the appeal or continue
discussion to a specified date.

7. Written Materials from the Public
(a) Agenda packets for Town Council meetings are distributed on the Friday
afternoon preceding the Tuesday Town Council meeting Regular Town
Council meetings are held on the 2nd and 4th Tuesday of the month at 7
p.m. in the Town Hall Council Chambers.
(0) The public may submit written materials to be considered in the discussion
of scheduled Town Council agenda items. Materials should be submitted
to Town staff by 12 noon on the Wednesday prior to the Town Council
meeting. The information will be included in the staff report on that item
that the Council reviews before the meeting. This is the preferred method
of submitting written materials to Council.
(c) After Wednesday at 12 noon and until 3 p.m. on the day of the Council
meeting, members of the public may still bring materials related to a
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specific agenda iten1 to the Administrative office at Town Hall. Those
materials will be copied and distributed to the Town Council and Town
staff at the Council meeting.
(d) After 3 p.m. on the day of the meeting, members of the public may still
submit written materials for consideration at the meeting. The submitting
individual should make at least ten (10) copies of their materials, and
provide those to the Town Manager as soon as they arrive at the meeting,
so that copies can be distributed to Council and staff.
(e) Materials received by the Council at the meeting may not receive the same
focus and attention as materials submitted on time and included in the staff
report.
(f) All materials submitted for Council consideration after the Wednesday, 12
noon deadline, should also be submitted to the Town Manager to ensure
compliance with State law.

(g) Per State law, materials that are submitted to the Council and staff after
the packet deadline shall be made available for public inspection at Town
Hall at the time the writing is distributed to a majority or all of the Town
Council.

8. Meeting Adjournment - Any item not under discussion before 10:00 p.rn. may
be continued to the next regular meeting

Revised 10/14/2008
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RESOLUTION NO. 3855

A RESOLUTION OF THE TOWN COUNCIL OF THE TOWN OF SAN
ANSELMO ADOPTING ROSENBURG'S RULES OF ORDER FOR OFFICIAL,
NOTICED, PUBLIC MEETINGS OF THE TOWN COUNCIL

Whereas, the Town Council of the Town of San Anselmo must consider many public
matters which vitally affect the interest of the citizens of San Anselmo and it is both
necessary and desirable that these meetings be regulated in order to permit the Council to
give agenda matters due consideration and provide an opportunity for public discussion;
and

Whereas, the Town Council desires to conduct meetings in an orderly fashion with rules
that establish order, are easy to understand and enforce the will of the majority while
protecting the rights of the minority; and

Whereas, it is the purpose of this resolution to provide for the orderly and expeditious
conduct of Council meetings in a manner which will give adequate consideration and
afford a reasonable opportunity for Council and public discussion; and

o

Whereas, given the fact that the number of Town Councilmembers in San Anselmo is
five, the calculations for determining a supermajority will be done always rounding up;
and

Whereas, Government Code Sections 36813 and 54954.3(b) provide the Town Council
with the authority to adopt reasonable regulations concerning the proceedings and order
of business of Town Council meetings.

Now, therefore, be it resolved that the Town Council of the Town of San Anselmo
approves and adopts Rosenburg's Rules of Order, attached hereto as Exhibit "A" and by
this reference incorporated herein.
The foregoing Resolution was adopted by the Town Council of the Town of San
A.nselmo on October 28, 2008 by the following vote:

