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SECTION 1:
GENERAL INFORMATION



INTRODUCTION

The material in this handbook is written for individuals interested in applying for an
appointed position in the City of Santa Ana. This handbook is divided into five sections --
General Information; Meetings; Filings, Requirements and Disqualifications; Directory; and
Appendices. It covers key information about nominations, appointments, qualifications,
duties, compensation, meeting schedules, and policies among other pertinent details.

Most of the information comes from the Santa Ana City Charter, Santa Ana Municipal Code,
and the State of California Government Code. Copies of these documents are available for
review in the Santa Ana Public Library and the Orange County Law Library, which are both
located in the Santa Ana Civic Center Plaza.

Copies of the Santa Ana Municipal Code can be purchased from Municipal Code
Corporation by calling 1-800-262-2633 or by visiting their web site at
http://www.municode.com.

PURPOSE OF BOARDS, COMMISSIONS AND COMMITTEES

Citizen participation in local government is a time-honored tradition in Santa Ana. In 1904,
the Board of Trustees, as the City Council was called at the time, created its first appointive
body--a Board of Fire Commissioners--to help administer the City's fire protection program.

By the mid-1920's, about four decades after incorporation, Santa Ana's vision of the future
became a matter of concern. The Board of Trustees then established a City Planning
Commission, which was entrusted with "recommending to the proper officers of the
municipality, plans for the regulation of the future growth, development, and beautification in
respect to its public and private buildings, streets, parks, grounds, and vacant lots."

Through the years, the Board of Trustees continued to encourage citizen participation and
sought advice from citizen committees on many diverse issues from forestry to steam
railroad track removal.

In 1952, the current City Charter was adopted by the electorate. The Charter identified
three appointive boards, including the Personnel Board, Planning Commission, and Board
of Recreation and Parks, that were established and empowered with specified powers and
duties contained within the City Charter.

The Charter also authorized the City Council to create other appointive bodies as needed
to render counsel on municipal matters. The City Council has used this Charter authority to
respond to new challenges brought about by the changing needs of the City.

In 1991, the Transportation Advisory Committee, established some twenty years earlier,
was reorganized to take on the additional duty of monitoring the City's environmental
concerns and was renamed the Environmental and Transportation Advisory Committee. In
1998, a Historic Resources Commission was established to help preserve the City’s rich
cultural and architectural heritage. In 1999, the City Council established a Youth
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Commission, comprised of members from the age of eleven to twenty, to review and
recommend programs that stimulate a prosperous environment for the youth of Santa Ana.

Boards, Commissions and Committees serve as conduits for conveying to Councilmembers
a sense of the community's sentiments on existing and prospective legislation. Members
are uniquely positioned to provide elected officials and City staff with invaluable insight and
information for fact-based decision making. As such, members perform an invaluable
public service by broadening the forum for community input and enhancing the processes
of a representative democracy.

The City Council appreciates your willingness to work in this capacity and hopes your
experience will be stimulating, enjoyable and rewarding.

OPPORTUNITIES FOR SERVICE

Interested individuals may apply for appointment to any of the following City boards and
commissions:

Arts and Culture Commission

Community Redevelopment and Housing Commission
Environmental and Transportation Advisory Committee
Historic Resources Commission

Personnel Board

Planning Commission

Recreation and Parks (Board of)

Workforce Development Board**

Youth Commission***

©CoNorwNE

QUALIFICATIONS FOR APPOINTMENT

Qualifications and requirements for members are set by law -- the Charter, City ordinances
and resolutions, and other enabling legislation. Provided below is a summary of the
statutes governing membership.

Residency Requirement and Definition

All Board, Commission and Committee members must reside in the City of Santa Ana, with
the exception of the Workforce Development Board members. The Workforce
Development Board has different requirements and appointment process that will be
discussed separately in this handbook. Board members represent the interests of the
entire City, and they may reside anywhere within the city limits.



Voter Registration***

To qualify for appointment, one must be a registered voter in Santa Ana. Student
representatives and Youth Commission members, who are not yet of voting age, are
exempt from this provision (until they turn 18 years of age).

Charter Limitations

Charter § 901.1 specifies that if any member of an appointive board, commission or
committee becomes the treasurer of a campaign committee which receives contributions
for any candidate for mayor or Councilmember, his or her office shall be declared vacant by
the City Council.

At the November 7, 2006 general municipal election, the voters approved a Charter
amendment specifying that, in addition to the above requirement, no person who serves as
the treasurer of a campaign committee which receives contributions for any candidate for
mayor or Councilmember shall be eligible for appointment to any appointive board,
commission or committee.