AYES:
Breen, Freeman, Greene, House, Thornton
NOES:
None
ABSENT: None

Ted Freeman, Mayor

ATTEST:

~~~
;wn
Clerk
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ATTACHMENT #2

ules of Order
REVISED lOll

Simple Rules of Parliamentar'j Procedure for the 21St Century

By Judge Dave Rosenberg
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LEAGUE"

.- Of CALIfORNIA

.-. CIT IE S

MISSION AND CORE BELIEFS
To expand and protect local control for cities through education and advocacy to enhance the quality of life for all Californians.

VISION
To be recognized and respected as the leading advocate for the common interests of California's cities.

About the League of California Cities
Established in 1898, the League of California Cities is a member organization that represents California's incorporated cities.
The League strives to protect the local authority and automony of city government and help California's cities effectively
serve their residents. In addition to advocating on cities' behalf at the state capitol, the League provides its members with
professional development programs and information resources, conducts education conferences and research, and publishes
Western City magazine.
© 20} 1 League ofCaltfomia Cities. All nghts reserved.

ABOUT THE AUTHOR
Dave Rosenberg is a Superior Court Judge in Yolo County. He has served as presidingjudge of his court, and as
presiding judge of the Superior Court Appellate Division. He also has served as chair of the Trial Court Presiding Judges
Advisory Committee (the committee composed of all 58 California presiding judges) and as an advisory member of the
California Judicial Council. Prior to his appointment to the bench, Rosenberg was member of the Yolo County Board of
Supervisors, where he served two terms as chair. Rosenberg also served on the Davis City Council, including two terms
as mayor. He has served on the senior staff of two governors, and worked for 19 years in private law practice. Rosenberg
has served as a member and chair of numerous state, regional and local boards. Rosenberg chaired the California State

Lottery Comn1ission) the California Victim C0111pensation and GovernInent ClaiI11s Board, the Yolo-Solano Air Quality
Management District, the Yolo County Economic Development Commission, and the Yolo County Criminal Justice
Cabinet. For many years, he has taught classes on parliamentary procedure and has served as parliamentarian for large
and small bodies.

II

7

TABLE OF CONTENTS

About the Author ............................................................................................................ ii

Introduction .................................................................................................................... 2

Establishing a Quorum ................................................................................................... 2

The Role of the Chair. ..................................................................................................... 2

The Basic Format for an Agenda Item Discussion ........................................................ 2

Motions in General ......................................................................................................... 3

The Three Basic Motions ................................................................................................ 3

Multiple Motions Before the Body ................................................................................. 4

To Debate or Not to Debate ............................................................................................ 4

Majority and Super-Majority Votes ............................................................................... 5

Counting Votes ................................................................................................................ 5

The Motion to Reconsider .............................................................................................. 6

Courtesy and Decorum .................................................................................................. 7

Special Notes About Public Input .................................................................................. 7

1

8

INTRODUCTION
Establishing a Quorum

The rules of procedure at meetings should be simple enough for
most people to understand. Unfortunately, that has not always been
the case. Virtually all clubs, associations, boards, councils and bodies
follow a set of rules - Robert's Rules of Order - which are embodied
in a small, but complex, book. Virtually no one I know has actually
read this book cover to cover. Worse yet, the book was written for
another time and for another purpose. If one is chairing or running
a parliament, then Robert's Rules of Order is a dandy and quite useful
handbook for procedure in that complex setting. On the other hand,
if one is running a meeting of say, a five-member body with a few
members of the public in attendance, a simplified version of the rules
of parliamentary procedure is in order.

The starting point for a meeting is the establishment of a quorum.
A quorum is defined as the minimum number of members of the
body who must be present at a meeting for business to be legally
transacted. The default rule is that a quorum is one more than half
the body. For example, in a five-member body a quorum is three.
\"Then the body has three members present, it can legally transact
business. If the body has less than a quorum of members present, it
cannot legally transact business. And even if the body has a quorum
to begin the meeting, the body can lose the quorum during the
meeting when a member departs (or even when a member leaves the
dais). \"/hen that occurs the body loses its ability to transact business
until and unless a quorum is reestablished.

Hence, the birth of Rosenberg's Rules of Order.

The default rule, identified above, however, gives way to a specific
rule of the body that establishes a quorum. For example, the rules of
a particular five-member body may indicate that a quorum is four
members for that particular body. The body must follow the rules it
has established for its quorum. In the absence of such a specific rule,
the quorum is one more than half the members of the body.

\"/hat follows is my version of the rules of parliamentary procedure,
based on my decades of experience chairing meetings in state and
local government. These rules have been simplified for the smaller
bodies we chair or in which we participate, slimmed down for the
21st Century, yet retaining the basic tenets of order to which we have
grown accustomed. Interestingly enough, Rosenberg's Rules has found
a welcoming audience. Hundreds of cities, counties, special districts,
committees, boards, commissions, neighborhood associations and
private corporations and companies have adopted Rosenberg's Rules
in lieu of Robert's Rules because they have found them practical,
logical, simple, easy to learn and user friendly.

The Role of the Chair
While all members of the body should know and understand the
rules of parliamentary procedure, it is the chair of the body who is
charged with applying the rules of conduct of the meeting. The chair
should be well versed in those rules. For all intents and purposes, the
chair makes the final ruling on the rules every time the chair states an
action. In fact, all decisions by the chair are final unless overruled by
the body itself.

This treatise on modern parliamentary procedure is built on a
foundation supported by the following four pillars:
1. Rules should establish order. The first purpose of rules of
parliamentary procedure is to establish a framework for the
orderly conduct of meetings.

Since the chair runs the conduct of the meeting, it is usual courtesy
for the chair to playa less active role in the debate and discussion
than other members of the body. This does not mean that the chair
should not participate in the debate or discussion. To the contrary, as
a member of the body, the chair has the full right to participate in the
debate, discussion and decision-making of the body. \"/hat the chair
should do, however, is strive to be the last to speak at the discussion
and debate stage. The chair should not make or second a motion
unless the chair is convinced that no other member of the body will
do so at that point in time.

2. Rules should be dear. Simple rules lead to wider understanding
and participation. Complex rules create two classes: those
who understand and participate; and those who do not fully
understand and do not fully participate.
3. Rules should be user friendly. That is, the rules must be simple
enough that the public is invited into the body and feels that it
has participated in the process.
4. Rules should enforce the will of the majority while protecting
the rights of the minority. The ultimate purpose of rules of
procedure is to encourage discussion and to facilitate decision
making by the body. In a democracy, majority rules. The rules
must enable the majority to express itself and fashion a result,
while permitting the minority to also express itself, but not
dominate, while fully participating in the process.

The Basic Format for an Agenda Item Discussion
Formal meetings normally have a written, often published agenda ..
Informal meetings may have only an oral or understood agenda. In
either case, the meeting is governed by the agenda and the agenda
constitutes the body's agreed-upon roadmap for the meeting. Each
agenda item can be handled by the chair in the following basic
format:
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Ninth, the chair takes a vote. Simply asking for the "ayes" and then
asking for the "nays" normally does this. If members of the body do
not vote, then they "abstain." Unless the rules of the body provide
otherwise (or unless a super majority is required as delineated later
in these rules), then a simple majority (as defined in law or the rules
of the body as delineated latcr in these rules) determines whether the
motion passes or is defeated.

First, the chair should clearly announce the agenda item number and
should clearly state what the agenda item subject is. The chair should
then announce the format (which follows) that will be followed in
considering the agenda item.
Second, following that agenda format, the chair should invite the
appropriate person or persons to report on the item, including any
recommendation that they might have. The appropriate person or
persons may be the chair, a member of the body, a staff person, or a
committee chair charged with providing input on the agenda item.

Tenth, the chair should announce the result of the vote and what
action (if any) the body has taken. In announcing the result, the chair
should indicate the names of the members of the body, if any, who
voted in the minority on the motion. This announcement might take
the following form: "The motion passes by a vote of 3-2, with Smith
and Jones dissenting. We have passed the motion requiring a lO-day
notice for all future meetings of this body."

Third, the chair should ask members of the body if they have any
technical questions of clarification. At this point, members of the
body may ask clarifying questions to the person or persons who
reported on the item, and that person or persons should be given
time to respond.
Fourth, the chair should invite public comments, or if appropriate at
a formal meeting, should open the public meeting for public input.
If numerous members of the public indicate a desire to speak to
the subject, the chair may limit the time of public speakers. At the
conclusion of the public comments, the chair should announce that
public input has concluded (or the public hearing, as the case may be,
is closed).

Motions in General
Motions are the vehicles for decision making by a body. It is usually
best to have a motion before the body prior to commencing
discussion of an agenda item. This helps the body focus.
Motions are made in a simple two-step process. First, the chair
should recognize the member of the body. Second, the member
of the body makes a motion by preceding the member's desired
approach with the words "I move ... "

Fifth, the chair should invite a motion. The chair should announce
the name of the member of the body who makes the motion.

A typical motion might be: "I move that we give a lO-day notice in
the future for all our meetings."

Sixth, the chair should determine if any member of the body wishes
to second the motion. The chair should announce the name of the
member of the body who seconds the motion. It is normally good
practice for a motion to require a second before proceeding to
ensure that it is not just one member of the body who is interested
in a particular approach. However, a second is not an absolute
requirement, and the chair can proceed with consideration and vote
on a motion even when there is no second. This is a matter left to the
discretion of the chair.

The chair usually initiates the motion in one of three ways:
I. Inviting the members of the body to make a motion, for
example, "A motion at this time would be in order."
2. Suggesting a motion to the members of the body, "A motion
would be in order that we give a lO-day notice in the future for all
our meetings."
3. Making the motion. As noted, the chair has every right as a
member of the body to make a motion, but should normally do
so only if the chair wishes to make a motion on an item but is
convinced that no other member of the body is willing to step
forward to do so at a particular time.

Seventh, if the motion is made and seconded, the chair should make
sure everyone understands the motion.
This is done in one of three ways:
1. The chair can ask the maker of the motion to repeat it;

2. The chair can repeat the motion; or

The Three Basic Motions

3. The chair can ask the secretary or the clerk of the body to repeat
the motion.

There are three motions that are the most common and recur often
at meetings:

Eighth, the chair should now invite discussion of the motion by the
body. If there is no desired discussion, or after the discussion has
ended, the chair should announce that the body will vote on the
motion. If there has been no discussion or very brief discussion, then
the vote on the motion should proceed immediately and there is no
need to repeat the motion. If there has been substantial discussion,
then it is normally best to make sure everyone understands the
motion by repeating it.

The basic motion. The basic motion is the one that puts forward a
decision for the body's consideration. A basic motion might be: "I
move that we create a five-member committee to plan and put on
our annual fundraiser."
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First, the chair would deal with the third (the last) motion on the

The motion to amend. If a member wants to change a basic motion
that is before the body, they would move to amend it. A motion
to amend might be: "I move that we amend the motion to have a
10-member committee." A motion to amend takes the basic motion
that is before the body and seeks to change it in some way.

floor, the substitute motion. After discussion and debate, a vote
would be taken first on the third motion. If the substitute motion
passed, it would be a substitute for the basic motion and would
eliminate it. The first motion would be moot, as would the second
motion (which sought to amend the first motion), and the action on
the agenda item would be completed on the passage by the body of
the third motion (the substitute motion). No vote would be taken on
the first or second motions.

The substitute motion. If a member wants to completely do away
with the basic motion that is before the body, and put a new motion
before the body, they would move a substitute motion. A substitute
motion might be: "I move a substitute motion that we cancel the
annual fundraiser this year."

Second, if the substitute motion failed, the chair would then deal
with the second (now the last) motion on the floor, the motion
to amend. The discussion and debate would focus strictly on the
amendment (should the committee be five or 10 members). If the
motion to amend passed, the chair would then move to consider the
main motion (the first motion) as amended. If the motion to amend
failed, the chair would then move to consider the main motion (the
first motion) in its original format, not amended.

"Motions to amend" and "substitute motions" are often confused, but
they are quite different, and their effect (if passed) is quite different.
A motion to amend seeks to retain the basic motion on the floor, but
modify it in some way. A substitute motion seeks to throw out the
basic motion on the floor, and substitute a new and different motion
for it. The decision as to whether a motion is really a "motion to
amend" or a "substitute motion" is left to the chair. So if a member
makes what that member calls a "motion to amend;' but the chair
determines that it is really a "substitute motion," then the chair's
designation governs.

Third, the chair would now deal with the first motion that was placed
on the floor. The original motion would either be in its original
format (five-member committee), or if amended, would be in its
amended format (lO-member committee). The question on the floor
for discussion and decision would be whether a committee should
plan and put on the annual fundraiser.

A "friendly amendment" is a practical parliamentary tool that is
simple, informal, saves time and avoids bogging a meeting down
with numerous formal motions. It works in the following way: In the
discussion on a pending motion, it may appear that a change to the
motion is desirable or may win support for the motion from some
members. ''''hen that happens, a member who has the floor may
simply say, "I want to suggest a friendly amendment to the motion."
The member suggests the friendly amendment, and if the maker and
the person who seconded the motion pending on the floor accepts
the friendly amendment, that now becomes the pending motion on
the floor. If either the maker or the person who seconded rejects the
proposed friendly amendment, then the proposer can formally move
to amend.

To Debate or Not to Debate
The basic rule of motions is that they are subject to discussion and
debate. Accordingly, basic motions, motions to amend, and substitute
motions are all eligible, each in their turn, for full discussion before
and by the body. The debate can continue as long as members of the
body wish to discuss an item, subject to the decision of the chair that
it is time to move on and take action.
There are exceptions to the general rule of free and open debate
on motions. The exceptions all apply when there is a desire of the
body to move on. The following motions are not debatable (that
is, when the following motions are made and seconded, the chair
must immediately call for a vote of the body without debate on the
motion):

Multiple Motions Before the Body
There can be up to three motions on the floor at the same time.
The chair can reject a fourth motion until the chair has dealt
with the three that are on the floor and has resolved them. This
rule has practical value. More than three motions on the floor at
any given time is confusing and unwieldy for almost everyone,
including the chair.

Motion to adjourn. This motion, if passed, requires the body to
immediately adjourn to its next regularly scheduled meeting. It
requires a simple majority vote.
Motion to recess. This motion, if passed, requires the body to
immediately take a recess. Normally, the chair determines the length
of the recess which may be a few minutes or an hour. It requires a
simple majority vote.

When there are two or three motions on the floor (after motions and
seconds) at the same time, the vote should proceed first on the last
motion that is made. For example, assume the first motion is a basic
"motion to have a five-member committee to plan and put on our
annual fundraiser." During the discussion of this motion, a member
might make a second motion to "amend the main motion to have a
10-member committee, not a five-member committee to plan and
put on our annual fundraiser." And perhaps, during that discussion, a
member makes yet a third motion as a "substitute motion that we not
have an annual fundraiser this year." The proper procedure would be
as follows:

Motion to fix the time to adjourn. This motion, if passed, requires
the body to adjourn the meeting at the specific time set in the
motion. For example, the motion might be: "I move we adjourn this
meeting at midnight." It requires a simple majority vote.
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Motion to dose nominations. When choosing officers of the
body (such as the chair), nominations are in order either from a
nomina ting committee or from the floor of the body. A motion to
close nominations effectively cuts off the right of the minority to
nominate officers and it requires a two-thirds vote to pass.

Motion to table. This motion, if passed, requires discussion of the
agenda item to be halted and the agenda item to be placed on "hold."
The motion can contain a specific time in which the item can come
back to the body. "I move we table this item until our regular meeting
in October." Or the motion can contain no specific time for the
return of the item, in which case a motion to take the item off the
table and bring it back to the body will have to be taken at a future
meeting. A motion to table an item (or to bring it back to the body)
requires a simple majority vote.

Motion to object to the consideration of a question. Normally, such
a motion is unnecessary since the objectionable item can be tabled or
defeated straight up. However, when members of a body do not even
want an item on the agenda to be considered, then such a motion is
in order. It is not debatable, and it requires a two-thirds vote to pass.

Motion to limit debate. The most common form of this motion is to
say, "I move the previous question" or "I move the question" or "I call
the question" or sometimes someone simply shouts out "question."
As a practical matter, when a member calls out one of these phrases,
the chair can expedite matters by treating it as a "request" rather
than as a formal motion. The chair can simply inquire of the body,
"any further discussion'" If no one wishes to have further discussion,
then the chair can go right to the pending motion that is on the floor.
However, if even one person wishes to discuss the pending motion
further, then at that point, the chair should treat the call for the
"question" as a formal motion, and proceed to it.

Motion to suspend the rules. This motion is debatable, but requires
a tW'o-thirds vote to pass. If the body has its own rules of order,
conduct or procedure, this motion allows the body to suspend the
rules for a particular purpose. For example, the body (a private club)
might have a rule prohibiting the attendance at meetings by non-club
members. A motion to suspend the rules would be in order to allow
a non-club member to attend a meeting of the club on a particular
date or on a particular agenda item.

Counting Votes

""'hen a member of the body makes such a motion ("I move the
previous question"), the member is really saying: ''I've had enough
debate. Let's get on with the vote."\-vhen such a motion is made, the
chair should ask for a second, stop debate, and vote on the motion to
limit debate. The motion to limit debate requires a two-thirds vote of
the body.

The matter of counting votes starts simple, but can become
complicated.
Usually, it's pretty easy to determine whether a particular motion
passed or whether it was defeated. If a simple majority vote is needed
to pass a motion, then one vote more than 50 percent of the body is
required. For example, in a five-member body, if the vote is three in
favor and two opposed, the motion passes. If it is two in favor and
three opposed, the motion is defeated.

NOTE: A motion to limit debate could include a time limit. For
example: "I move we limit debate on this agenda item to 15 minutes."
Even in this format, the motion to limit debate requires a twothirds vote of the body. A similar motion is a motion to object to
.consideration of an item. This motion is not debatable, and if passed,
precludes the body from even considering an item on the agenda. It
also requires a two- thirds vote.

If a two- thirds majority vote is needed to pass a motion, then how
many affirmative votes are required? The simple rule of thumb is to
count the "no" votes and double that count to determine how many
"yes" votes are needed to pass a particular motion. For example, in
a seven -member body, if two members vote "no" then the "yes" vote
of at least four members is required to achieve a two-thirds majority
vote to pass the motion.

Majority and Super Majority Votes
In a democracy, a simple majority vote determines a question. A tie
vote means the motion fails. So in a seven-member body, a vote of
4-3 passes the motion. A vote of 3-3 with one abstention means the
motion fails. If one member is absent and the vote is 3-3, the motion
still fails.

What about tie votes? In the event of a tie, the motion always fails since
an affirmative vote is required to pass any motion. For example, in a
five-member body, if the vote is two in favor and two opposed, with
one member absent, the motion is defeated.
Vote counting starts to become complicated when members
vote "abstain" or in the case of a written ballot, cast a blank (or
unreadable) ballot. Do these votes count, and if so, how does one
count them? The starting point is always to check the statutes.

All motions require a simple majority, but there are a few exceptions.
The exceptions come up when the body is taking an action which
effectively cuts off the ability of a minority of the body to take an
action or discuss an item. These extraordinary motions require a
two-thirds majority (a super majority) to pass:

In California, for example, for an action of a board of supervisors to
be valid and binding, the action must be approved by a majority of the
board. (California Government Code Section 25005.) Typically, this
means three of the five members of the board must vote affirmatively
in favor of the action. A vote of 2-1 would not be sufficient. A vote of
3-0 with two abstentions would be sufficient. In general law cities in

Motion to limit debate. YI'hether a member says, "I move the
previous question," or "I move the question," or "I call the question,"
or "I move to limit debate," it all amounts to an attempt to cut off the
ability of the minority to discuss an item, and it requires a two-thirds
vote to pass.
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Now, exactly how does a member cast an "abstention" vote?
Any time a member votes "abstain" or says, "I abstain," that is an
abstention. However, if a member votes "present" that is also treated
as an abstention (the member is essentially saying, "Count me for
purposes of a quorum, but my vote on the issue is abstain.") In fact,
any manifestation of intention not to vote either "yes" or "no" on
the pending motion may be treated by the chair as an abstention. If
written ballots are cast, a blank or unreadable ballot is counted as an
abstention as well.

California, as another example, resolutions or orders for the payment of
money and all ordinances require a recorded vote of the total members
of the city council. (California Government Code Section 36936.) Cities
with charters may prescribe their own vote requirements. Local elected
officials are always well-advised to consult with their local agency
counsel on how state law may affect the vote count.
After consulting state statutes, step number two is to check the rules
of the body. If the rules of the body say that you count votes of "those
present" then you treat abstentions one way. However, if the rules of
the body say that you count the votes of those "present and voting,"
then you treat abstentions a different way. And if the rules of the
body are silent on the subject, then the general rule of thumb (and
default rule) is that you count all votes that are "present and voting."

Can a member vote "absent" or "count me as absent?" Interesting
question. The ruling on this is up to the chair. The better approach is
for the chair to count this as if the member had left his/her chair and
is actually "absent." That, of course, affects the quorum. However, the
chair may also treat this as a vote to abstain, particularly if the person
does not actually leave the dais.

Accordingly, under the "present and voting" system, you would NOT
count abstention votes on the motion. Members who abstain are
counted for purposes of determining quorum (they are "present"),
but you treat the abstention votes on the motion as if they did not
exist (they are not "voting"). On the other hand, if the rules of the
body specifically say that you count votes of those "present" then you
DO count abstention votes both in establishing the quorum and on
the motion. In this event, the abstention votes act just like "no" votes.

The Motion to Reconsider
There is a special and unique motion that requires a bit of
explanation all by itself; the motion to reconsider. A tenet of
parliamentary procedure is finality. After vigorous discussion, debate
and a vote, there must be some closure to the issue. And so, after a
vote is taken, the matter is deemed closed, subject only to reopening
if a proper motion to consider is made and passed.

How does this work in practice?
Here are a few examples.

A motion to reconsider requires a majority vote to pass like other
garden-variety motions, but there are two special rules that apply
only to the motion to reconsider.

Assume that a five-member city council is voting on a motion that
requires a simple majority vote to pass, and assume further that the
body has no specific rule on counting votes. Accordingly, the default
rule kicks in and we count all votes of members that are "present and
voting." If the vote on the motion is 3-2, the motion passes. If the
motion is 2-2 with one abstention, the motion fails.

First, is the matter of timing. A motion to reconsider must be made
at the meeting where the item was first voted upon. A motion to
reconsider made at a later time is untimely. (The body, however, can
always vote to suspend the rules and, by a two-thirds majority, allow
a motion to reconsider to be made at another time.)

Assume a five-member city council voting on a motion that requires
a two-thirds majority vote to pass, and further assume that the body
has no specific rule on counting votes. Again, the default rule applies.
If the vote is 3-2, the motion fails for lack of a two-thirds majority. If
the vote is 4-1, the motion passes with a clear two-thirds majority. A
vote of three "yes:' one "no" and one "abstain" also results in passage
of the motion. Once again, the abstention is counted only for the
purpose of determining quorum, but on the actual vote on the
motion, it is as if the abstention vote never existed - so an effective
3-1 vote is clearly a two-thirds majority vote.

Second, a motion to reconsider may be made only by certain
members of the body. Accordingly, a motion to reconsider may be
made only by a member who voted in the majority on the original
motion. If such a member has a change of heart, he or she may
make the motion to reconsider (any other member of the body
- including a member who voted in the minority on the original
motion - may second the motion). If a member who voted in the
minority seeks to make the motion to reconsider, it must be ruled
alit of order. The purpose of this rule is finality. If a member of
minority could make a motion to reconsider, then the item could be
brought back to the body again and again, which would defeat the
purpose of finality.

Now, change the scenario slightly. Assume the same five-member
city council voting on a motion that requires a two-thirds majority
vote to pass, but now assume that the body DOES have a specific rule
requiring a two-thirds vote of members "present." Under this specific
rule, we must count the members present not only for quorum but
also for the motion. In this scenario, any abstention has the same
force and effect as if it were a "no" vote. Accordingly, if the votes were
three "yes," one "no" and one "abstain," then the motion fails. The
abstention in this case is treated like a "no" vote and effective vote of
3-2 is not enough to pass ti'm-thirds majority muster.

If the motion to reconsider passes, then the original matter is back
before the body, and a new original motion is in order. The matter may
be discussed and debated as if it were on the floor for the first time.
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Appeal. If the chair makes a ruling that a member of the body
disagrees with, that member may appeal the ruling of the chair. If the
motion is seconded, and after debate, if it passes by a simple majority
vote, then the ruling of the chair is deemed reversed.

Courtesy and Decorum
The rules of order are meant to create an atmosphere where the
members of the body and the members of the public can attend to
business efficiently, fairly and with full participation. At the same
time, it is up to the chair and the members of the body to maintain
common courtesy and decorum. Unless the setting is very informal,
it is always best for only one person at a time to have the floor, and
it is always best for every speaker to be first recognized by the chair
before proceeding to speak.

Call for orders ofthe day. This is simply another way of saying,
"return to the agenda." If a member believes that the body has drifted
from the agreed-upon agenda, such a call may be made. It does not
require a vote, and when the chair discovers that the agenda has
not been followed, the chair simply reminds the body to return to
the agenda item properly before them. If the chair fails to do so, the
chair's determination may be appealed.

The chair should always ensure that debate and discussion of an
agenda item focuses on the item and the policy in question, not the
personalities of the members of the body. Debate on policy is healthy,
debate on personalities is not. The chair has the right to cut off
discussion that is too personal, is too loud, or is too crude.

Withdraw a motion. During debate and discussion of a motion,
the maker of the motion on the floor, at any time, may interrupt a
speaker to withdraw his or her motion from the floor. The motion
is immediately deemed withdrawn, although the chair may ask the
person who seconded the motion if he or she wishes to make the
motion, and any other member may make the motion if properly
recognized.

Debate and discussion should be focused, but free and open. In the
interest of time, the chair may, however, limit the time allotted to
speakers, including members of the body.
Can a member of the body interrupt the speaker? The general rule is
"no." There are, however, exceptions. A speaker may be interrupted
for the following reasons:

Special Notes About Public Input
The rules outlined above will help make meetings very publicfriendly. But in addition, and particularly for the chair, it is wise to
remember three special rules that apply to each agenda item:

Privilege. The proper interruption would be, "point of privilege."
The chair would then ask the interrupter to "state your point."
Appropriate points of privilege relate to anything that would
interfere with the normal comfort of the meeting. For example, the
room may be too hot or too cold, or a blowing fan might interfere
with a person's ability to hear.

Rule One: Tell the public what the body will be doing.
Rule Two: Keep the public informed while the body is doing it.
Rule Three: vVhen the body has acted, tell the public what the
body did.

Order. The proper interruption would be, "point of order." Again,
the chair would ask the interrupter to "state your point." Appropriate
points of order relate to anything that would not be considered
appropriate conduct of the meeting. For example, if the chair moved
on to a vote on a motion that permits debate without allowing that
discussion or debate.

7

14

LEAGUE®
- OF CALI FORN IA

CITIES
1400 K Street, Sacramento, CA 95814
(916) 658-8200 I Fa;, (916) 658-8240
www.cacities.org

To order additional copies of this publication, call (916) 658-8200.
$10
© 2011 League of California Cities. All rights reserved.

® Printed on recycled paper.

15

EXHiB~l

A

LARKSPUR CilY COUNC~L
AMENDED PRINCIPLES OF OPERA liON

1. City COtinci~ Meetings
a. Attendance: Be on time to meetings. Absences or lateness
should be communicated to the City Manager as soon as
possible.
b. Agendas and Reports: Do your homework well enough ahead
of time so that when the City Manager calls the day before a
Council meeting, you can ask questions. Ask questions
beforehand to avoid "late hits" at a meeting so that staff can be
prepared to fully respond to your questions. Communicate
beforehand so there are no surprises at a meeting for staff or
ctherCoundlmembe~.

c. Adjournment of Meetings. The Council has established a goal
of adjourning the public portion of a city council meeting by
10:30 p.m.
d. Votes: No votes are taken on major issues after about 10:30
p.m. in order to keep focused. It is the Mayor's role to facilitate
and summarize the councilmember comments prior to calling for
a vote. No votes are taken on major issues unless all members
of the City Council are present, or unless the absent
Councilmember(s) have suggested that Council take up the
matter despite his/her absence.
e. Discussion: Council members are urged to "get to the point";
e.g., be succinct. Not all votes will be unanimous, so agree to
agree and agree to disagree, and then move on to act for the
best interests of Larkspur.
f. Decorum: No personal verbal attacks on citizens, staff or fellow
Council members. The Mayor will curtail discussion to focus on
issues, not personalities.
g. Mayoral Succession: For clarity and to avoid personal
differences, the Council has adopted a policy of succession for
Mayor and Vice Mayor, which should be periodica!ly reviewed.
h. Closed Sessions: Only items agendized under the Brown Act
may be discussed in closed session with the City Attorney or
Labor Negotiator. The Council does not discuss with other
parties anything discussed in closed session.
I.
Brown Act: The Council strictly adheres to the Brown Act, which
regulates discussion of items before the public, noticing,
agendas, etc.

A1TACHl\1ENT #3
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J.

Conflict of Interest: Besides state statute, the Council has a
policy to avoid even the perception of a conflict of interest.
Council members have routinely stepped down when a
perceived or actual conflict arises. The City's Conflict of Interest
policy is reviewed every two years, and the policy is attached for
ease of reference.
k. Appeals: Council members visit the appeal site prior to the
discussion. If we meet the applicant or appellant on site, we do
not express our individual judgment prior to the public hearing
so as not to jeopardize the public process.
I. Consent Calendar: Routine items are placed on the consent
calendar, but may be discussed under Business if a Council
Member or member of the public requests discussion.
m. Minutes: Council minutes are a summary of discussion and a
record of actions, not verbatim statements.

2.

Reiationship to City Staff
a. The City Council does not micromanage our city departments.
Individual Council member issues and gripes go to the City
Manager. Questions of department heads should be as specific
as possible, preferably through the City Manager.
b. The City Council does not directly discuss matters with the City
. Attorney. Legal issues should be raised through the City
Manager.
c. The Council does not participate directly in labor negotiations, as
we have a contract Labor Negotiator. We do not discuss labor
issues with any member of the City staff.

3. Reiationship to Boards and Commissions
a. The Council does not micromanage Boards and Commissions.
We trust their judgment. On major policy issues, the Council
holds workshops with the Boards and Commissions to ensure
we have input before an issue direction is pursued.
b. The Council has liaisons to every Board and Commission as
another avenue of dialogue.
c. Individual council members may attend Board and Commission
meetings. As a courtesy, a Council member should let the
Chair of the Board or Commission knows he or she is an
observer.
4. Rela.tionship to the Press
a. Press Liaison. The City Council has delegated the City Manager
to speak for the City. Occasionally the Mayor or other Council
members may talk to the press when the Manager is unavailable
and when the Council has already taken a position on a policy.
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b.

If one Councilmember wants to forward or copy another
Councilmember's email to someone else, express permission
should be obtained from the Councilmember who wrote the
email.
c. Email may discoverable by means of a public records act
request or by subpoena; caution with emails is desirable.
d. Think carefully and cautiously before responding to any email.
Avoid making derogatory personal comments using email.
e. Use of third party contact lists should not be used without the
expressed permission of the owner of that information.
f. \Nhen you reply to any email, remember that your reply may
inadvertently or deliberately be transmitted to almost any person
with an Internet connection.
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lARKSPUR CITY COUNCil
ANNUAL MAYORAL TRANSITION PROCESS

- Current Mayor opens the meeting and conducts the meeting through the election of
Mayor and Vice Mayor
- Current Mayor calls for the nominations for Vice Mayor. Motion/second by two council
members. The Mayor calls for the vote and the Vice Mayor is selected.
- Current Mayor calls for nominations for Mayor. Motion/second by two council
members. The Mayor calls for the vote and the new Mayor is selected.
~

Congratulations all around.

The new Mayor thanks the previous Mayor and gives the Mayor his/her gift for service,
and asks if the previous Mayor would like to make a few remarks.
D

- After the previous Mayor accepts the gift and makes closing remarks, he/she steps
down and the new Mayor assumes the Mayor's chair. The previous Mayor moves to the
vacated chair.
- The City Manager calls on the President of the Volunteer Firefighters Association to
present the ceremonial gavel to the new Mayor.
- The new Mayor accepts the gavel, makes a few opening remarks about goals for the
upcoming year and briefly adjourns the meeting for refreshments.
- New Mayor conducts the remainder of the meeting.
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CITY OF LARKSPUR

RESOLUTION NO. 08/04
AMIENDJNG THE LARKSPUR CITY COUNCIL POLICY
REGARDING MAYORAL SUCCESSION

WHEREAS, the City Council of the City of Larkspur annually elects the Mayor and
Vice Mayor from amohg the members of the Council to chair the regular
and special meetings ofthe Council and to provide leadership and
direction fOT the council, citizens and staff of the City; and
WHERlEAS, the City CouQcil of the City of Larkspur determined that it is appropriate
to adopt a policy defining the City's mayoral succession procedure in
October of 1996 in Resolution No. 41/%, and;
WHEREAS, the Council reviewed the process of mayoral selection and succession as
defined in Resolution No. 41/96 at the COU1lCil workihop on January 10,
2004 and detennined that Resolution No. 41/96 needed to be amended.
WHEREAS. the Council determined that the following criteria will be used to define

the mayoral succession process:
a..

the Mayor is elected for a one year term.;

b.

the Mayor cannot succeed him/herself;

c.

a newly elected Councilmember should not serve as Mayor during
the first two years ofhlslher term of office, but could serve as Vice
·MQy4,}r{juRnglriBlher~seoond·year-{)ntheC6Wleil;·····

d.

within the Councilmembers elected in an "electoral class" e.g. two

Councilmembers are elected during November of an odd numbered
year, then three Councilmcmbers are elected during November of
the next successivern;id numbered year, mayoral succession will be
determined by seniority within that year's "electoral class", or if no
one in an "electoml class" is an incumbent, succession will be
determined by tberanking Councilmember with the highest
munber of votes. then the next highest number of votes, etc.
"Seniority" shall be .defined as a Councilmember serving the
iongest number of years on the Council;
e.

if there is a tie vote for selection of the IVlayor. the tie will be
broken by the votes of the Councilmember within the most recent
"electoral class"; and
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ResoLution No. 08/04
March 3, 2004

Page Tv.'O

f.

exceptions to the afmementioned criteria may be made when
extraordinary situations arise in which Mayor and Vice Mayor
appointments beyond these criteria are necessary for the conduct of
the City's business.

NOW,

mEREFOR~

BE IT RESOLVED that the City Council of the City of
Larkspur has determined that its mayoral policy is as described above.

IT IS h'J];R.lEB'l{ CERTIFIED that the City Council ofth.e City of Larkspur duly
amended andado~,tf1e foregoing resolutio~ at a regular meeting held IOn
t.he 3ffl day of Mar.cn.-2004. bytbe following vole,to-wit:'
A YES:

COUNCILMEMBERS:

NOES:

COUNCILMEMBERS:

ABSENT:

COUNCILMEMBERS:

ABSTAIN:

COUNCiUvffiMBERS:

ATTEST:

CITY CLERK
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ELEMENTS OF EFFECTIVE GOVERNANCE
Governance - A Definition
School boards are the democratic representation ofthe community and are charged with the legal
responsibility to ensure all children in their community have the opportunity to achieve an
equitable and excellent education.
School district governance is the act of transforming the needs, wishes and desires of the
community into policies that direct the community's schools.
There are three dimensions to effective governance. Governance tenets encompass the basic
characteristics and behaviors that enable governance team members to effectively create a
climate for excellence in a school district and maintain the focus on improved student learning
and achievement. This Governance Handbook documents the governance responsibilities of the
board and superintendent of the Tamalpais Union High School District within these three
dimensions.
1.

Governing as a unified team with a shared vision to lead and serve the community

2.

Mutual support for roles and responsibilities

3.

Creating and sustaining a positive governance leadership culture

UNITY OF PURPOSE
Unity of purpose of the governance team (trustees and superintendent) include a common focus,
agreement on priority goals, and shared values about students, the district and public education
that transcend individual differences and fulfill a greater purpose.
A unity of purpose exists when the commitment to achieving these goals becomes the guiding
principle of all trustees and the superintendent. The focused efforts of the Tamalpais Union High
School District are reflected in the mission and strategic plan adopted by the board.

The Tamalpais Union High School District Mission Statement
The Tamalpais Union High School District is dedicated to the development of creative,
passionate, and self-motivated learners. Upon graduation, students will be prepared for engaged
citizenship and able to contribute individually and collaboratively in order to address the
challenges of a dynamic and diverse world. To these ends, all students will demonstrate mastery
of core competencies and will be offered meaningful learning experiences to enable them to
access and critically analyze information, pose substantive questions, and communicate
effectively.

3
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GOVERNANCE ROLES
There are important distinctions to be made between the board's role and that of the
superintendent and staff. All board members are equal under the law, and authority rests with the
board as a whole, not with individual members. The Board of Trustees sets direction and
operates at a governance level. The Board does not manage or become involved in the day-today operations of the district. Direction is given to the superintendent only at board meetings
through actions taken by the board. It is important for the board members and the superintendent
to understand and respect the separate roles, yet work together as a "governance team" taking
collective responsibility for building unity and creating a positive organizational culture.

GOVERNANCE LEADERSHIP CULTURE
Perhaps the most important governance principle is the agreement on the procedures the board
and superintendent will utilize to govern the district. Exceptional boards make governance
intentional and invest in structures and practices that can be thoughtfully adapted to changing
circumstances. Protocols are tools to strengthen the capacity of the board to engage in a
constructive relationship with staff - one that is grounded in a mutual understanding of their
respective roles and responsibilities. Explicit protocols, agreed to and upheld by the board and
superintendent, provide transparency and stability in the governance relationship as the board
carries out its roles and responsibilities.
The following protocols were developed to support and promote the effectiveness ofthe district
governance team and to ensure a positive and productive working relationship among board
members, the superintendent, district staff, students, and the community. The protocols were
developed for and by the members of the governance team, and may be modified over time as
needed.

Protocols to Facilitate Governance Leadership
]gpi~

Rationale

"";;

,Agenrl"a,Quesii9ns Answered before aB()ardM#tlng ,
0

0

0

0

Protocol

0

0

4
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Board members should be equally informed and knowledgeable on agenda items.
It is important that staff members know about and prepare to answer questions at
the board meeting whenever possible.
Advance preparation by staff regarding informational questions from the board
members enables board meeting time to be more effectively used.
All communications are a matter of public record, and must comply with the
Brown Act and public meeting requirements.
Trustees will make every attempt to ask questions prior to the board meeting.
Trustees will contact the superintendent, assistant superintendent with questions.
Trustees will always copy the superintendent when questions are directed to other
staff.
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Written answers to questions prior to the board meeting will be distributed to all
trustees at the discretion of the superintendent or assistant superintendent.
Questions from trustees should be included in the presentation to the board at the
board meeting.

'~~i!~;#;iJ,o;;~;icX1 ::~~~t~j;~~~~~. ~. ,. :7';.'-'~po;-co"g""".~~.~-~'¢~:ij""'·f7C"7-·.t-.·.ftic-·•••~-¢-~.,,-~¢:-.·.••-:-~-~17ib=·.e,.,-.~-:-cc~ti-j--'-)'~->C-C":'-'.'-;;,-J-:-t-,;-,·•.,:;=!:t;=;~.
Well-run efficient meetings modelleadership,promote trust and confidence and
provide opportunities to demonstrate strategically moving the district forward
and planning for the future.
The board wants to keep the tone of meetings respectful, while maintaining the
focus on district priorities. The board has established a clearly defined structure
to guide the discussion, to support equal participation by all trustees and to hear
from the community.

Protocol

G

The board president, board clerk, and superintendent plan each board meeting
agenda to promote and support thoughtful deliberation and effective use of time.

"

During the board meeting, the board president will remind the public, if
appropriate, that the purpose of the meeting is to conduct the district business in
public.
.

"

The board president facilitates the board meeting and manages the public input.
The president will refer to the public input guidelines on the board meeting
agenda. Each action item has a 20-minute time limit. Three minutes of public
input are allotted per person per action item. The board president may ask the
public to limit their comments to new information.
The board president has discretion to add time to the discussion, ifthe majority of
the board agrees to additional time. The board president may be liberal in
exercising this discretion when there are relatively few individuals seeking to
provide input.

f)

..

Managing Action items

Step 1:
Step 2:
Step 3:
Step 4:
Step 5:

Step 6:
Step 7:
Step 8:

5

The board president introduces the action item.
Staff presents the item, background information and a
recommendation.
Board members and the student trustees ask clarification
questions and/or make comments.
The board president thanks the presenter and the presenter returns
to his/her seat.
The board president manages public input, inviting participants
to the podium, asking them to introduce themselves and directing
questions to the superintendent or board members, as appropriate.
The board discusses the item.
A motion and second are made.
The board votes.
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Establishing district multi-year and annual goals is critical to a forward
thinking, proactive board that is committed to continuous learning.
Important to the work of the board is the ability to track progress over
multiple years.
Critical to governance work is data driven decision-making that promotes clarity
of direction, focus and alignment. Setting goals ensures that the work of the
district is focused.
The annual goal setting process is linked to the district mission map and the
superintendent evaluation and will follow an established calendar:
June - review past year accomplishments and status of goals. At this time the
board may agree on a summer reading topic to prepare for finalizing the
district goals in August.
August - set annual goals based on the District Strategic Plan and establish a
schedule of progress reports.

rqs essential that important and accurate information be communicated to
members ofthe board, the staff and the community in as timely a fashion as
possible.
The governance team recognizes that some situations have legal or other
considerations that may place restrictions on what may be told to the media
or public.
The governance team commits to speaking with one voice. The designated
spokesperson will vary depending on the issue or situation:
CrisislDisaster: The superintendent is the primary spokesperson and
may involve the board president at his or her discretion.
Meeting Information (e.g. board meetings, agenda items, study
sessions): The board president and the superintendent will serve as
primary spokespersons or may choose a designee.
Core Values Nision / District Priorities / General District
Information: All governance team members may serve as spokespersons
utilizing developed and agreed upon key messages.
For requests via email:
o
If a trustee receives an email request from a member of the public,
the trustee will respond and copy the board president and
superintendent on the response. The trustee may elect to ask the
board president to respond to the request.
o
If the request is sent to the superintendent, she will copy the answer
to all trustees.

6
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If the e-mail is sent to some or all trustees, trustees will refer the
. request to the board president with a copy to the superintendent (if
the superintendent is not already copied). The board president and
superintendent will agree on which of them will respond, copying all
trustees.
For requests from the media:
o
A trustee may answer a request from the media or recommend that
the request be directed to the board president or the superintendent.
If the trustee answers the request directly via e-mail, he/she will copy
the superintendent and board president. If the trustees answers the
request directly via conversation or phone call, he/she will inform the
superintendent and board president.
o
The board clerk will perform the role of the board president if the
board president is unavailable for an extended period.
@

The board wishes to be accessible, consistent, and fair in dealings with all
complaints and concerns.
The board values open communication and timely resolution of issues.
When approached with an issue or concern from staff, trustees agree to:
Listen openly, being careful to remain neutral.
To remind staff that no individual trustee has the authority to resolve the issue .
. If a board member is approached for one on one meetings with staff off campus the
board member will:
Ask the staff member to address their issue with the staff member who can most
directly help them with their concern (teacher leader, principal, assistant
superintendent).
If the staff member has addressed their concern with the staff member most
directly related, the trustee will ask if the staff member has shared the issue or
concern with the superintendent. If the answer is no, the trustee will ask the staff
to talk with the superintendent first, prior to any meeting with a trustee. If staff
member has already shared their concern directly with the superintendent, the
trustee will say, "Under our protocol I can meet with you as long as I notify our
superintendent. Our superintendent may attend our meeting as well. "
1:0pi~

Handli..g 96niplaints and Concerns fromComniunity

Rationale

0

0

0

7

...

The board wishes to be accessible, consistent, and fair in dealings with
complaints and concerns from members of the community.
The board values open communication and timely resolution of issues.
The board represents the community. The board's role in hearing complaints and
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concerns is as a listener and to provide education that empowers a community
member with potential next steps.

Protocoi

When approached with an issue or concern that is outside of the formal complaint
process, trustees agree to:
Listen openly, being careful to remain neutral.
Remind community members that no individual trustee has the authority to solve
the issue.
Validate the integrity of the complaint process.
Encourage addressing this with the person who can most directly help them with
their concern, e.g. teacher, principal, superintendent.
NotifY the superintendent of the issue or concern, as appropriate. The
superintendent will let the trustee know of the resolution as appropriate.
0

0

0

0

0
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T~pj~'"c:,< ,.• Visiti~WS¢~<j(jI~\'"
• The board wants to be visible to staff, and informed about instructional practices
and the needs of the students and staff.