Charter § 911 further prohibits persons who are candidates for public office, or employed in
the City of Santa Ana government, or are officers of partisan organizations, from serving on
the Personnel Board. Members of the Personnel Board are not eligible for appointment to
any salaried office or employment in the service of the city for a period of one (1) year after
leaving the Board for any reason.

Further, Government Code § 1126 prohibits any public agency employee from serving on a

board, commission or committee that will directly or indirectly conflict with his/her official
duties.

APPOINTMENT PROCESS

Board, Commission and Committee members are appointed, not elected. With the
exception of the members of the Personnel Board, who can only be removed for cause, all
members appointed by the City Council serve at the pleasure of the City Council. As a
matter of policy and past practice, appointed members shall serve on only one board,
commission or committee at any given time, with the exception of ex-officio representatives
from Community Redevelopment and Housing Commission and the Planning Commission
who also sits on the Historic Resources Commission.

The Clerk of the Council oversees the appointment process and maintains a roster of the
citizens who have been appointed to the various City boards.

Also, as of 2006, at least fifty-percent (50%) of those persons nominated by a
Councilmember must reside in the ward represented by such Councilmember. A
Councilmember may request that this rule be waived for any one appointment if the
requesting member is unable to find a qualified and acceptable ward resident to nominate.
Two-thirds of the City Council (five votes) must approve this request.



Application for Service

Persons interested in serving on a City board, commission or committee should file an
“Application for Service to the City” along with a Santa Ana Code of Ethics certification, with
the Clerk of the Council. Applications are accepted on a continuous basis. Application
forms can be obtained during regular business hours, 8:00 a.m. to 5:00 p.m. Monday -
Thursday and alternate Fridays at: Santa Ana City Hall, Clerk of the Council Office, Room
809, 8™ Floor, 20 Civic Center Plaza. The telephone number is (714) 647-6520.
Applications are also available on the City’s website at
www.santa-ana.org/coc/documents/BCAPPLICATION.pdf.

Applications received are verified for voter registration in the City of Santa Ana. The
applications are then circulated to the Councilmembers for their review and remain on file in
the Clerk’s Office for two years. As part of the application process for membership on any
Board, Commission or Committee, prospective appointees will be asked to sign a
certification that if appointed, they will apply the provisions of the Code in the conduct of
their duties.

Oath of Office

Following appointment, the new member is scheduled to take the Oath of Office
administered by the Clerk of the Council and as required by the City Charter either at the
following City Council meeting or during business hours in the Clerk’s Office. Upon
completion of the Oath, the member is eligible to attend and participate in
board/commission meetings.

Oversight Board**

The Oversight Board had a 4-year term designated by California State Governor Jerry
Brown that expired in 2016. The duties have since been transferred to the County of
Orange who will oversee the Redevelopment projects/obligations until termination. Please
refer to the Auditor Controller's Office website for detailed information at
http://ocauditor.com/ob/.

Workforce Development Board appointment process**

The Workforce Development Board members are appointed by the Santa Ana City Council,
but nominated from one of the 25 representatives that comprise the Board.
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TERM OF OFFICE / LIMITS

In 1966, at the same election establishing City Council term limits, the voters of the City of
Santa Ana amended Section 901 of the Charter creating term limits for the City’s
representatives on its boards and commissions. This Charter provision, as further revised
by the voters at the November 7, 2006, February 5, 2008, and November 6, 2012 General
Municipal Elections and states:

“...the members of such boards and commissions shall serve for a term of four (4) years
and until their respective successors are appointed and qualified, but in no event shall any
person be eligible for reappointment who has served three (3) consecutive terms of four (4)
years each, irrespective of what seat or seats the member is appointed to by the City
Council. Notwithstanding the foregoing, one seat shall be a city-wide seat having four (4)
two (2) year terms which coincides with that of the Mayor”.

In 1983, a Charter amendment was approved by the voters, which provided that the terms
of members of the City boards and commissions established by the Charter or by ordinance
shall run concurrently with the terms of the City Councilmembers. Following the 2006
General Municipal Election, Councilmember terms begin at 6:00 p.m. on the second
Tuesday of December following certification of election results, and each member shall
serve until a successor is appointed and qualified.

The 2006 Charter amendment provided that the terms of office for members of seven
member boards would be staggered so that three terms would commence at one general
election, and the remaining terms would begin at the next general election. One seat, as
designated by the City Council, shall be designated as a city-wide seat.

Beginning with terms starting immediately following the 2006 general election, for boards
and commissions with at least seven (7) members, the City Council shall designate the
seats by the six (6) wards and one (1) city-wide. This designation is solely for the purpose
of nominations and calculations of terms as provided in Charter Section 901.