Visiting schools provides the opportunity to show appreciation and recognize
staff for their work. Visits include school events, meetings, and classroom visits.

Protocol

TQIlic., '
~ti()Ilale

All trustees represent all constituents and will use their best efforts to visit each
comprehensive high school campus at least twice a year and each small school
campus once per year.
The superintendent will keep trustees informed of events and opportunities for
board presence whenever possible.
As a professional courtesy, trustees will contact the principal and superintendent
when they plan to visit a campus.
The purpose of classroom visits is not to evaluate teachers. Feedback regarding
teaching practices will only be shared with the superintendent if there is a
concern about student safety .

. Board of Truste'e Mee.tiJigAgen<lap~veiopment
0

0

0

Protocol

0

0

8

Effective meetings are the result of well-planned agendas.
Adequate time is needed for staff members to develop agenda items thoroughly
and to post agendas in compliance with the Brown Act.
An established and transparent agenda development process enables all
stakeholders to request that an item be agendized for board discussion or
consideration.
All agenda items must be submitted to the Executive Assistant to the
Superintendent and Board of Trustees by noon on Tuesday the week prior to a
board meeting.
The board president, clerk, and superintendent will meet on the Tuesday prior to
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the board meeting to determine the closed, open and consent agendas.
All back up material for agenda items must be submitted by 4:00pm on the
Wednesday prior to the board meeting.
All agendas must be publically posted 72 hours prior to the meetings.
All agendas and back up materials are posted on the district's agenda on line
website. A link is available on the front page of the district website.
Generally, agenda items will be discussed by the board at a meeting and
brought back for action at a future meeting.

Conducting a governance self-evaluation demonstrates accountability to the
community and the willingness of the governance team to strengthen and
improve governance practices.
The board supports continuous improvement through an evaluation of
governance practices and effectiveness.
Annually the board will schedule time to reflect on governance practices
and participate in a self-evaluation process.
The process will identify commendations and recommendations for
improvement.
The board may identify one or two annual governance goals for
strengthening the governance team's performance.

The Brown Act established conditions for discussion of some board
business in confidential, closed sessions. The Brown Act strongly supports
the "public's right to know" but recognizes that some highly sensitive
matters must be discussed in a confidential setting, in part to protect the
legal rights of other parties.
The public's trust and the trust among board members are breached if
confidential matters are shared in a public manner.
When closed session discussions are shared, there is potential for liability
and violation of employee and student rights.

-...

"

.
. :" .

. .•

9

Only matters legally allowed by the Brown Act will be discussed in closed
session. These matters include but are not limited to employee contract
negotiations, district litigation, personnel matters, and the substance of the
Superintendent evaluation.
The board will maintain confidentiality around all matters discussed in
closed session.
If a board member violates the legal requirement to keep all closed session
discussions confidential, the Board President and Superintendent will take
immediate action to rectify the matter.
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Individual trustees do not have authority to make decisions or give
direction. A majority vote of the board at a board meeting provides
direction to the superintendent.
The purpose of a board meeting is to conduct board business in pUblic.
Regular attendance at board meetings allows the viewpoints of all trustees
to be heard.
Issues are regularly discussed over a series of board meetings.
Board members will read board packets in order to come to meetings
prepared to discuss and act on agenda items.
Board members will attend regularly scheduled board meetings unless an
emergency situation occurs that makes attendance impossible.
Members'will cooperate in scheduling special meetings and work
sessions.

Oversight of the district is an important function of the Board of Trustees.
It is important for trustees to be well informed regarding student
performance within programs and schools.
Trustees recognize that they have no power as individuals to direct staff
actions.
Compiling information in response to trustee requests takes staff away from
their duties of the day-to-day operations of schools and the district.
A protocol is necessary to balance these potentially competing interests.
Staff will make every effort to ensure that board agenda items include
thorough background and information.
Requests for further information regarding an agenda item will be sent to
the Superintendent or appropriate Assistant Superintendent. If the request is
sent to the Assistant Superintendent, the Superintendent will be copied.
Staff will gather the requested information and distribute it to all
trustees at the Board Meeting.
Trustees should self-regulate the amount of requests for information
regarding issues not on the board agenda. If these requests do occur,
they should be sent to the Superintendent and all other trustees should
be copied so that the trustees understand the context for the information
that will later be provided to them by the administration in response to
the request.
All information provided by the administration in response to a request
by a trustee shall be provided to all other trustees at the same time.
A trustee, as any other citizen, has the right to request information
available under the California Public Request for Information Act (e.g.,
10
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existing documents and records) regardless ofthe amount of staff time
required to produce the information. However, trustees will selfregulate these requests based on the understanding that such requests
divert staff time from the day-to-day management of the district.

11
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Appendix A

PERFORMING GOVERNANCE RESPONSIBILITIES
The California School Boards Association recommends the following descriptions ofthe
responsibilities
of school boards.

Set the direction for the community's schools
G

o

o

"

Focus on student learning
Assess needs/ obtain baseline data
Generate, review or revise setting direction documents (beliefs, vision, priorities,
strategic goals, success indicators)
Ensure an appropriate inclusive process is used
Ensure these documents are the driving force for all district efforts

Establish an effective and efficient structure for the school district
o

"
"
"
o

Employ and support the superintendent; set policy for hiring of other personnel
Oversee the development of and adopt policies
Set a direction for and adopt the curriculum
Establish budget priorities, adopt the budget and oversee facilities issues
Provide direction for and vote to accept collective bargaining agreements

Provide support through our behavior and actions
o
o

e

"
o

Act with professional demeanor that models the district's beliefs and vision
Make decisions and provide resources that support mutually agreed upon
priorities and goals
Uphold district policies the board has approved
Ensure a positive working climate exists
Be knowledgeable about district efforts

Ensure accountability to the public
o

"
"
"
o
o

12

Evaluate the superintendent
Monitor, review and revise policies and serve as a judicial and appeals body
Monitor student achievement and program effectiveness and require program changes
as indicated
Monitor and adjust district finances
Monitor the collective bargaining process
Develop and implement board self-evaluation
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Demonstrate community leadership

o
G

"
o

13

Speak with a common voice about district priorities, goals and issues
Engage and involve the community in district schools and activities
Communicate clear information about policies, programs and fiscal condition
Educate the community and the media about the issues facing the district and public
education
Advocate for children, district programs and public education to the general public,
community leaders and local, state and national leaders
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44.05

SUBMITTING ITEMS FOR THE AGENDA

The following procedure should be utilized in order to put the Deputy City Clerk on notice of
upcoming items for the agenda:
On the second Wednesday prior to a meeting, the official wording for all items are due in the
Deputy City Clerk's office by Noon. It is the responsibility of the staff member to consult the City
Attorney's office for the correct wording for public hearings.
44.06

PRE-AGENDA STAFF MEETING

All staff members who have proposed items for the agenda shall attend the Pre-Agenda Staff
meeting with the City Manager and Deputy City Clerk that same afternoon at 3:00 PM. The Deputy
City Clerk will prepare the Notice of Hearing the next morning, post it in front of City Hall, and
submit it to The Ark to meet the newspaper's Noon deadline for submissions for the following
week's issue.
44.07

FINAL STAFF REpORT AND ATTACHMENTS

Typed staff reports are due in their [lilal form on the first Wednesday prior to the meeting in the
Deputy City Clerk's office by Noon. All staff reports must be submitted in electronic format except
for non-electronic attachments which must be submitted on single-sided sheets 8.5" x 11" (maps
and diagrams may be submitted on 8.5" x 14" or 11" x 14" if they are suitable for folding). Preprinted attachment (e.g. color photographs and diagrams, full-size blueprints) must be submitted
with the staff report in sets of 16 copies.
All staff reports will be checked for formatting errors by the Deputy City Clerk before submission
to the City Manager at the end of the day Wednesday.
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RESPONSES TO GRAND JURY REpORTS

When considering responses to Grand Jury Reports, the City shall comply with California Penal
Code Section 933 and the Ralph M. Brown Act.
Responses to Grand Jury Reports shall be prepared by the City Manager in consultation with the
Mayor, or in his or her absence, the Vice Mayor. Prior to submission to the Grand Jury,
proposed responses to Grand Jury Reports shall be placed on a City Council Agenda under City
Manager Reports such that the City Council may consider and approve the response.
(Amended 0712006)
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48.05

PURPOSE

The purpose of this policy is to provide a framework for operation of the City Council ofthe City
of Belvedere. The City Council of the City of Belvedere serves without compensation and is
subject to Section 2.08 of the Belvedere Municipal Code.

48.06

ApPLICA nON

This policy applies to all City Council elected officials.

48.07

MEETINGS

Regular meetings of the City Council shall be held on the fIrst Monday in each calendar month at
7:30 p.m. When the day for any regular meeting of the City Council fans on a legal holiday, no
meeting shall beheld on such holiday, but such meeting shall be held at the same hour on the
next succeeding day which is not a holiday or at such time and date agreed to by a majority of
the City Council. Calendar dates for regular City Council meetings shall be set by Council
resolution. All regular meetings of the City Council shall be held at the Belvedere City Hall, 450
San Rafael Avenue, Belvedere, CA 94920-2336. .

48.08

SPECIAL MEETINGS

Special meetings may be called at any time by the Mayor or by determination of the majority of
the City Council. Written notice of any such meeting must be given to all members of the City
Council and to all newspapers, radio stations, television stations, or other media who have
previously requested same in accordance with applicable provisions of the Government Code.
Such notice may be given either personally or by mail, but must be received at least twenty-four
(24) hours before the time set for the special meeting. Such notice is not necessary for any
member who submits a written waiver of notice to the City Clerk at or before the time set for the
meeting, or for any member who is actually present at the special meeting.
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48.09

SPECIAL EMERGENCY MEETINGS

A special emergency meeting may be called by the Mayor or by a majority of the City Council
where there exists:
A work stoppage, crippling disaster or other activity which severely impairs public health or
safety; or
Such other circumstance specified by State law as authorizing the conduct of an emergency
meeting. Any special emergency meeting shall be called, noticed and conducted only in
accordance with the procedures set forth in State law.
48.10

CLOSED SESSIONS

The City Council may h<;>ld closed sessions during a regular or special meeting, or at any time
otherwise authorized by law, to consider or hear any matter which it is authorized by State law to
hear or consider inclosed session. If a closed session is included on the agenda, the description
of the item shall be in substantial compliance with applicable State law. During closed session,
the City Council may exclude any person or persons which it is authorized by State law to
exclude from a closed session. No minutes of the proceedings of the City Council during a
closed session are required. There shall be no closed session during any special emergency
meeting.
48.11

ADJOURNED MEETINGS

The City Council may adjourn any regular, adjourned regular, special or adjourned special
meeting to a time and place specified in the order of adjol.irnl11ent. If a quorum is not present, less
than a quorum may so adjourn. If all members are absent from any regular or adjourned regular
meeting, the City Clerk may declare the meeting adjourned to a stated time and place and shall
cau~e a written notice of the adjournment to be delivered personally to each Council member at
least three (3) hours before the adjourned meeting. A copy of the order or notice of adjournment
shall be conspicuously posted on or near the door of the place where the regular, adjourned
regular, special or adjourned special was held within twenty-four (24) hours after the time of
adjournment. When a regular- or adjourned regular meeting is adjourned as provided herein, the
resulting adjourned regular meeting shall be a regular meeting for all purposes. When an order of
adjournment of any meeting fails to state the hour at which the adjourned meeting is to be held it
shall be held at the hour specified for regular meetings.
48.12

AGENDA FOR MEETINGS

The Deputy City Clerk, under the supervision of the City Manager/City Clerk, prepares the
agenda and all such matters according to the order of business and delivers or mails a complete
copy of such agenda, together with supporting materials, to each Councilmember and each
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department head as soon as possible, but in no event later than the Wednesday preceding the
Council meeting.
All items of business to be discussed at a meeting of the City Council shall be briefly described
on the agenda. The description need not set out the specific action or alternatives which will be
considered by the City Council, but should contain sufficient detail so that a person otherwise
unaware could determine the general nature or subject matter of the item by reading the agenda.

48.13

CANCELLATION

Any meeting of the City Council may be cancelled in advance by a majority vote of the City
CoUncil. The Mayor may cancel a meeting in the case of an emergency or when a majority of
the members have confirmed in writing their unavailability.
48.14

/

TAKING ACTION AT A MEETING

No action shall be taken by the City Council, on any item not appearing on a posted agenda,
subject only to the exceptions listed in the subseCtion below. "Action taken" as used herein shall
. mean a collective decision made by a majority of the quorum of the City Council, a collective
cori:u:nitment or promise bya majority of the quorum of the City Council to make a positive or a
negative decision, or an actual vote by a majority of the quorum of the City Council upon a
motion or proposal, resolution, order or ordinance.
With regards to matters not on the agenda, the members of the City Council may ask questions of
persons who raise such matters during the "Open Forum" period or otherwise, but sUGh questions
should be limited to informational purposes, and the City Council should avoid discussions of
the merits or giving directions regarding such subjects. With regards to matters raised by
members of the City Council under "Items from Members," at the direction of the City Couricil,
such matters should be placed on a future the agenda without discussion by the City Council.
Every agenda posted for any regular or special meeting shall contain an item consisting of an
opportunity for the public to address the City Council on items of interest to the public within the
City Council's subject matter jurisdiction. This Open Forum period shall be conducted in
accordance with the procedures set forth under Open Forum of this policy.
48.15

EXCEPTIONS TO AGENDA REQUIREMENT FOR ACTION TAKEN

The City Council may take action at a meeting on an item not appearing on the agenda for that
meeting only under one (1) of the following circumstances:
Upon a majority determination that an "emergency situation," as that tenn is defmed by State
law, exists.
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Upon a determination by a two-thirds vote of the City Council, or if less than two-thirds of the
members are present by a unanimous vote of those members present, that the need to take action
arose subsequent to the agenda posting. For the purposes of this subsection, the term "need to
take action" shall mean those circumstances whose occurrence creates a situation which is
materially different from that which existed at the time the agenda was posted, and which
requires the immediate attention of the City Council. The mere failure of any person to notify the
City Councilor staff of a preexisting situation requiring City Council attention until after the
time for the posting of the agenda shall not be. deemed to constitute a "need to take action"
hereunder. If the City Council makes a determination pursuant to this subsection, the minutes of
the meeting at which the determination is made shall reflect what circumstances gave rise to the
"need to take action" and why the item could not be placed on the agenda.
Where the item upon which action is to be taken was included on a properly posted agenda for a
prior meeting of the City Council occurring not more than five (5) calendar days prior to the date
of the meeting at which action is to be taken, and at the prior meeting the item was continued to
the meeting at which action is being taken.

48.16

POSTING OF NOTICE AND AGENDA

For every regular or special meeting, the Deputy City Clerk or his/ her designee, shall post an
agenda containing a brief description of all the items of business to be discussed at the meeting.
The notice and agenda may be combined in a single document.
The agenda shall be posted at the places indicated in Section 1.08 of the Belvedere Municipal
Code. For any reguhrr meeting of the City Council, the agenda shall be posted no later than
seventy-two (72) hours prior to the time set for the meeting. For any special meeting of the City
Council, the notice and agenda shall be posted no later than twenty-four (24) hours prior to the
time set for the meeting.

48.17

ORDINANCES, RESOLUTIONS, MOTIONS AND CONTRACTS

All ordinances shall be prepared by the City Attorney. No ordinance shall be prepared for
presentation to the City Council. unless ordered by a majority vote of the City Councilor
requested in writing by a member of the City Councilor the City Manager, or prepared by the
City Attorney on his own initiative.
All ordinances, resolutions and contract documents shall, before presentation to the City Council,
have been approved as to form and legality by the City Attorney or his authorized representative
and shall have been examined and approved for the administration by the City Manager, or his or
her authorized representative, where there are substantive matters of administration involved.
Ordinances, resolutions and other matters or subjects requiring action by the City Council shall
be introduced and sponsored by a member of the City Council; except that the Mayor, City
Manager or City Attorney may present ordinances, resolutions or other matters or subjects to the
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City Council, and any Councilmember may assume sponsorship thereof by moving that such
ordinances, resolutions or other matters or subjects be adopted; otherwise they shall not be
considered.
.

48.18

AUTHORIZED To APPOINT OFFICERS

The City Council may, by appropriate action, create those positions necessary for the orderly
function of a City. The City Council may, by appropriate action, fill those positions that are
allowed under the Government Code of the State of California. The City Council, in appointing
said officers, or in creating those positions they deem advisable, shall defrrie the duties therefor
and determine the rate of compensation to be paid.
48.19

CONDUCT OF CITY COUNCIL MEETINGS

Order of Business
Promptly at the hour set by law on the day of each regular meeting, the members of the City
Council, the Mayor, the City Manager/City Clerk, and the City Attorney, unless previously
excused by the Mayor, shall take their regular stations in the Council Chambers and the business
of the City Council shall be taken up for consideration and disposition in the order as set forth by
resolution.
The business of the City Council, at its meetings shall be conducted in accordance with the
following order of business~ however, such order may be modified by a majority of the City
Council:
Call to Order
Pledge of Allegiance
Open Forum
Presentations
City Council Reports
City Manager Reports
Commission and Committee Reports
Consent Calendar
Continued Public Hearings
New Public Hearings
Other Scheduled Items
Items from Members
Adjournment

Duties of Presiding Officer, Signing of Ordinances, Contracts, etc.
The Mayor, or in the absence of the Mayor, the Vice Mayor, shall be the presiding officer, and
shall assume the place and duties as such immediately following election. The Mayor shall
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preserve strict order and decorum at all meetings of the City Council, state questions coming
before the City Council,announce its decision on all subjects and decide all questions of order;
subject, however, to an appeal to the City Council as a whole, in which event a majority vote of
the City Council members present shall govern and conclusively determine such question of
order. The Mayor shall vote on all questions, and on roll call, the Mayor shall be called last.
The Mayor shall sign all ordinances and resolutions adopted and contracts approved by the City
Council at meetings at which the Mayor is in attendance, In the event of the Mayor's absence,
the Vice Mayor shall sign such documents as have been adopted and approved during the
meeting at which the Vice Mayor presided.

Call to Order; Absence of Mayor and Vice Mayor
The Mayor, ot in the absence of the Mayor, the Vice Mayor, shall call the City Council to order.
In the absence of the Mayor and the Vice Mayor, the City Clerk, or City Clerk designee, shall
call the Council to order, whereupon a temporary chairman shall be elected by the
Councilmembers present. Upon the arrival of the Mayor or the Vice Mayor, the temporary
chairman shall relinquish the chair at the conclusion of the business then before the City Council.

Roll Call
Before proceeding with the business of the City Council, the City Clerk shall call the roll of the
Councilmembers. At the request of any Council member, the City Clerk may conduct a roll call
vote on any item on the Agenda.

Quorum; Adjournment of Meeting When Quorum Not Present
A majority of the City Council constitutes a quorum for the transaction of business. When there
is no quorum, the Mayor, Vice Mayor, or any Councilmember shall adjourn such meeting, or if
no Councilmember is present, the City Clerk shall adjourn the meeting.

48.20

NhNUTESOF~ETINGS

Preparation of Minutes
The minutes of the City Council shall be kept by the Deputy City Clerk and shall be neatly
typewritten in a book kept for that purpose, with a record of each particular type of business
transaction set off in paragraphs, with proper subheads; provided, that the City Clerk shall be
required to make a record only of such business as was actually passed by a vote of the City
Council, and may at the direction of the City Council include a summary of Councilmember
remarks and those of any other person addressing the City Council.

Approval of Minutes
Unless the reading of the minutes of a City Council meeting is requested by a Councilmember,
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sU,ch minutes may be approved without reading if the Deputy City Clerk previously has furnished
each Councilmember with a copy thereof stamped "draft.'i Nothing may be added to the minutes;
except that they may be amended by a majority vote of the City Council members to reflect
correctly the business of the City Council at such meeting.
48.21

RULES OF DEBATE

Presiding Officer May Debate and Vote. The presiding officer may move, second and debate
from the chair, subject only to such limitations of debate as are by these rules imposed on all
Councilmember, and shall not be deprived of any of the rights and privileges of a
Councilmember by reason of his acting as the presiding officer.
Interruptions. A Councilmember, once recognized, shall not be interrupted when speaking unless
it is to call thatCouncilmember to .order or as herein otherwise provided. If a Councilmember,
while speaking, is called to order, the Councilmember shall cease speaking until the question of
order is detemiined to proceed.
Getting the Floor; Improper References To Be Avoided. Every Councilmember desiring to speak
shall address the chair, and upon recognition by the presiding officer, shall be confmed to the
question under debate, avoiding all personalities and indecorous language.
Motions. The Mayor or any member of the Council may bring a matter of business before the
Council by making a motion. Before the matter c,an be considered or debated it must be
seconded, Once the motion has been properly made and seconded, the Mayor shall open the
matter for debate offering the first opportunity to debate to the moving party and thereafter, to
any Councilmember properly recognized by the Mayor. Once the matter has been fully debated
and the Mayor calls for a vote, no further debate will be allowed, provided however,
Councilmembers may be allowed to explain their vote.
Disqualification. No City Councilmember shall be permitted to disqualify himself and abstain
from voting unless such disqualification shall have been reviewed by the City Attorney in the
public portion of a meeting or the unanimous vote of the remainder of the City Council present.
Unapproved disqualifications shall be counted by the City Clerk as an affirmative vote. This
subsection will not apply at the time of reorganization of the City Council.
Tied Votes Deemed Denial. All tie votes shall be deemed to be denials.
48.22

RULES OF ORDER

Except as otherwise provided in this section, the latest edition of "Robert's Rules of· Order,
Revised" shall govern the conduct of the meetings of the City Council. However, no ordinance,
resolution, proceeding or other action of the City Council shall be invalidated, or the legality
thereof otherwise affected, by the failure or omission to observe or follow such rules.
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Once the main motion is properly placed on the floor, several related motions may be employed
in addressing the main motion. These motions take precedence over· the main motion, and if
properly made and seconded, must be disposed of before the main motion can be acted upon.
The following motions are appropriate ~nd may be made by the Mayor or any Councilmember at
any appropriate time during the main discussion of the main motion. They are listed in order of
precedence. The first three subsidiary motions are non-debatable; the last four are debatable.

Subsidiary Motions
Lay on the Table. Any Council Member may move to lay the matter under discussion on the
table~ This motion temporarily suspends any further discussion of the pending motion without
setting a time certain to resume debate. It must be moved and seconded and passed by a majority
vote. In order to bring the matter back before the Council, a member must move that the matter
be taken from the table, seconded and passed by a majority. A motion to take from the table must
be made at the same meeting at which it was placed on the table or at the next regular meeting of
the Council. Otherwise the motion that was tabled dies, although it can be raised later as a new
motion.
Move Previous Question. Any Council Member may move to immediately bring the question
being debated by the Council to a vote, suspending any further debate. The motion must be
made and seconded without interrupting one who already has the floor. A 2/3 vote is required
for passage.
Limit or Extend Limits of Debate. Any Council Member may move to put limits on the length
of debate. The motion must be made and seconded and requires 2/3 vote of the Council to pass.
Postpone to a Time Certain. Any Council Member may move to postpone the pending question
to a time certain. This motion continues the pending main motion to a future date as determined
by the Council at the time the motion is passed. The motion must be seconded and requires a
majority vote for passage.
Commit or Refer. Any Council Member may move that the matter being discussed should be
referred to a committee or commission for further study. The motion must be seconded and
requires a majority vote for passage. The motion may contain directions for the committee or
commission, as well as, adate upon which the matter will be returned to the Council's agenda. If
no date is set for returning the item to \ the Council agenda, any Council Member may move, at
any time, to require the item be returned to the agenda. The motion must be seconded and a
majority vote is required for passage if the item is to come back at a future date certain, or a 2/3
vote if the item is to be immediately discussed by the Council at the time the motion to return
is made.
Amend. Any Council Member may amend the main motion or any amendment made to the main
motion. Before the main motion may be acted upon, all amendments and amendments to
amendments must first be acted upon. A motion to amend must be seconded and requires a
majority vote for passage. An amendment must be related to the main motion or amendment to
which it is directed. Any amendment which substitutes a new motion rather than amending the
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existing motion is .out of order and may be so declared by the Mayor.
Postpone Indefinitely. Any Council Member may move to postpone indefinitely the motion on
the floor,thus avoiding a direct vote on the pending motion and suspending any further action on
the matter. The motion must be seconded and requires a majority vote for passage.
Motions of Privilege, Order, and Convenience
The following actions by Council are to insure orderly conduct of meetings and for the
convenience of the Mayor· and Council Members. These motions take precedence over any
pending main or subsidiary motion and mayor may not be debated as noted.
Call for Orders of the Day. Any Council Member may demand that the agenda be followed in
the order stated therein. No second is required and the Mayor must comply unless the Council,
by 2/3 vote, sets aside the orders of the day.
Question of Privilege. Any Council Member, at any time during the meeting, may make a
request of the Mayor to accommodate the needs of the Councilor hislher personal needs for
such things as reducing
noise, adjusting air conditioning, ventilation, lighting, etc.
Admissibility of question is ruled on by the Mayor.
Recess. Any Council Member may move for a recess. The motion must be seconded and a
majority vote is required for passage. The motion is debatable.
Adjourn. Any Council Member may move to adjourn at any time, even if there is business
pending. The motion must be seconded and a majority vote is required for passage. The motion
is not debatable.
Point of Order. Any Council Member may require the Mayor to enforce the rules of the Council
by raising a point of order. The point of order shall be ruled upon by the Mayor.
Appeal. Should allY Council Member be dissatisfied with a ruling from the Mayor, he/she may
move to appeal the ruling to the full Council. The motion must be seconded to put it before the
Council. A majority vote in the negative or a tie vote sustains the ruling of the Mayor. The
motion is debatable and the Mayor may participate in the debate.
Suspend the Rules. Any Council Member may move to suspend the rules if necessary to
accomplish a matter that would otherwise violate the rules. The motion requires a second and a
2/3 vote is required for passage.
Division of Question. Any Council Member may move to divide the subject matter of a motion
which is made up of several parts in order to vote separately on each part. The motion requires a
second and a majority vote for passage. This motion may also be applied to complex ordinances
.
or resolutions.
Reconsider. Except for votes regarding matters which are quasi-adjudicatory in nature or matters
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which require a noticed public hearing, the Council may reconsider any vote taken at the same
session, but no later than the next immediate available regular council meeting date, to correct
errors, or consider new information not available at the time of the vote. With respect to votes
regarding matters which are quasi-adjudicatory in nature or which require a noticed public
hearing, a motion for reconsideration may be made at the same session or no later than the next
immediate available regular Council meeting date. However, if the motion passes, the matter
shall not be heard until the next immediate regular Council meeting or at a special meeting called
by the Council for that purpose and after giving any required notice to the applicant and/or the
pUblic. The motion to reconsider may only be made by a member who voted with the prevailing
side in the vote on this matter. The motion must be seconded and requires a majority vote for
passage, regardless of the vote required to adopt the motion being reconsidered. If the motion to
reconsider is successful, the matter to be reconsidered takes no special precedence over other
pending matters and any special voting requirements related thereto still apply.
Except
pursuant to a motion to reconsider, once a matter has been determined and voted upon, the same
matter cannot be brought up again at the same meeting.
Rescind, Repeal or Annul. The Council may rescind, repeal or annul any prior action taken with
reference to any legislative matter so long as the action to rescind, repeal or annul complies with
all the rules applicable to the initial adoption, including any special voting or notice
requirements or unless otherwise specified by law.

Authority of the Mayor
Subject to appeal, the Mayor shall have the authority to prevent the misuse of the legitimate form
of motions, or the abuse of privilege of renewing certain motions, to obstruct the business of the
Council by ruling such motions out of-order. In so ruling, the Mayor shall be courteous and fair
and should presume that the moving party is making the motion in good faith.

48.23

PUBLIC HEARINGS

Matters which are required to be heard at a noticed public hearing shall be conducted in the
following manner.

Time for Consideration
Matters noticed to be heard by the Council shall commence at the time specified in the notice of
hearing, or as soon thereafter as is reasonably possible, and shall continue until the same has
been completed or until other disposition of the matter has been made.

Continuance of Hearings
Any hearing being held or noticed or ordered to be held by the Council at any meeting of. the
Council may, by order or notice of continuance, be continued or re-continued to any subsequent
meeting in the manner provided herein for adjourned meetings; provided, that if the hearing is
continued to a time less than 24 hours after the time specified in the order or notice of hearing, a
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copy of the order or notice of continuance of hearing shall be posted immediately following the
meetings at which the order or notice of continuance was adopted or made.

Public Discussion at Hearings
When a matter for public hearing comes before the Council, the Mayor shall open the public
hearing. Upon opening the public hearing, the Mayor shall request that staff present the staff
report and any other relevant evidence, but the presentation of the staff report prior to the formal
opening of the public hearing shall not prevent its consideration as evidence. Before any motion
is adopted related to the merits of the issue to be heard, the Mayor shall inquire if there are any
persons present who desire to speak on the matter which is to be heard or to present evidence
respecting the matter. Any person desiring to speak or present evidence shall make hislher
presence known to the Mayor and upon being recognized by the Mayor" the person may speak or
present evidence relevant to the matter being heard. No person may speak without first being
recognized by the Mayor. Speakers shall be limited to three minutes, unless extended by the
Mayor. The Council shall not limit the number of speakers on any item; however, the Council
may establish procedures for testimony to include reasonable time limitations on particular topics
or individual speakers. These limitations shall not apply to applicants, or to appellants who bring
a matter to the City Council on an appeal from the Planning Commission, each of whom shall
have a reasonable amount of time to present their testimony. Members of the Council who wish
to ask questions of the speakers or each other, during the public hearing portion may do so but
only after first being recognized by the Mayor. Members should be mindful that the purpose of
the public hearing is to obtain testimony, and not to debate the merits of the item under
consideration. Members should avoid debate and expressions of personal opinion until after the
close of the public hearing. The Mayor shall conduct the meeting in such a manner as to afford
due process.
All persons interested in the matter being heard by Council shall be entitled to submit written
evidence or remarks, as well as other graphic evidence. All such evidence presented shall be
retained by the City Clerk as part of the Clerk's record. Time limits may be established by the
Mayor, limiting the duration of presentations as set forth in these rules. No person shall be
permitted during the hearing to speak about matters or present evidence which are not germane
to the matter being considered. A determination of relevance shall be made by the Mayor, but
may be appealed as set forth in these rules.

Consideration of Question by Council·
After all members of the public desiring to speak upon the subject of the hearing have been given
an opportunity to do so, the public hearing shall be closed by the Mayor and the Council may
consider what disposition they wish to make of the question or questions presented at the
hearing. No member of the public shall be allowed, without consent of the Mayor, to speak
further on the question during this period of deliberation, although the Council Members may
ask questions of the speakers if so desired. At the conclusion of Council discussion, and
appropriate motion having been made and seconded, the Council shall vote on the matter.
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48.24

ADDRESSING THE CITY COUNCIL

Securing Permission; Right To Address Council
Any person desiring to address the City Council shall fIrst secure the permission of the presiding
offIcer to do so; provided, that under the following headings of business, unless the presiding
offIcer rules otherwise, any qualifIed and interested person shall have the right to address the
City Council upon obtaining recognition by the presiding offIcer.

Staff Reports
Interested parties or their authorized representatives may address the City Council with regard to
written communications referred to in the report of the City Manager orany department head.

Group of Persons Addressing Council
Whenever a group of persons wishes to address the City Council on the same subject matter, it
shall be proper for the presiding offIcer to request that a spokesman be chosen by the group to
address the City Council, and in case additional matters are to be presented at the time by any
other member of such group, to .limit the number of persons addressing the City Council, so as to
avoid unnecessary repetition before the City Council.

48.25

OPEN FORUM

Open Forum and Items From Members
During the Open Forum item of the agenda, any member of the public may address the City
Council on items of interest to the public that are within the subject matter jurisdiction of the
City Council. It must be emphasized that no action may be taken on such matters without being
placed on a subsequent agenda,. and members of the City Council should refrain from discussing
the merits or giving directions concerning such subjects.

Limitations
The Open Forum period shall be limited to no more than thirty (30) minutes for all speakers, to
be apportioned among all speakers who request time. No single speaker shall be allotted more
than three (3) minutes to address the City Council at anyone (1) meeting, unless this limitation is
waived by the City Council.

Procedure
Upon addressing the City Council, each speaker must fIrst state his or her name and address, and
then identify the subject or subjects upon which he/she intends to speak.
At the close of the speaker's comments, the Presiding OffIcer may ask staff to respond to the
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speaker's comments. Thereafter, the chair shall make one ofthe following determinations:
The subject(s) raised do not require investigation or response.
The subject(s) raised should be referred to stafffor investigation and/or response.
The subject(s) raised should be placed on the agenda for the next meeting for action by
the City Council.
Such other determination consistent with State law.
Other Agenda Matters

In addition to receiving comment from the public during the Open Forum period, the presiding
officer shall have the discretion to recognize persons from the audience who'wish to address the
City Council on a particular agenda item at the time that item is considered by the City Council.
Items From Members

In addition to receiving comment from the public, the CounCil may receive general comments,
announcements, and/or suggestions from Members of the City Council. These matters may not
be discussed and if they do not concern an item on the agenda, shall be handled by the Presiding
Officer according to the same procedures set out for Open Forum. It must be emphasized that no
action may be taken on such matters without being placed on a subsequent agenda.
48.26

DECORUM

By Councilmembers
While the City Council is in session, the members shall preserve order and decorum, and a
member shall neither, by conversation or otherwise, delay or interrupt the proceeding or the
peace of the City Council, nor disturb any member while speaking or refuse to obey the orders of
the City Councilor the presiding officer, except as otherwise herein provided.

By Other Persons
When a member of the public testifies before the City Council, the Council may not prohibit the
individual from criticizing the policies, procedures, programs or services of the City or the acts
or omissions of the City Council. However, the City CounCil may prohibit testimony on matters
that are not within the subject matter jurisdiction of the City Council. The City Council may
exclude persons who willfully cCj.use a disruption of a meeting so that it cannot be conducted in
. an orderly fashion. Where the removal of the disruptive persons is not sufficient to restore order,
the City Council may clear the room of all persons. However, in such situations, media
personnel not involved in the disturbance will be permitted to attend the session as continued.
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48.27

VOTING

All Councilmembers present at a meeting when a question comes up fora vote, shall vote for or
against the.measure, or abstain. If the vote is a voice vote, the Mayor shall declare the result and
note for the record all "aye" votes and all "no" votes. The City Council may also vote by roll
call vote, ballot or voting machine. Regardless of the manner of voting, the results reflecting all
"aye" or "no" votes must be clearly set forth for the record.

48.28

PROCEDURE FOR CONSIDERATION OF DEMANDS FOR CORRECTIVE ACTION

Requirement of Written Demand
Prior to any person's commencing a judicial action for injunction or mandamus to declare any
action taken by the City Council void because of failure to observe Brown· Act requirements,
such person must fIrst serve upon the City Clerk a written demand describing the alleged
violation and demanding corrective action. Such demand must be served upon the City Clerk
within thirty (30) days of the action so complained of.
Consideration of Corrective Action
Upon receipt of such a demand, consideration of the demand shall immediately be placed on the
agenda for the next meeting of the City Council. If the demand is received less than seventy-two
(72) hours prior to the time set for the next meeting, the City Council may determine that the
notice constitutes the initiation of litigation, and that the need to take action on the threatened
litigation arose subsequent to the posting of the agenda, and may consider it at that meeting
pursuant to the requirements of a Closed Session. A description of any item so placed on the
agenda shall include both consideration of the demand, and the possibility of corrective action by
the City Council.

In considering such demands, the City Council shall fIrst determine by motion whether
corrective action should be taken. If no motion to take corrective action is carried the City Clerk
shall inform the demanding party in writing of the City Council's decision not to cure or correct
the challenged action.
Implementing Corrective Action
If a motion to take corrective action passes, the presiding officer may entertain a motion
implementing corrective action. Any motion implementing corrective action shall address the
concerns raised in the consideration of corrective action. The motion implementing corrective
action may include a motion to rescind prior action taken, as appropriate. Passage of a motion to
rescind invalidates prior action only as of the time of the passage of the motion, and not from the
date of the initial action. A motion implementing corrective action resulting from a written
demand is out of order if the action complained of: (a) was in substantial compliance with
Government Code Sections 54953, 54954.2, 54954.5, 54954.6, and 54956; (b) was in connection
with the sale or issuance of notes, bonds or other evidences of indebtedness, or any contract,
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agreement or incident thereto; (c) gave rise to a contractual obligation upon which a party has, in
good faith, detrimentally relied; or (d) was taken in connection with the collection of any tax. In
any event, the City Council shall notify the party making the demand in writing of its decision to
take corrective action, and shall describe any corrective action taken. This notice shall be given
to the demanding party as soon as possible after the meeting, but in no event more than thirty
(30) days after receipt of the demand.
.

48.29

ADDITIONAL DUTIES OF THE CITY COUNCIL

Council Reorganization
Annually, the City Council conducts a reorganization of the Mayor and Vice Mayor
responsibilities. Nominations are made by the Council pursuant to a schedule of proceedings
prepared by the Deputy City Clerk.
Prior to the meeting at which the reorganization occurs, the City Manager shall prepare for the
Mayor a list. of the members of the Councilmembers showing where they are in the unofficial
order of rotation that has traditionally been followed by the City CounciL
Appointments and Reconfirmations
Annually, the City Council appoints members to the City's various committees.
Before December 31 of each calendar year, the Deputy City Clerk shall cause to be posted in
front of City' Hall and the Belvedere~ Tiburon Library a Local Appointments List that shall
contain the following information: A list of all boards, committees and commissions whose
members serve at the pleasure of the Council; the terms on each board, committee and
commission that will expire during the next calendar year, with the name of the incumbent
appointee, the date of appointment, and the date the appointee's term expires; and the necessary
qualifications, if any, for the position.

In April of each calendar year the Deputy City Clerk shall cause to be published in the local
newspaper a list of pending vacancies with a request for all interested Belvedere residents to
submit a letter of interest, preferably accompanied by a curriculum vitae. If a sitting incumbent is
interested in continuing to serve in an appointive office, the incumbent shall be required to notify
the Deputy City Clerk that he/she wishes to be considered for reappointment.
In May of each calendar year, and at any other time an unscheduled vacancy occurs, the Council
shall interview all interested candidates for appointive office and select qualified individuals to
serve on the board, committee or commission for which they applied. Sitting incumbents and
those who recently interviewed for that particular position shall be exempt from the interviewing
rule.
Prior to any Council meeting at which appointments are to be considered, the DeputyCity Clerk
shall give to the City Council a list of the incumbents, if any, who are reapplying and showing
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their years of service in that position. The Mayor shall contact the chair of the committee or
board to discuss the current make-up of the membership and any needs the body may have.
The terms of all members of all boards, commissions, and committees who serve for a fixed term
shall begin on either June 1 or July 1 and end on May 31 or June 30, depending upon which
board, commission or committee they are appointed to. The terms of members appointed to fill
unscheduled· vacancies on such boards, commissions, and committees shall commence on the
date they are appointed by the City Council, or in the case of the Planning Commission, on the
date they take the oath of office.

In the event an unscheduled vacancy occurs in an appointive office prior to the expiration of a
term of office, a special vacancy notice shall be posted in front of City Hall and the BelvedereTiburon Library. The City shall advertise the vacancy in the local newspaper and solicit letters
of interest in the same manner as above. In response, an applicant interested in being appointed
to the position in question shall be required to submit a letter of interest with the accompanying
curriculum vitae.
[See Government Code §§ 54972 & 54974 for statutes regarding appointments by the legislative
body.]

Council Committees
Committees of Council are appointed by the Mayor annually to serve within assigned areas of
responsibility for the purpose of gathering and studying information. Citizens at large may be
included to assist in carrying out a Committee's charges. The majority vote of the City Council
at a regular, adjourned or special Council meeting will be required for approval of Committee
recommendations and/or for any specific Committee authority to carry out a task.
Appointments are typically made at the Annual City Council Goals meeting.
maintains a roster of Committees and Committee activities.

City staff

(Amended 0612010)

48.30

PLANNING COMMISSION

In order to make adequate provisions for and guide for growth, development, beautification and
efficient planning of the City, the City Council has established a City Planning Commission.

The City Planning Commission consists of seven (7) persons appointed by the Mayor, with the
approval of the City Council. The City Manager and Building Inspector serve as ex-officio
members of the Planning Commission. Each of the appointed members shall normally serve a
term of four years or fraction thereof, and the terms shall be staggered so that no more than three
(3) members' terms shall expire at one time.
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Vacancies shall be filled by the Mayor with the approval of the City Council for the unexpired
portions of the tenn of a retiring member.
Four niembers ofthe Planning Commission shall constitute a quorum.
Planning Commissioners receive no compensation for their services and shall report their
transactions and recommendations to the City Council at least once every year at a Joint Meeting
of the City Council and Planning Commission.
48.31

ADOPTION OF ANNUAL OPERATING BUDGET

Annually, the City Council reviews and approves an operating budget for the City of Belvedere.
The fiscal year is from July 1 through June 30. The budget is typically adopted prior to June 30
of each year. The City Manager is responsible for preparation of the annual operating budget
and presentation to the City Council.
48.32

ANNUAL TOWN MEETING

The City Council and City Manager shall present a State of the City Address at the Annual Town
Meeting to be held every January.
Appearances, Presentations and Proclamations
Periodically, the City Council will recognize members of the community, organizations, or
entities that have contributed positively to the City of Belvedere through economic means,
enhanced the quality of life, or by nature of their activities contributed to the positive outlook of
the community. These recognitions are typically accomplished by appearance before the City
Council and presenting the individuals with a certificate of recognition however, in the interest
of timely recognition, the Mayor is authorized to execute and deliver certificates of recognition.
On occasion the City Council will adopt a proclamation of support or opposition regarding
particular issues.
City staff will typically prepare all presentations and proclamations at the request of the City
Council.
48.33

USE OF CITY LETTERHEAD

In general, City staff produces all official correspondence by members of the City Council using
City letterhead. Committee chairs are authorized to produce correspondence on City letterhead
providing that the viewpoint represents a majority of the City Council and a copy of the
correspondence is provided to the City Clerk prior to distribution.
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52.05

PURPOSE

The City Council of the City of Belvedere recognizes that the City Manager is responsible for the
day-to-day operations of the City. As such, the City Council shall endeavor to maintain a
professional relationship with the City Manager to afford him or her the ability to work for the
benefit of the organization.
52.06

ApPLICATION

This policy shall apply to all City elected officials and the City Manager
52.07

POLICY

The precise duties of the City Manager are not defmed under California law. Section 2.04 of the
Belvedere Municipal Code establishes the office of the City Manager and outlines the duties
generally as the administrative head of the government of the City under the direction and
control of the City Council.
52.08

COUNCIL-MANAGER RELA nONS

Pursuant to Section 2.04 of the Belvedere Municipal Code, neither the City Council nor any
member thereof shall give orders to any subordinates of the City Manager. The City Manager
shall take his or her orders and instructions from the City Council only when sitting in a duly
held meeting of the City Council and no individual Council member shall give any orders or
instruction to the City Manager. Nothing shall prevent any Council member from discussing
matters of the City with the City Manager. In addition, nothing shall prevent the City Council
from authorizing the Mayor or a committee of the Council from instructing the City Manager in
any area designated by the City Council.
The City Council agrees none of its members will publicly censure or criticize City staff and will
instead relay any criticism of a City staff member privately through the City Manager. The City
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Council shall not interfere in any way in the City Manager's authority over employees and how
the organization does its work.

52.09

CITY MANAGER PERFORMANCE

Annually, the City Council and the City Manager shall defme such goals and performance
objectives that they determine necessary for the proper operation of the City in the attainment of
the City Council's policy objectives, and the City Council and City Manager shall establish a
relative priority among those various goals and objectives to be reduced to writing.
The City Council shall review and evaluate the performance of the City Manager at least once
annually. The annual review and evaluation should contain specific criteria developed jointly by
the City Council and the City Manager.

52.10

HOURS

OF WORK

The City Manager's hOurs of work shall vary in accordance with the work required to be
performed; however, it shall be understood that the City Manager shall work a minimum of forty
(40) hours per week based on a standard work week.
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CITY OF MENLO PARK
Mission Statement
It is the mission of the City government to ensure that Menlo Park is a desirable and
vibrant community in which to live and do business, and to respond to the values and
priorities of the residents so as to provide for the community's current and future needs.
Explicitly, the City fulfills its function by:
•
•
•
•
•
•
•
•
•
•
•
•
•

Addressing the needs of the residents through the City Council, the appointed
commissions, and the City staff.
Providing easy and open access to information and encouraging dialogue,
enabling residents to actively engage in civic life.
Providing for the safety of its residents, businesses, and visitors.
Providing timely and responsive service.
Providing special assistance to those in need.
Functioning effectively, efficiently and with accountability.
Creating a positive and desirable workplace environment for City employees.
Managing change for the betterment of the City.
Creating and maintaining a viable revenue stream and providing for the
unpredictable nature of our economy.
Implementing and maintaining City infrastructure, facilities, and programs.
Formulating sound environmental policies.
Recognizing and supporting the City's diverse neighborhoods and population.
Acting as a responsible member of the greater region.

Mission Statement adopted by the City Council on July 20, 2004.
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Introduction
The Menlo Park City Council establishes policies and priorities for the community and is
responsible for the fiscal health of a public corporation. In Fiscal Year 2005-06, the City has a
General Fund budget of nearly $30 million and a total budget of $85 million. The City
organization is comprised of 150 different services and has assets valued in excess of$370
million (roads, buildings, parks, etc).

Purpose of the Procedures Manual
City of Menlo Park staff prepared a procedures manual to assist the City Council by
documenting cunently accepted practices. Through agreement ofthe City Council and staff to
be bound by these practices, the effective administration of City Council affairs is greatly
enhanced. While attempting not to be overly restrictive, procedures are established so that
expectations and practices can be clearly articulated to guide Council Members in their actions.
It is anticipated that this Procedures Manual will be reviewed by each two-year City Council and
may be revised from time to time.

Overview of City Documents
This procedures manual provides a summary of impOliant aspects of City Council activities.
However, it cannot incorporate all material and information necessary for undertaking the
business of a city council. Many other laws, policies, plans and documents exist which bind the
City Council to certain courses of action and practices. A summary of some of the most notable
documents that establish City Council direction is provided below.

Municipal Code: The Municipal Code contains local laws and regulations adopted by
ordinances. The administrative chapter of the code addresses the role of the City Council, Mayor
and Mayor Pro Tempore. It also describes the organization of City Council meetings and
responsibilities as well as the appointment of certain city staff positions and advisory
commissions. In addition to these administrative matters, the Municipal Code contains a variety
oflaws. The municipal code is available either on the City's website or from the City Clerk.
California Government Code: The State Government Code contains many requirements for
the operation of city government. Many of these requirements are also replicated within the
municipal code to ensure there is broad awareness of such requirements. Menlo Park is a
"general law" city, which means it is organized in accordance with provisions of the State
Government Code. Also described within the govemment code is the Council-City Manager
form of government. Basically, this form of govemment prescribes that a city council's role is to
establish polices and priorities, while the role of the City Manager is to oversee the operations of
the city government.
Annual Budget: The City's annual budget provides a description of city services and the
resources used to provide services. The document contains both a broad overview of the budget
as well as descriptions of programs and services organized for convenience by lead department.
The City operates on a July 1 through June 30 fiscal year.
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General Plan: The General Plan is comprised of a number of elements, such as land use,
transportation, open space and housing, in accordance with State requirements, and provides a
policy framework for various matters that fall within these areas.

Orientation of New Council Members
It is important that members of the Council have an lmderstanding of the full range of
services and programs provided by the organization. As new members join the City Council,
the City Clerk coordinates with department heads to provide tours of City facilities and
meetings with key staff.

League of California Cities Guide
A publication that provides additional useful information is the Mayors and Council
Members Resource Guide published by the League of California Cities. The Guide contains
general infonnation on the role and responsibilities of city council members and on the specific
requirements and laws that govern Council actions. The Guide is available from the City Clerk.
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Menlo Park City Council:
Powers and Responsibilities
City Council Generally
The powers of a city council in California to establish policy are quite broad. Essentially,
councils may undertake any action related to city affairs other than those forbidden or preempted by
state or federal law. Specifically, the Council shall have the power, in the name of the city, to do
and pelform all acts and things appropriate to a municipal corporation and the general welfare of
its inhabitants and which are not specifically forbidden by the Constitution and laws afthe State of
California (California Government Code).

It is important to note that the Council acts as a body. No member has any extraordinary powers
beyond those of other members. While the Mayor and Mayor Pro Tern have some additional
ceremonial and administrative responsibilities as described below, in the establishment of policies,
voting and in other significant areas, all members are equal. It is also important to note that policy
is established by at least a majority vote of the Council. While individual members may disagree
with decisions of the majOlity, a decision of the majOlity does bind the Council to a course of action.
In turn, it is staff's responsibility to ensure the policy of the Council is upheld. Actions of staff to
pursue the policy direction established by a majority of Council do not reflect any bias against
Council members who held a minority opinion on an issue.
The City Council has occasionally debated whether it should take positions of a broader nature
or limit itself to purely municipal functions. Historically, Menlo Park City Councils have chosen to
not take positions on issues outside of their immediate authority to effect. The propensity of the
City Council to involve itself in such issues reflects the personalities and outlooks of the members
who make up the two-year Council sessions.
Limitations are imposed on a Council member's ability to serve on appointed boards of the city.
State law expresses that no member of the Council shall serve as a voting member of any city board,
committee, or commission, whether composed of citizen volunteers, city employees, or a
combination of both . This is not construed as prohibiting members ofthe Council from serving on
committees or subcommittees of the Council itself, or of agencies representing other levels of
government. In fact, Council members often participate and provide leadership in regional and state
programs and meetings. Council members are strongly encouraged to report to the Council on
mattersdiscussedat-subcormnittees and other regional or state boardlagel1cy/groupactivities in
which they have been involved.

Role of Mayor & Mayor Pro Tempore
Mayor: As reflected in the Municipal Code, the Mayor is to preside at all meetings of the City
Council and perform such other duties consistent with the office as may be imposed by the Council
or by vote of the people. The Mayor does not possess any power of veto. As presiding officer of
the Council, the Mayor is to faithfully communicate the will ofthe Council majority in matters of
policy. The Mayor is also recognized as the official head of the city for all ceremonial purposes.
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The Mayor, unless unavailable, shall sign all ordinances, and other documents that have been
adopted by the City Council and require an official signature; except when the City Manager has
been authorized by Council action to sign documents. In the event the Mayor is unavailable, the
Mayor Pro Tempore's signature may be used.
Traditionally, the Mayor has also been assigned by the City Council to consult and coordinate
with the City Manager in the development of agendas for meetings of the City Council. The scope
of such review focuses on the timing of business items and the volume of business that can be
considered at anyone meeting. Such review does not allow for a unilateral unlimited delay of items
to be considered by the Councilor the introduction of new items not othetwise part of the Council's
identified priorities or staff s work plan. Should any significant disagreement arise regarding the
scheduling of items, these matters are to be resolved by the full City Council. The staff maintains a
"tentative" Council Calendar that programs when matters will likely be considered at future
meetings.
Mayor Pro Tempore: The City Council has specified that the Mayor Pro Tempore shall
perfOlID the duties of the Mayor during the Mayor's absence or disability. The Mayor Pro Tempore
shall serve in this capacity at the pleasure ofthe City Council. The Mayor Pro Tempore title is often
abbreviated to Mayor Pro Tern; and a more common and contemporary title of Vice Mayor may be
substituted as well.

Appointment of City Manager, City AHorney
The City Council appoints two positions within the city organization: the City Manager
and City Attorney. Both positions serve at the will of the City Council. The City Manager is an
employee of the City and has an employment agreement that specifies certain terms of
employment including an annual evaluation by the City Council. The City Manager is
responsible for all other personnel appointments within the City. The cun-ent City Attorney is a
patt-time employee, and a patiner in a local law firm that has served the City for many years.

Role in Disaster
The City Council has some special, extraordinaty powers in the case of a disaster. Some
meeting restrictions and expenditure controls are eased in such extreme situations. In critical
situations the Council may be directed by the City ManagerlEmergency Services Director to
assemble in the City's Emergency Operations Center (EOC), located within the Police
Department, to provide policy guidance and to receive information in an emergency. Should the
City Council not be available during an emergency, state law specifies a hierarchy of others who
may serve in place of the City Council. The most likely scenario is that the County Board of
Supervisors_wQJll!:LS~D'e in tht; playc of the Council.

Appointment of Advisory Bodies
The city has a number of standing advisory bodies. Appendix C contains adopted policy
#CC-OI-0004 on the appointment, roles and responsibilities of the various Commissions. These
procedures apply to all appointments and reappointments to standing advisOlY bodies.
In addition, resident committees and task forces are occasionally appointed by the City
Council to address issues of interest. A task force or other ad hoc body is a body created by
Council for a specific task. Council subcommittees, when used, are to help the Council do its
job. Committees ordinarily will assist the Council by preparing policy alternatives and
implications for Council deliberation. Council subcommittees will normally not have direct
8
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dealings with staff operations. Council subcommittees may not speak or act for the Council.
Subcommittees will be used sparingly and ordinarily in an ad hoc capacity. This policy applies
to any group that is formed by Council action, whether or not it is called a subcommittee. Unless
otherwise stated, a subcommittee ceases to exist as soon as its task is complete. The Council
may assign, and specify the role of, one or two Council Members to the task force (if more, it
becomes a defacto Council meeting). Unless otherwise specified, Council Members have all the
rights, and only the rights, of ordinary citizens with respect to task forces and other ad hoc
bodies.
Note that both appointed advisory bodies and ad hoc committees are usually subject to the
open meetings laws commonly known as the Brown Act.

Council Relationship with Advisory Bodies
The City Council has detelmined that Council Members should not lobby commissioners for
particular votes. However, Council Members may attend meetings as residents and request that
commissioners consider celiain issues dUling their deliberations or in unusual instances as
Council Members to reflect the views of the Council as a body.
Council Members choosing to attend commission or committee meetings should be sensitive
to the fact that they are not participating members ofthe body. Council Members have the
rights, and only the rights, of ordinary citizens with respect to Commissions - including the right
to write to and speak to the Commission during public comment periods.

Role of Commission Liaison
Members of the Council are assigned to serve in a liaison capacity with one or more city
commissions. The purpose of the liaison assignment is to facilitate communication between the
City Council and the advisory body. The liaison also helps to increase the Council's familiarity
with the membership, programs and issues of the advisory body. In fulfilling their liaison
assignment, members may elect to attend commission meetings periodically to observe the
activities of the advisory body or simply maintain communication with the commission chair on
a regular basis.
Members should be sensitive to the fact that they are not pat1icipating members of the
commission, but are there rather to create a linkage between the City Council and commission.
In interacting with commissions, Council Members are to reflect the views of the Council as a
body. Being a Commission liaison bestows no special right with respect to Commission
business.
Typically, assignments to commission liaison positons are made at the beginning of a
Council term in December. The Mayor will ask Council members which liaison assignments
they desire and will submit recommendations to the full Council regarding the various
committees, boards, and commissions which City Council Members will represent as a liaison.
In the rare instance where more than one Council Member wishes to be the appointed liaison to a
pat1icular commission, a vote of the Council will be taken to confirm appointments.
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City Council Meetings
General Procedures
By resolution, the City Council has adopted a modified version of Roberts Rules of Order.
Presiding Officer: The Mayor is the presiding officer and acts as chair at Council meetings.
In the absence or incapacity of the Mayor, the Mayor Pro Tempore serves as presiding officer.
Seating arrangement of the Council: The Mayor Pro Tempore is seated immediately next
to the Mayor. The Mayor, with the approval of individual Council members, shall establish the
seating anangement for regular Council meetings.
Quorum: Three-fifths of the Council members constitute a quolUm for the transaction of
business.

Meeting Schedule
The Council approves and follows an annual calendar that reflects its priorities and coincides
with the budgeting process, beginning at the start of the calendar year. Project priorities are
ranked in FeblUaIY for the following fiscal year, in order to reflect the commitment of resources
required. Other Council priorities are overlayed on the calendar as time pennits.
Regular meetings are usually held in the Cowlcil Chambers, 701 Laurel Street, on Tuesdays at 7
pm, with study sessions and closed sessions generally being convened earlier, as needed, or at
the end of the meeting at the conclusion of public business.
On occasion, the Council meeting will be held in altemative locations such as the Senior Center.
No Council meeting will typically be held in the event that a regular meeting of the Council falls
on a legal holiday or the day after a holiday. Other meetings throughout the year may be
cancelled as well. Council Members should inform the City Manager's secretary as soon as
possible if they intend to be out of town on a set meeting date. On occasion, arrangements may
be made in order for Council Members to remotely participate in Council meetings by telephone
conference call when out of town.

Special Meeting_~ __
Special meetings may be called by the Mayor or by three members of the City Council.
Written notice must be given to the City Council and to the media 24 hours prior to a special
meeting. No business other than that officially noticed may be discussed.
Public Comment: At all regular and special meetings, public comments must be permitted before
or during consideration of any agendized item. Public comment is appropriate on any matter
within the jurisdiction of the City Cowlcil.
Meeting Notices and Minutes: Notice requirements of the Brown Act are complied with for all
meetings; minutes of the meeting are taken by the City Clerk or designee and made available for
public inspection.
10
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Development of Agenda
The City Council adopts a yearly meeting calendar identifying meeting dates and
cancellations to aid members and staff with planning and scheduling. A medium-range
"tentative" Council calendar that reflects an estimate of when various items will be scheduled
over the next few weeks is available on the City's website. A copy of the draft agenda is
transmitted to the Mayor for review on the Monday one-week prior to the meeting. Staff is
required to submit reports for a Tuesday Council meeting to the City Clerk by noon on the
Thursday of the week preceding the meeting. All agenda materials are available after 5:30pm on
the Thursday before the Tuesday Council meeting. Website posting includes a tentative Council
calendar that shows Council meeting dates and planned agenda items 3-5 weeks in advance.
Given this agenda development schedule, it is usually extremely difficult when Council
requests at a Tuesday meeting that a report be prepared for consideration the following week.
For this reason, it will usually require at least one week for the preparation of a report requested
by the City Council. Complex reports, of course, will require more time to prepare, and an
estimated time of completion can be provided to the City Council. The ability to schedule new
agenda items depends on the nature of the item itself, other agenda subjects that are already
scheduled and the amount of time available.

Placing Items on Agenda
City Council: A Council Member may request an item be considered on a future agenda
and, upon agreement of a majority of Council, staff will prepare a staff report if fonnal Council
action is required. Council Members may make this request verbally during a meeting or may
submit written requests. Nonnally, the process involves two steps: initial consideration of the
request by the full Council at the soonest possible regularly scheduled meeting; and, if a majority
agrees, the matter is then scheduled for further consideration on an upcoming meeting agenda.
Members of the public: A member of the public may request that an item be placed on a
future agenda during public comment or through other communication with Council Members.
Upon approval of a majority of Council, the item will be agendized and a staff report may be
prepared. The City Manager will infOlm the Council of the potential impact the request will
have on established priorities or staff workload and seek approval by the City Council before
authorizing the work or scheduling the item as appropriate.
Emergency and Non-Agendized items: Emergency and non-agendized items may be
. added.to an .agendaQ.l1ly in accordance with state law. Emergencyj!~ms_are. 91l1yllI.9se._matte1:"s
affecting public health or safety such as work stoppages, disasters and other severe emergencies.
Adding an emergency item requires a majority vote. Emergency items are very rare. More
likely, after the agenda is posted an item arises that the Council would like to act on. Nonagendized items may be added to the agenda only if the Council makes findings that (1) the need
to consider the item arose after the posting of the agenda, and; (2) there is a need to take
immediate action at this meeting of the City Council. These findings must be approved by a
415th vote; if less than five members of Council are present, the findings require a unanimous
vote of those present.
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Notification and Advertising
The City attempts to well publicize matters of significant neighborhood or community public
interest that appear on a City Council agenda, as well as all matters where adveliising is required
by law. Advertisements and notifications are intended to inform all interested individuals.

Order of Business
The City Council established the order of business for meetings through the adoption of a
policy on meeting procedures. Technically, the order of the agenda is as follows: roll call;
special business; proclamations; council, committee and staff reports; public comment #1;
appointments to boards/commissions/committees; consent calendar; public hearings; regular
business; public comment #2; written communications; infonnation items; adjournment. The
following section describes the various types of meeting components.
1. Closed Sessions (closed to the pUblic): The ability of the City Council to conduct sessions
not open to the public is restricted by state law to ensure open proceedings. Certain defined
circumstances exist wherein a city council may meet without the public in attendance. Such
circumstances include:
Real Property: The purchase, sale, exchange or lease of real propeliy with the City's
negotiator; the real property and the person( s) with whom the City may negotiate must be
alIDounced in open session plior to the closed session (Cal Govt Code 54956.8).
Litigation: Pending or a significant exposure to litigation or the decision to initiate
litigation; the litigation title must be identified in open session prior to the closed session
unless the Council states that to do so would jeopardize its ability to conclude existing
settlement negotiations or effectuate service of process.
Compensation: Salaries and benefits of employees; Council meets in closed session to
review its position and instruct designated representatives (Cal Govt Code §54957.6).
Personnel: A closed session is held to discuss the appointment, employment, evaluation
of performance, or dismissal of a public employee, or to hear a complaint against the
employee unless the employee requests a public hearing (Cal Govt Code §54957. 6).
It is critical to stress that there shall be no disclosure of closed session confidential
information. Members of the Council, employees of the City, or anyone else present shall
not disclose to any person, including affected/opposing parties, the press, or anyone else, the
coJilentofsllbstance of any discussion which takes place in a closed session wtthoutCbuncil
direction and concurrence. Whenever possible, written reports received for closed session
items will be turned in at the end of the meeting.
Typically, closed sessions will be scheduled plior to the public pOliions of the meeting or
at the end of the meeting after public business has been concluded. This is done so public
portions of the meeting al'e not intenupted by closed sessions. In addition, such sessions may
require the attendance of special legal counsel and consultants. In an attempt to manage the
costs of thes'e professionals, it is beneficial to conduct closed sessions at a time certain. On
occasion, during the course of a regular meeting, an issue arises that requires the Council to
adjourn to a closed session on the advice of the City Attorney.
12
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2. Council Member Reports: Provides members of the Council an opportunity to introduce
matters not currently before the Council, including brief announcements, to pose questions of
staff and make requests for items to be placed on the agenda at a future meeting. Examples
of appropriate communications would be information of general interest received from
outside agencies, comments or inquities received from the public, requests to agendize future
items, or announcements of interest to the pUblic.
State law provides that Council can take action only on such matters that have been noticed
at least three days (72 hours) in advance of the regular meeting, or 24 hours in the case of a
special meeting, unless special circumstances are found to exist (as mentioned above).
Formal action or approval on non-agendized items is not allowed, and such items should be
placed on the agenda of the next available regular meeting.

3. Consent Calendar: Those items on the Council agenda that are considered to be of a
routine and non-controversial nature by the City Manager are placed on the "Consent
Calendar." These items shall be approved, adopted, accepted, etc., by one motion of the
Council. Typical consent calendar items include the final reading and adoption of
ordinances, various resolutions approving agreements, awards of contracts, minor budgetary
adjustments, meeting minutes, status reports, and reports of routine city operations.
Council Members may request that any item listed under "Consent Calendar" be removed
from the Consent Calendar, and Council will then take action separately on this item. A
member of the public may request that an item listed under "Consent Calendar" be removed
and Council action taken separately on the item; the City Council must concur with such a
request. Items that are removed ("pulled") by members of the Council for discussion will
typically be heard after other Consent Calendar items are approved unless the majority of
Council chooses an earlier or later time.
Council Members are encouraged to contact the City Manager's office prior to 12:00
noon on the day of a Council meeting day to provide notification of items to be removed
from the Consent Calendar. This practice allows the City Manager to notify staffthat may
need to be present to respond to removed items. Equally important, it also allows the
Manager to inform staff who do not need to be present at the meeting. Unless contacted in
advance of the meeting with sufficient time, the presumption is that staff will not be present.
4. Public Comment: A block of 30 minutes time is set aside at the beginning of the meeting
and again at the end to receive general public comment about issues not on the agenda.
Comments on agenda items should not be heard until the appropliate item is called.
Individuals desiring to speak are to address the Council from the speaker podium after giving
tlieif-l1ame-aiid-prace-offesiQence~ Speaket cards may be requiredand-should-be-filled-out;including the speaker's actual jurisdiction of residence, and given to the City Clerk prior to
Public Comment.
Comments should focus on a specific matter within the Council's jurisdiction. Members
of the public are encouraged to present wlitten comments, preferably in advance of the
meeting, as a way to fully communicate their thoughts on agenda or non-agenda items.
When written materials are presented, they should be submitted to the City Clerk for
distribution and record keeping ahead of time. Comments are typically limited to three
minutes per speaker so that all have an opportunity to address the Council.
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Videos, PowerPoint or similar presentations may accompany in-person testimony but are
subject to the same speaking time limits. Prior notice and coordination with the City Clerk is
strongly encouraged and the Mayor reserves the privilege to limit such requests as necessary
for the effective conduct of the meeting. Speakers are to address their comments to the City
Council from the podium.
Public comment on regular business items normally follows staff's presentation of the
staff repOli, clarifying questions from Council Members and applicant comments as
necessary and appropriate. Typically, applicants or appellants are limited to a maximum of
10 minutes. Council will then hear public comment.
5. Public Hearing: In the case of public hearings, once the Council has voted to close the
hearing, no member of the public shall be permitted to address the Councilor the staff from
the audience, except at the discretion of the presiding officer (Mayor).
6. Regular Business Items: Regular items are shown on the agenda and are normally taken in
the order listed.
7. Written Communications: The City Council has established a practice of placing written
communication between Members requesting items to be agendized and select letters sent by
agencies to Council Members on the meeting agenda so that this correspondence receives
wide distribution. If letters or emails from the public are received on the day of or just before
a meeting, copies will be placed at the Council Members' positions on the dais.
8. Commission Reports: Commission repOlis provide an oppOltunity for designated members
of appointed boards to address the Council on matters of importance or to update the Council
and community on studies that are underway.
9. Study Session: From time to time, the Council will hold study sessions. These meetings are
normally scheduled before the regular Council meeting. On occasion, dedicated study
sessions are held instead of a regular meeting on the first Tuesday of the month. The purpose
of study sessions is to give the Council a less formal and more interactive forum to discuss
issues in advance of any official action to be taken. Staff often presents policy alternatives
and is more directly engaged in the dialogue. Official minutes are not generally kept, but
meetings are open to the public and are broadcast and videotaped when held in the Council
Chambers and at the direction of the Council. While general direction may be given to staff
or the proponent behind the topic of discussion, no formal action by the Council is taken in a
study session.

Discussion-Ruie-s-To assist the City Council in the orderly discussion of items, rules are followed which represent
accepted practices for the management of Council meetings.
1. Obtaining the floor: A member ofthe City Councilor staff shall first address the Mayor
and gain recognition. Comments and questions should be directed through the chair and
limited to the issue before the Council. Cross-exchange between Council Members and
public should be avoided.
2. Questions to staff: A Council Member shall, after recognition by the Mayor, address
questions to the City Manager, City Attorney, department head or designated staff
member. If a Council Member has questions on an agenda item, that member should
14
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preferably contact staff prior to the meeting in order to allow staff time to research a
response for the meeting.
3. Interruptions:
a. Once recognized, a Council Member is considered to have the floor, and another
Council Member may not interrupt the speaker except to make a point of order or
point of personal privilege. In such a circumstance, the Council Member holding the
floor shall cease speaking until the point of order or privilege is resolved.
b. Upon being recognized by the Mayor, members of the staff shall hold the floor until
completion of their remarks or until recognition is withdrawn by the Mayor.
4. Discussion: A Council Member should not speak more than once on a particular subject
until every other Council Member has had the opportunity to speak. Council Members
are encouraged to discuss items dUling the decision-making process and may ask staff to
respond when appropriate. The Mayor normally allows other members to speak first,
then will give hislher views and summarize.
5. Tabling procedure: Tabling an item immediately stops discussion and causes a vote to
postpone a matter indefinitely or to a time and date certain. A motion to "continue" an
agenda item has the same effect, but is generally used when a scheduling problem arises
or when insufficient time is available to address the matter thoroughly.
6. Right of protest: A Council Member is not required to state reasons for a dissenting
vote.
7. Calling for the question: The purpose of calling for the question is to disallow fmiher
debate and put an issue to an immediate vote. A Council Member may move to "call for
the question" on an item which is being considered. The motion requires a second, is not
debatable, and must pass by a four-fifths vote. If the motion carries, the item is no longer
debatable and the City Council must vote on it.
8. Conducting business at a late hour. According to Council policy, all regular meetings
of the Council are to end by midnight unless there is a three-fourths vote taken by 11: 00
pm to extend the meeting. The motion to extend is to include the title of the items to be
considered after 11 :00 and a new ending time for the meeting.

Voting Procedures
When present, all Council Members arc to vote. Failure of a seated member to orally express
a vote constitutes an affirmative vote.
No ordinance, resolution or motion shall be passed or become effective without an
affirmative vote by the majority with a quorum present.
A conflict of interest shall be declared whenever appropriate and in compliance with state
law. The affected Council Member will step down from the dais and leave the Chambers.
Council members may declare general consensus at the discretion of the presiding officer, if
there are no negative votes or objections.
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Upon the request of any Council Member, a roll call vote will be taken and recorded.
Tie vote: A tie vote is equivalent to a motion that has failed. The presiding officer may
publicly explain the effect of the tie vote for the audience or may direct a member of the staff to
do so.
Motions. There are a number of types of motions, each of which must meet certain
requirements before a vote can be taken. A reference guide to motions is provided in chart form
in Appendix A of this manual.
Reconsideration: Reconsideration of an item shall be allowed in accordance with the
following Council guidelines. A Member of the prevailing majority when the previous vote was
taken must make a motion for reconsideration. The City Council has determined that any motion
for reconsideration should be made at the meeting immediately following that at which the action
was taken. No motion for reconsideration will be entertained after this time unless the City
Council determines significant new information has arisen which warrants such action.

Other Guidelines
Other guidelines have been developed to ensure that meetings of the Council are conducted in a
civil and professional manner. Council members and staff shall:
1. Work to preserve appropriate order and decorum during all meetings.
2. Discourage side conversations, disruptions, interruptions or delaying efforts.
3. InfOlID the Mayor before departing from a meeting.
4. Limit disruptive behavior. The Mayor will call persons demonstrating rude, boisterous,
or profane behavior to order. If such conduct continues, the Mayor may call a recess,
request the removal of such person(s) from the Council Chambers, adjourn the meeting,
or take such other appropriate action. The Council has a policy to discourage applause,
booing or other similar behaviors from the public during meetings.
5. Recognize that only the City Council, staff, advisory body chairs or designated
representatives, and those authorized by the presiding officer shall be pelIDitted to sit at
the Councilor staff tables.
6. Limit breaks of the City Council to 5-10 minutes. The Council has authorized the Mayor
to resume the meeting if a quorum exists and other members have not returned from the
break within the; al1lwunced time period.
7. Impose time limits on speakers. While the City Council encourages and embraces the
need for and right of public participation, it acknowledges that public comments must, at
times, be limited. Therefore, the City Council authorizes the Mayor, as presiding officer,
to poll the audience for an indication of the number of people wishing to speak, and to
impose time limits per speaker. Typically, speakers are limited to three minutes but a
sholter time limit may be established as deemed necessary. When a member of the
public is to speak on behalf of others in attendance, a maximum time limit of ten minutes
is usually imposed. After the time limit, Council may ask questions of the speaker for
clmification, if needed. Each speaker will be thanked for his or her participation.
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Values of Respect: The City COlmcil has also recognized the importance of approaching the
public's business in an environment of personal respect and courtesy, which places emphasis on
the consideration of policy and avoids personalization of comments. Some guidelines utilized by
the City Council include:
1. Discussion should focus on policy matters
2. Personal criticism of members is inappropriate
3. Proper decorum should be displayed as other members express their views
4. Treat members of the public equally, applying rules in a fair and consistent manner

Enforcement of Order: The Police Chief or his designee acts as the Sergeant-At-Arms.
Any Council Member may request the presiding officer to enforce the rules of protocol. Upon
motion and majority vote, the presiding officer shall be required to do so.

Open Meeting laws ("The Brown Act")
Operations and procedures of the City and City Council incorporate requirements of the
state's open meeting law (commonly referred to as the Brown Act). Because this law is such an
important part of local government operations, some specific requirements of the law are
highlighted below.

Applicability and Penalties: The entire city organization conducts its business in
compliance with the Ralph M. Brown Act, State Government Code Section 54950. The intent of
the Act is to ensure that deliberation and actions of local public agencies are conducted in open
and at public meetings.
A. Applicability: The Act applies to Council and all commissions, boards and Council
appointed subcommittees (except if comprised entirely of two Council Members) and
task forces that advise Council. Staff cannot promote actions that would violate the Act.
B. Meetings: All meetings shall be open and public. A City Council meeting takes place
whenever a quorum (3 or more members) is present and information about the business
of the body is received; discussions qualify as a meeting. Social functions (e.g.,
receptions, dinners) do not fall under the Act unless city business is discussed.
Serial meetings take place when any member of Councilor city staff contact more than
two Council Members for the purpose of deliberating or acting upon an item pending
befurethe City CQJJl1ciL This -restriction does not apply to the publicor media whoJl1ay
contact Council Members. Correspondence that merely takes a position on an issue is
acceptable. Note that the Brown Act applies to City Council Members immediately after
their election and prior to their swearing-in ceremony.
C. Agendas: Agendas for regular meetings must be posted 72 hours in advance of the
meeting and must meet various requirements.

D. Actions: No action can be taken on any item not appearing on the posted agenda.

Exceptions: 1) An emergency situation exists (detennined by a majority of the Council).
2) The need to take action arose subsequent to the agenda being posted and there is a
need for immediate action (determined by 2/3 vote of the Council; or if less than 2/3 are
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present, by unanimous vote). 3) The item was continued to another meeting that was
scheduled and posted within 5 days of the original agenda.
E. Public Input: The public, by law, has an opportunity to address the Council on any item
of interest to the public that is within the jurisdiction of the Council, at the time the matter
is heard. The Mayor has the right to establish a time limit on speakers and the total time
allocated for a particular issue. Three minutes per speaker has been standard, but in
unusual cases either shorter or longer time periods may be established by the Mayor or
the Council.
F. Public Disruptions: A portion or all of the public may be removed if willful disruption
makes conducting the meeting "unfeasible"; the press may remain unless they participate
in the disruption.
G. Correspondence: All writings distributed for discussion or consideration at a public
meeting are public records.

H. Special Meetings: Special meetings may be called by the Mayor or a majOlity of the
Council with strict notification requirements for delivery to the media and Council 24
hours before the time of the meeting.
I.

Emergency Meetings: Emergency meetings may be called without notification due to the
disruption or threatened disruption of public facilities. Only work stoppages or crippling
disasters that impair the public health and/or safety quali:ty for emergency meetings.

J. Other Provisions: The Act provides many other restrictions and requirements; this
chapter is intended merely as a Council summary and overview of the Act, and nothing in
this Chapter supersedes the provisions of the Brown Act. Please check with the City
Attorney and/or the City Clerk for more infOlmation.
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Council Communications
Overview
Perhaps the most fundamental role of a Council Member is communication-communication
with the public to assess community opinions and needs-communication with staff to provide
policy direction and to gain an understanding of the implications of various policy alternatives_
Because the City Council performs as a body (that is, acting based on the will of the majority as
opposed to individuals), it is important that general guidelines be understood when speaking as a
Council Member. Equally important, when members are expressing personal views and not
those ofthe Council, the public should be so advised.

Correspondence from Council Members
Members of the City Council may occasionally be called upon to write letters to citizens,
businesses or other public agencies. Typically, the Mayor will be charged with transmitting the
City's position on policy matters to outside agencies on behalf of the City Council.
Correspondence sent on behalf of the Council is placed on official City letterhead and is signed
by the Mayor or City Manager. Individual members of Council may prepare letters to
constituents in response to inquiries or to provide requested information. Individualized City
Council Member letterhead is available for this pwpose, and staff can assist in the preparation of
such con-espondence. Council Members are required to place on file and to provide copies upon
request of any correspondence sent on City letterhead.
On occasion, members may wish to transmit correspondence on an issue upon which the
Council has yet to take a position or about an issue for which the Council has no position. In
these circumstances, members should use th'eir personalized letterhead and clearly indicate
within letters that they are not speaking for the City Council as a whole, but for themselves as
one member of Council.
After the City Cowlcil has taken a position on an issue, official correspondence should reflect
this position. While members who may disagree with a position are free to prepare
correspondence on such issues as private citizens, City letterhead, official Council title, and staff
support should not be utilized in order to avoid confusion. In addition, City letterhead and staff
support cannot be utilized for personal or political purposes.
Council Members may be asked to prepare letters of recommendation for students and others
seeking appointment. It is appropliate for individual Council Members to utilize City letterhead
and their Council titles for such letters. No review by the full Council is required, however,
copies will be kept on file.

Speaking for "the City"
Similar to written correspondence, when members are requested to speak to groups or are
asked the Council's position on an issue, the response should reflect the position of the Council
as a whole. Of course, a member may clmifY their vote on a matter by stating, for example,
"While I voted against "X", the City Council voted in support of it." When representing the City
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at meetings or other venues, it is impOltant that those in attendance gain an understanding of the
City Council's position rather than that of an individual member.
When dealing with members of the media, it is usually the Mayor who represents the position
and interest of the City Council. When the City Manager or Department Heads are contacted,
they too will refer the media first to the Mayor for comment. Similarly, when the City issues a
Press Release, the Mayor is consulted in terms of any Council Member quotes or references.
The City Manager decides whether staff are available to respond to media requests directly or
not.

Local Ballot Measures
At times measures that affect City Council policy may be placed on the ballot. There are
restrictions regarding what actions a City Councilor individual Members may take on ballot
measures. Guidelines as to what is permissible are available from the City Clerk or City
Attorney upon request.

State legislation, Propositions
The City has been a member of the League of Califomia Cities for many years. In addition,
the City has a representative on the City/County Association of Govemments (C/CAG). Both of
these groups actively track legislation at the state level. Either through the advisories received
from these two organizations or as a result of City staff following key legislative bills of
importance to the City, the Council is at times requested to take a position or an action on
pending state legislation. Unless Council has previously acted on a similar bill in the recent past,
in which the City'S position is clear, the Council has a practice of requiring analysis and
discussion of bills prior to taking an official position. The analysis includes a summary of the
legislation's purpose and a listing of those entities both in support of and against the proposed
legislation. As a framework for screening bills that are pending to determine if the City should
weigh in, Appendix B serves as a Legislative Policy Guide, with the explicit understanding that
the City will express itself on legislation dealing with issues that will directly effect its financial
stability or effective operation, and that the City may enter into alliances with other entities to
promote common goals.

Proclamations
Ceremonial proclamations are often requested of the City in recognition of an event or
individual. Proclamations are not statements of policy but a manner in which the city can make
special recognition of an event (e.g., Recycling Week) or individual. As part ofhislher
ceremonial responsibilities, the MayoI' is charged with administration of proclamations.
Individual Council Members do not issue proclamations. Proclamations can be sent to the
requestor or presented at a City Council meeting as arranged with the requesting body and at the
Mayor's discretion.
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Interaction with City Staff
Overview
City COlllCi1 policy is implemented on a daily basis through staff. Therefore, it is critical
that the relationship between Council and staff be well understood by all parties so that policies
and programs may be implemented successfully. The City of Menlo Park has a long tradition
of positive relationships between members of the City Council and staff. To maintain these
effective relationships it is important that roles are clearly recognized.

Council-Manager Form of Government
Like most California cities, Menlo Park has adopted a City Council-City Manager form of
government. The Council appoints a City Manager to implement policy, enforce its laws, to
direct the daily operations of city government, and to prepare and monitor the municipal bUdget.
The Municipal Code specifies roles and responsibilities and requires that Council Members work
through the City Manager in dealing with City staff unless simply requesting information from
depmtment heads or other staff members. The City Manager is responsible to the City Council
as a body rather than to individual Council Members.
.

Council-Manager Relationship
The employment relationship between the City Council and City Manager reflects the fact
that the City Manager is the chief executive officer of the City. The City Manager has an
employment agreement with the City Council. Regular communication between the City
Council and City Manager is important in maintaining effective interpersonal relations. All
dealings with the City Manager, whether in public or plivate, should be consistent with the
authority of the City Manager in administrative and persomlel matters. Council Members should
avoid situations that can result in City staff being directed, intentionally or unintentionally, by
one or more members of the City Council. FUlther, Council Members should avoid involving
themselves in matters regarding individual City employees or related affairs.
The City Council evaluates the City Manager's performance on a regular basis to ensure that
both the City Council and City Manager are in agreement about organizational performance and
pliOlity goals that are based on mutual trust and common objectives.
As in any professional relationship, it is impOltant that the City Manager keep the City
Council infOlmed. The City Manager respects that the final responsibility for establishing the
policy direction of the City is held by the City Council. The City Manager communicates with
City Council in various ways. In addition to the formal Council meetings, there are periodic
briefing meetings with individual Council members and written memoranda and email.
Communication must be undertaken in such a way that all Council Members are treated similarly
and kept equally informed. It is also important that the Council provide ongoing feedback,
information and perceptions to the City Manager including responses to written communications
and surveys requesting feedback.

City Manager Code of Ethics
The City Manager is subject to a professional code of ethics that binds the City Manager to
certain practices that are designed to ensure his or her actions are in support of the City's best
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interests. Violations of such standards can result in censure. Appendix D is a copy of the City
Manager's Code Of Ethics.

City Council-City Attorney Relationship
The City Attorney is the legal advisor for the Council, City Manager and departments. The
general legal responsibilities of the City Attorney are to: I) provide legal assistance necessary for
formulation and implementation oflegislative policies and projects; 2) represent the City's
interest, as determined by the City Council, in litigation, administrative hearings, negotiations
and similar proceedings; 3) prepare ordinances, resolutions, contracts and other legal documents
to best reflect and implement the purposes for which they are prepared; and 4) keep City Council
and staff appl1sed of court rulings and legislation affecting the legal interest of the City. It is
important to note that the City Attorney does not represent individual members of Council, but
the City Council as a whole.

Roles and Information Flow
Objectives: It is the intent of staff to ensure Council members have free and easy access to
information from the City and to ensure that such infonnation is communicated completely, with
candor and without bias. Individual Council Members may not intervene in staff decisionmaking, the development of staff recommendations, scheduling of work, or executing
department priorities without the prior knowledge and approval of the City Council as a whole.
This is necessary to protect staff from undue influence and pressure from individual Council
Members, and to allow staff to execute the pri0l1ties given by management and the Council as a
whole without fear of reprisal.
Council roles: The ful~ City Council retains power to accept, reject, amend, influence, or
otheIwise guide and direct staff actions, decisions, recommendations, service levels, work loads
and schedules, departmental Pl10l1ties, and the performance of City business. If a Council
Member wishes to influence the actions, decisions, recommendations, workloads, work schedule,
and priorities of staff, that member must prevail upon the Council to do so as a matter of Council
policy.
Should a Council Member become dissatisfied about a department, he/she should always talk
it over with the City Manager and/or the Assistant City Manager, not the department head.
Concerns about a department head must be taken to the City Manager only.

Access to Information: Individual Council Members as well as the Council as a whole shall
receive the full cooperation and candor of staff in being provided with any requested
infOlmation. The City Manager or appropriate staff will inform council when a critical or
unusual event occurs about which the public would be concerned.
To assist the City Manager in his ability to monitor the flow of information, requests for
infOlmation are best tracked if submitted in writing, either in memorandum form or through
email. And to ensure proper responsiveness, Council Members are asked to "cc" both the
department head and the City Manager on all correspondence with staff. Staff further
encourages Council Members and constituents to utilize the "Menlo Park Direct Connect" webbased system that is accessed via the home page of the City's website.

22

80

There are limited restrictions when information cannot be provided. Draft documents (e.g., staff
reports in progress, administrative draft EIRs) under review are not available for release until
complete and after review by city management. In addition, there are legal restrictions on the
City's ability to release celiain persomlel information even to members of the City Council.
Certain aspects of Police Depatiment affairs (access to restricted or confidential infomlation
related to crimes) may not be available to members of the Council.
City Council Members have a responsibility in this information flow as well. It is clitical
that they make use of staff reports and commission minutes. Council Members should come to
meetings well prepared - having read staff reports and attachments, and requesting in advance
any necessary and available infonnation from staff. If a Council Member has questions on an
agenda item, that member should preferably contact staff prior to the meeting in order to allow
staff time to research a response for the meeting.

StafI roles: The Council recognizes the primary functions of staff as serving the community,
executing Council policy and actions and in keeping the Council infonned. Staff is obligated to
take guidance and direction only from the Council as a whole or from the appropriate
management supervisors. Staff is directed to report to the City Manager any attempts by
individual members of the Council to unduly direct or otherwise pressure them into making,
changing or othelwise influencing recommendations.
City staff will make every effort to respond in a timely and professional manner to all
requests made by individual Council Members for information or assistance; provided that, in the
judgment of the City Manager, the request is not of a magnitude, either in terms of workload or
policy, which would require that it would be more appropriately assigned to staff through the
direction of the full City Council. If a request by an individual Council Member is detennined
by the City Manager to take one hour or more of staff time to complete, that request may be
included on the formal Council agenda for full Council discussion.

Dissemination of Information
In cases where a staff response to an individual Council Member request involves written
matelials that may be of interest to other Council Members, the City Manager will provide
copies of the material to all other Council Members. In making this judgment, the City Manager
will consider whether the information is significant, new, otherwise not available to the Council
or of interest to the Council.

Magnitude of Information Request
Any information, service-related request, or revised policy position perceived as necessary
by individual Council Members, and that cannot be fulfilled based on the above guidelines,
should be submitted by the individual Council Member in writing to the Council as a whole.
When raised at a Council meeting, the full Council can decide whether and when to agendize the
request for ftuther consideration. The City Manager will seek necessary clalificatioil as to
whether the Council desires staff research or a report prepared; and, if so, the relative priority
that should be given to such a request in light of other priorities and potential workload impacts.

staff Relationship with Advisory Bodies
Staff support and assistance is typically provided to commissions and task forces. However,
advisory bodies do not have authority over City employees. While staff may work closely with
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advisory bodies, staff members remain responsible to their immediate supervisors and ultimately
the City Manager and City Council. The members of the commission! board/committee. are
responsible for the functions of the advisory body, and the chairperson is responsible for
committee compliance with City policies and practices as outlined in the Commission
Handbook.
Staff support often includes preparation of an agenda and its posting in compliance with the
Brown Act. Staff may also prepare repOlts providing background on theissue,altematives,a
recommendation, and appropliate backup materials, if necessary. Advisory body members
should have sufficient information to reach decisions based upon a clear explanation of the
issues. The assigned staff person may serve as secretary, taking minutes as needed. Staff
members are to assist the advisory body chair to ensure appropriate compliance with state and
local laws and regUlations.
It is important that advisory bodies wishing to communicate recommendations to the City
Council do so through approved Council agenda procedures. In addition, if a commission wishes
to correspond with an outside agency, that correspondence will be prepared by staff for review
by the City Manager and possible approval by the City Council. Individuals who would like
staff to perfOlID research or for the commission to review a particular issue must gain the
approval for such a request from the full City Council before any work is planned or done. The
annual work plan for the City ' s commissions is detelmined by the City Council at its prioritysetting that preceeds the adoption of the fiscal year budget.

Restrictions on Political Involvement by Staff
Local governments are non-partisan entities. Professional staff, as reflected within the
principles of the Council-Manager form of government, formulates recommendations in
compliance with Council policy and for the good of the community and is not influenced by
political factors . For this reason, it is very important to understand the restIictions of staff in any
level of political involvement through campaigns, fund-raisers, or other means.
By working for the City, staff members do not surrender rights to be involved in local
elections. Indeed, laws are in place to preserve those rights. However, there are limitations to
such involvement. Different restrictions apply to management and to general employees.
General employees have no restrictions while off the job. No participation in campaigns or
other activities may take place while on the job. No City resources may be used by staff in
support of any campaign. Even while off the job, no employee may participate in campaign or
other activities in a City uniform. For examRle Rosin for a romotional hoto ra h for a
candidate for local office while in uniform is inappropliate. The SUppOlt of the City Council in
these matters is requested. A Council Member asking staff to sign petitions or similar items can
similarly create an awkward situation.
For management staff, the City Manager strongly discourages any involvement in a local
campaign even while on personal time. Such involvement could erode the tenet that staff is to
provide an equal level of service to all members of the City Council. The City Manager
specifically prohibits any political involvement in local campaigns by department heads.
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Support Provided to City Council
Staff Support
General administrative support to members of the City Council is provided through the City
Manager's Office. SecretaI1al services including scheduling of appointments, receipt of
telephone messages, and word processing are available as needed. In addition to supporting the
five City Council members, the two administrative support staff members also assist the City
Manager, Assistant City Manager, City Clerk and Business Development Manager. Sensitivity
to the workload of support staff members in the City Manager's Office is appreciated. Should
requested tasks require significant time commitments, prior consultation with the City Manager
is requested.

Office Equipment
To enhance Council Members' ability to communicate with staff and the public, the City
Council office is equipped with a computer and telephones with voicemail. The Council can also
receive and send faxes .
Council Members may be connected from their home to the City's computer network.
InfOlmation Services staffwill provide initial assistance in setting up necessary software aIld
hardware. While staff will maintain those computer applications related to City affairs, staff
cannot provide assistance for personal computer applications. When individual Council Members
have completed their telm of office, any installed software and external modems must be returned to
the City.
These technologies facilitate efficient communication by Council Members. However, their
use also raises important legal issues to which Council Memhers mustpayspecialattention. First,
the Brown Act prohibits members from using "technological devices" to develop a concurrence by
a majority regarding an action to be taken by the Council. "Technological devices" under the
Brown Act include phones, faxes, computer email, public access cable TV and video. Council
Members should not use e-mail, faxes or phones for communicating with other Council Members in
order to develop a majority position on any paIiiculaI' issue that may come before the full Council.
PaIiiculaI' caution is advised when using or responding to email received via the "CCIN" feature on
the City's website and email directory. COlTespondence sent using CCIN automatically goes to all
five Council Members, certain staff and to the local newspapers.
Second, be aware that most emails sent by Council Members probably are public records under
the Public Records Act. Even though it does not create paper, sending email is more similar to
mailing a letter than placing a telephone cal1. The infOlmation in the email is stored on the
computer network until deleted, and may continue to exist on the network's back-up systems even
after being deleted. As a result, emails can become records of the City maintained in the course of
business, and thus available for public disclosure under the Public Records Act.
Finally, the City's email system is intended for the conduct of official business, and not for
political reasons. See CHAPTER 8 for a detailed discussion on the prohibition against using City
property and funds for personal or political purposes.
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Meeting Rooms
An office is available adjacent to the City Manager's Office for shared use by members of
the City Council. Council Members can also reserve larger meeting space for use by contacting
the City Manager's Office staff.

Mail, Deliveries
Members of the City Council receive a large volume of mail and other matelials from the
public, private interests and staff. The City Manager's Office staff maintains a mailbox for each
member. Meeting agenda materials are available for pick up Thursday evenings at 5 :30pm and
are posted on the City's website. Members are encouraged to return unwanted reports and
documents to staff for distribution to the public or for recycling.
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Financial Matters
Council Compensation
State law and the Municipal Code provide for modest compensation to members of the City
Council. State law limits an increase in City Council salaries to 5% per year, effective only
following the next election after adoption. Currently, Council Members receive a stipend of
$640 per month. Council Members are also eligible for participation in group insurance benefits
including retirement, medical, dental, vision, and life insurance plans available at the level
provided to management employees.

Expenditure Allowance
The annual city budget includes limited funding for members to undertake official City
business. Eligible expenses include travel for attendance at conferences or educational seminars,
and the purchase of publications and annual subscriptions. Travel expense reimbursement for
meals does not allow reimbursement for alcohol. Donations to organizations are not eligible nor
are meals for individuals other than Council Members. Available funds are disbursed on a first
come first served basis, with the Mayor and City Manager monitoring expenses during the year.
Appendix D includes a copy of#CC-91-0002 pertaining to travel and meeting expenses .

Expenditure Guidelines
It is important to note that any expense must be related to City affairs. Public property and
funds may not be used for any private or personal purpose. Courts have ruled that this
prohibition includes personal political purposes . For example, reimbursement could not be
allowed to pay for meals at a meeting designed to discuss political or campaign strategies. It is
also inappropriate for City funds to pay for a meal or other expenses of a private citizen.
City budgetary practices and accounting controls apply to expenditures within the City
Council budget. Reimbursement requests should be made through the City Manager's Office
monthly with receipts. Expenditure records are public infonnation. Questions arising as to the
proper application or interpretation of the adopted policy will result in the City Manager
confening with the Mayor.
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Conflicts & Liability
Conflict of Interest
State laws are in place to prevent an action by a Council Member that would or may
constitute a conflict of interest. The purpose of such laws and regulations is to ensure that all
actions are taken in the public interest. At any time a Member believes a potential for conflict of
interest exists, he/she is encouraged to consult with the City Attorney or plivate legal counsel for
advice. Staff may also request an opinion from the City Attorney regarding a member's potential
conflict. Laws that regulate conflicts are very complicated. Violations may result in significant
penalties including criminal prosecution.
There are two primary laws that govern conflicts of interest for public officials in California the Political Reform Act and Government Code § 1090. In general terms, the Political Reform
Act prohibits a public official from having a fmancial interest in a decision before the official;
§ 1090 prohibits a public offi cial from having an interest in government contracts.
The Political Reform Act prohibits public officials from making, participating in, or in any
way attempting to use their official position to influence a governmental decision in which they
know, or have reason to know, that they have a financial interest. Therefore, if a public official
has a conflict of interest, the official must disqualifY himself or herself from acting on or
participating in the decision before the City. Once a year Council Members and certain staff are
required to file statements of economic interests.
Government Code § 1090 is similar to the Political Reform Act, but applies only to City
contracts in which a public official has a financial interest. The fmancial interests covered by
§ I 090 are different from those in the Political Reform Act. A Member having an interest in a
contract may preclude the City from entering into the contract at all. In addition, the penalties
for violating §1090 are severe. If a Council Member believes that he or she may have any
financial interest in a contract that will be before the Council, the Member should immediately
seek advice from the City Attorney or the Member's personal attomey.
There are a number of other restrictions placed on Council actions that are highlighted in the
League of California Cities' Guide. Such restrictions include prohibitions on secrecy and
discrimination as well as assurance that all city funds are spent for public purposes. Violations
of these restrictions may result in personal liability for individual Council Members.

--------------------------------------

City AHorney Advice
The City Attorney has an affirmative duty to protect the City and City Council from conflicts
of interest wherever possible. It is critical to note that while the City Attorney can render advice
on the interpretation of State laws and regulations on conflict matters, such advice is solely an
interpretation of the law. The only authority that can provide binding interpretations on such
matters is the State Fair Political Practices Commission (FPPC). Members or the full Council
may also solicit opinions on such matters directly from the FPPC; however, such opinions often
take time to develop and may not readily respond to urgent matters . It is important to note that
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the City Attorney does not represent individual members of Council, but the City Council as a
whole.

Conflict of Interest Forms
Annual disclosure statements are required of all Council members, designated commissioners
and senior staff which indicate potential conflicts of interest including sources of income,
ownership .of property .and .receipt oflo;.l nsand gifts. Council Members and the City Manager
often serve on the governing board of other agencies as a result oftheir positions. These
agencies also require submittal of disclosure forms. These forms require infomlation including
income, loans, receipt of gifts, and interest in real property among other items.

Liability
The City is a large institution offering a variety of services and may occasionally find itself
subject to legal actions through lawsuits. For example, those involved in automobile accidents
sometimes choose to take actions against a City since the accident occurred on a City roadway.
The City must always approach its responsibilities in a manner that reduces risk to all involved;
however, with such a wide variety of high-profile services all risk cannot be eliminated. The
City belongs to an agency with other governments to manage insurance and lisk activities.
It is important to note that violations of celiain laws and regulations by individual members
of the City Council may result in that member's being personally liable for damages which
would not be covered by the City's insurance. Examples may include disclimil1ation,
harassment or fraud.
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Additional Training & Resource Materials
League of California Cities
The League is an association of virtually all cities in Califomia. It provides many services
including the production of educational conferences for local officials, publication of various
newsletters and the monthly magazine Western City. The League has lobbyists on staff to .
represent the interest of cities before the state legislature and federal government and supports
committees having local officials as members that are organized to address issues as they arise.
The League has an lntemet web site at www.cacities.org. The City of Menlo Park participates in
League activities through the Peninsula Division.

Local Government Commission
The Commission is a California-based organization that focuses largely on planning and
resource conservation issues. It conducts workshops, offers peliodic seminars, and publishes
newsletters.

International City/County Management Association (ICMA)
lCMA is a professional association oflocal govermnent chief executives/city managers. The
association has an extensive list of publications to assist local officials.

Other Reference Material Available
The Brown Act - Open Meetings for Local Legislative Bodies
RepOlt on City Palticipation in Ballot Measure Campaigns
A Guide to the Politcal Reform Act
Elected Officials Handbooks:
Setting Goals for Action: An Overview of Policy Development
Building a Policy-Making Team
Setting Policies for Service Delivery
Pursuin Personal Effectiveness
City of Menlo Park Municipal Code
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APPENDIX A - Reference Guide to Motions
Second
Required

Type of Motion

Debatable

Amendable

nfa

nfa

Priority Over
Pending Motion

I

Adjourn
I
Amend or Substitute 1
I
Appeal
I
Call the Question 7
I
Take Up New Business Past 12 prP
Limit Debate

8

Y
Y
Y
Y
Y
Y

Y
Y

Y

co
to

Y

nfa
nfa
Y
Y
Y
Y2
Y
Y

nfa

nfa

Interrupt
Speaker

nfa

nfa

Y
Y

nfa

nfa

nfa
nfa
nfa

Y
nfa

Y

Y
Y
Y

Y

Except "table"
nfa

Y

nfa

nfa

nfa
nfa

Y
Y
Y

nfa
nfa
nfa

nfa

Y
Y

nfa

nfa
nfa

Y

Y

nfa

nfa

Y
Y
Y

Y
Y3

nfa
Y

Y

nfa

nfa

nfa

nfa

nfa
nfa

nfa
nfa

nfa

nfa

nfa
nfa
nfa

nfa

Y

Y

Y5

I
y " indicates that this action can IDe taken, is necessary, is required, is pennitted or is applicable
" nJa" inrucates that this action canh ot be taken, is unnecessary or is inapplicable

to

Y

nfa
nfa
nfa

I

Main Motion
I
Nominations
I
Personal Privilege or Point or Ord~r
Postpone to Time Certain
I
Previous Question
I
Recess or Adjourn to Time Certain!
Reconsider
Table or Take From Table
Take up Out of Order
Withdraw a Motion 6

Y
Y

Reconsidered

'
. I
· . 0 fthr ee sub sutute
l L imit
motIOns.
2 May only be made by a person
voted on prevailing side; not applicable to "table" motions. Must be made within two meetings of original action.
3 lf prior motion was debatable.
4 Except for request for later actio .
5 Highest subsidiary motion - takds precedence over all motions except adjourn and privilege.
6 Must be voted unless there is no lobjection.
7 Requires 4/5 vote.
8 Requires % vote taken by 11 :00 p.m. to extend beyond midnight.

Y

4

nfa
nfa
Y

APPENDIX B
LEGISLATIVE POLICY GUIDE
The City Council of Menlo Park believes:
•

In conducting the business of government with openness, respect, and
civility, and including the involvement of all stakeholders in establishing
goals and in solving problems.

•

The vitality of cities is dependent upon their fiscal stability and local
autonomy, and that local self-governance is the cornerstone of
democracy.

Therefore:
•

The City supports legislation that reflects the need to conduct the public's
business in public.

•

The City opposes legislation that mandates costly and unnecessary
procedures.

..

The City supports the use of the general plan as a guide to meeting
community planning needs, and opposes mandatory review or approval by
another level of government and legislation that restricts the land use
authority of cities.

•

The City emphasizes efficiency and effectiveness to achieve the best
possible use of city resources and believes the state should implement
fiscal and legislative reforms in order to allow local government to
adequately finance its service responsibilities , with accountability to the
taxpayers for its programs.

•

The City supports additional funding for local transportation and other
critical unmet infrastructure needs and enhanced autonomy for local

---------tlr:a t=l spQ r:tatio r.:l-decisio r:l~m aki n g .----

•

The City supports strategic alliances with counties, schools, other cities
and local agencies, nonprofit and civic organizations and business and
professional associations.
September 2005
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CITY OF NOVATO
CITY COUNCIL AND REDEVELOPMENT AGENCY POLICY MANUAL

3.13 RULES OF CONDUCT FOR COUNCILMEMBERS
The following are the guidelines for the general conduct of City Councilmembers in the
course of City business:
Council Conduct and Relationship to Electors. No member of the Council shall act in such
a manner as to call into disrepute the public image of the Councilor which is discourteous to
or results in the constant interruption of other members of the Councilor members of the
public. Councilmembers shall strive to communicate their views and actions clearly to other
Councilmembers and to the public in a concise manner. Councilmembers are elected by all
of the people to serve as representatives of all of the people. Authority and responsibility for
legislative enactments are vested in the Council. California follows the Council type of
government where it is the function of the representatives to do that which in their best
judgment is proper. California does not follow the "Town Meeting" type of government
where the people legislate. Therefore, the Council has authority to limit debate on any
subject and to act in good faith regardless of the viewpoints of limited minorities.
The purpose of public expression is to inform the public of what the Council is doing
(a)

The responsibility of making decisions is not easy nor without its problems,
but it is the responsibility of Councilmembers to vote and decide issues,
regardless of personal hesitation. There will always be segments of the
population dissatisfied with any decision. The purpose of government is to
balance legally, fairly , and without favor the limitations, restrictions, or losses
that are to be placed upon the individual or several individuals against the
good, the benefit, or welfare of or to a majority of the people.

(a)

The electors have delegated to the Council the right, the power, and the duty to
act; the same electors have reserved to themselves the rights of: (1) Petition;
(2) Election; (3) Recall; (4) Referendum; (5) Initiative; and (6) Taxpayers '
Suits. Both the Councilmembers and electors must accept the authority or
-----------..
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. Councilmember Conduct and Relationship to Other Councilmembers.
Council members are expected to practice and follow the City of Novato Core Values cited at
the beginning of this document including Teamwork, Ethical behavior, Honesty and
integrity, Fiscal responsibility, Setting and focusing on priorities, Open Government and
Respect for all, among others. It is fine for Councilmembers to disagree, but it is still
important to be respectful. Councilmembers set the tone for the public and should be seen as
,vorking together towards the community ' S common good. During Council Meetings
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Councilmembers should:
(a)
Be succinct in articulating positions and mindful of the amount of time
being taken up.
(b)

Refrain from making additional comments after the vote is taken.

(c)

When deciding issues, keep the City's Strategic Plan in mind.

(d)
Strive to serve the City at large rather than special interest groups; do not
function as an activist.
City Councilmember Attendance at Commission, Board and Committee Meetings. City
Councilmembers are periodically encouraged to attend meetings of City commissions,
boards and Committees
Council Correspondence. Council correspondence shall be handled in the following manner:
(a)
General Correspondence. The City Manager or City Clerk shall respond to
or request staff to respond to correspondence from the public to Councilmembers, and
provide copies of such correspondence to Councilmembers and appropriate Staff.
Staff will not respond to junk mail, surveys not truly benefiting the City, letters or
form letters stating positions or mail-in campaigns. Councilmembers responding on
their own behalf will use their personal stationery. City stationery may be used by
Councilmembers for accepting invitations, thank you notes or expressions of
appreciation.
(b)
Invitations. With respect to cOlTespondence that consists of invitations to
events, the Mayor and Council may coordinate reservations or responses with the City
Clerk.
(c)
Correspondence to Individual Councilmembers.
Correspondence
addressed to specific Councilmembers or the Mayor will be copied to all
Councilmembers, excluding correspondence marked personal or confidential.
Press Releases. All press releases pertaining to the City Council shall be issued on City
letterhead on behalf of the entire City Council. No press releases pertaining to the City
Councilor City shall be released by individual members of the City Council without prior
authorization from the City Council acting at a Council meeting. The City Manager is
authorized to make press releases peliaining to City activities and events of public
importance as he/she determines necessary and appropriate to keep the public informed. All
press releases shall immediately be distributed to the City Council.
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Council Calendar. The responsibi lity for managing the calendars of the City Council
meetings shall be delegated to the City Clerk.
Council Travel and Meeting P olicy. Reimbursement for all travel and meeting expenses
incurred by City CounciImembers shall be in accordance with the City's currently adopted
Travel and Reimbursement Policy, pursuant to AB 1234.
Council Communication with Staff. Councilmembers shall request research and analytical
work only from the City Manager, City Clerk, or City Attorney. Requests which involve
Council policy, expenditure of funds, research or analytical work, or use of more than one
hour of total staff time shall be submitted to the full Council, in accordance with Section
2.09. To avoid misdirection of requests and inefficient use of staff time, Councilmembers
shall submit their request to the City Manager, City Clerk, or City Attorney. In the absence
of the City Manager, City Clerk, or City Attorney, requests should be made to the Acting
City Manager. Regardless of whether a request for research, analytical work, or direction
shall require more than one hour of total staff time, direction to the City Manager shall be
given only by a majority of the City Council, acting at a Council meeting. . If a
Councilmember has a question of staff about a Council agenda item, the Council member will
request, whenever possible, information before the City Council meeting from the City
Manager by email if possible with a copy to the City Clerk. The response will be returned by
email with the identity of the Councilmember redacted.
Information Requests Copied to All Councilmembers.
(a)
information by and responses to individual Councilmembers shall
Councilmembers so they all have the same information from
judgments or decisions. These responses will also be made available

All requests for
be copied to all
which to form
to the public.

Public Presentations. The City Council may designate the Mayor or other Councilmember
to represent the City. The City Manager shall generally be responsible for meeting these
public presentation requirements on behalf of the City. Individual Councilmembers may
represent the City before groups or organizations which have specifically invited them .
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3.13 RULES OF CONDUCT FOR COUNCILMEMBERS
(Continued)
Labor Discussions. Council members may meet with and communicate with representatives
of employee bargaining units ("units") or employees represented by said units except when
an issue of the communication is the subject of (a) pending meet and confer between the
City ' s labor representati ve and any of said units; (b) negotiations concerning an MOU which
have formally commenced; (c) any demand by any unit to the City to meet and confer; and/or
(d) any demand by any unit to the City to bargain or negotiate the terms and conditions of an
MOU. In any communication by a Councilmember with employees represented by a unit or
with unit representatives not otherwise proscribed by this policy, the Councilmember shall
not make any written or oral statement: (1) which constitutes a threat or reprisal or use of
force; (2) which promises any benefit; (3) representing that she/he represents the view or
consensus of a majority of the Council; and/or (4) representing that she/he can bind the
Council to any particular position, policy or decision.
Responding to Public Complaints and Inquiries.
City Councilmembers receiving
complaints or requests for service concerning routine matters, such as a pothole or
inoperative street light, shall refer the inquirer to the appropriate City department.
Complaints received by a Councilmember concerning a request for service which the
Councilmember knows or learns has already been refelTed to a City department, shall be
referred by the City Councilmember to the City Manager for follow up by the City Manager.
Complaints received by a Councilmember from a member of the public whose perception is
that he/she has been treated poorly (e.g. , rudely) by a City staff member shall be referred to
the City Manager for his/her investigation and appropriate disposition.
When a Councilmember receives a complaint or inquiry from the public the response to
which will likely involve a significant amount of staff work and/or a large financial cost, the
Councilmember will inform the City Manager of the complaint or inquiry and will not make
any promises to the inquirer regarding the likely disposition ofthe matter. The City Manager
will investigate the complaint or inquiry, and determine if it is appropriate for the City staff
to respond to the request, and direct City staff to respond appropriately. The City Manager
shall inform the entire City Council of the complaint, who presented it to the City Manager,
and the action taken by the City staff in response to the complaint or inquiry.
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3.13 RULES OF CONDUCT FOR COUNCILMEMBERS
(Continued)
Conflict Resolution Process.

(a) If there is a conflict/issue between two City Councilmembers or you notice that
another Councilmember is not being accountable for what has been agreed upon, follow the
conflict resolution process:
Go to that other member quickly, face-to-face, to discuss the conflictlissue.
If the person comes to a third member of the team to discuss the conflictlissue,
that third person will remind the first that they cannot discuss the conflict, and that
the person with the conflict must go to the person with whom they have the
conflict.
If the two members cannot resolve the conflict, they will mutually agree upon a
third party who will be a neutral facilitator, be willing to meet \-\lith the two parties
to resolve the conflict, and keep the conflictlissue confidential.
If the conflict still cannot be resolved, the conflict will be brought to the team.
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