Tenant representatives on the Community Redevelopment and Housing Commission are

not subject to term limits per state law, and may serve an unlimited number of terms at the
City Council's pleasure.

TYPE OF MEMBERS

Voting Members

With the exception of the education/school representatives on the Board of Recreation and
Parks, voting members are appointed by the City Council but may be nominated by other
entities as specified in this handbook.

Following are the types of voting members:

v Regular members are appointed and may be removed by the affirmative votes of a
majority of the Council.



v Alternate members are nominated and appointed by the City Council to represent
the Youth Commission. They vote only during the absence of their regular member.

v Community representatives include the two education/school representatives
nominated by the Garden Grove and Santa Ana Unified School Districts on the
Board of Recreation and Parks, and the business representatives nominated by the
Santa Ana Chamber of Commerce and the Hispanic Chamber of Commerce of
Orange County on the Environmental and Transportation Advisory Committee.
(These latter two positions are confirmed by the City Council).

v Ex-officio representatives are members of the Community Redevelopment and
Housing Commission and the Planning Commission appointed by their peers to sit
on the Historic Resources Commission.

v Tenant representatives are nominated and appointed by the City Council. State law
requires the appointment of these members to represent public housing assistance
beneficiaries. The City's two tenant representatives serve on the Community
Redevelopment and Housing Commission, but can vote only on housing matters.

Non-Voting Members

Non-voting members are bona-fide members who actively participate in board meetings
except they cannot make, second, or vote on Board motions. They are not counted for
purposes of determining whether a quorum exists:

v Associate members are nominated and appointed by the City Council to represent
the Youth Commission (ages 11-14).

v Student representatives are appointed by the local high schools to serve on the
various City boards, including the Board of Parks and Recreation, Environmental
and Transportation Advisory Committee, and the Community Redevelopment and
Housing Commission.

Student Representatives

With the exception of the Youth Commission, membership had traditionally been reserved
for the adult members of the community; however on January 18, 1994 the Santa Ana City
Council adopted an innovative City policy to include student representatives from the local
high schools on the City's boards and commissions. The policy recognizes the City's
single, largest demographic group--Santa Ana youth--as an important stakeholder in the
City's future. Participating on City boards or commissions allows youth an opportunity to
develop leadership skills, to have a meaningful voice in City affairs, and to contribute to the
community at an early age. Student representatives are selected by one of the many high
schools in the City, on a rotating basis. Currently, the Community Redevelopment and
Housing Commission, Environmental and Transportation Advisory Committee and the
Board of Parks and Recreation have a recognized seat for student representatives.



ATTENDANCE - REMOVAL FROM OFFICE

For advisory bodies to function effectively and accomplish their goals, all members must be
active participants. This means all members must be present at all regular and special
meetings. City Council reviews the attendance report for semi-annually and may make
recommendations for removal for excessive absences. Pursuant to a City Council policy
adopted in 1979, the City Council may remove members who incur four (4) unexcused
absences within a 6-month attendance reporting period. In addition, City Charter Section
901 provides that a member is automatically removed if absent from two (2) consecutive
regular meetings, unless by permission of the board, or fails to attend at least one-half (1/2)
of the regular meetings of the board, commission or committee for any reason within a
calendar year. A member is automatically removed if he or she is convicted of a crime
involving moral turpitude, or ceases to be a qualified voter of the City.

Members should inform the staff liaison prior to the meeting if they will be unable to attend.

RESIGNATION PROCESS

Please contact the department liaison and Clerk of the Council when resigning. A
resignation form is available for your convenience, but a phone call, e-mail or letter
notifying the City will suffice.

If you move out of the City limits, your seat will be vacated immediately.

OUT-OF-CITY RESIDENCY (COLLEGE STUDENTS)

Due to the City’s residency requirement, students attending school or college outside of the
City limits automatically forfeit their seat on the board, commission or committee. However,
the City Council strongly encourages re-engagement upon graduation or return to the City.

FILLING VACANCIES

Generally, when vacancies occur, the Mayor or a Councilmember submits the name of an
applicant for nomination to the Clerk of the Council for placement on the City Council
Agenda. Usually the individual has an application on file, if not one is requested by the
Clerk of the Council. Once the application is received, the Police Department conducts a
routine background check on the nominee. At the City Council meeting, the City
Councilmembers vote to approve or reject the nomination.

MADDY ACT (ANNUAL EXPIRING TERMS REPORT)

California Government Code 854972, also known as The Maddy Act, requires local
agencies to prepare an appointments list of all regular and ongoing boards, commissions
and committees which are appointed by the City Council. This list must be prepared by
December 31 of each year and shall contain the following information:



v A list of all appointive terms that will expire during the next calendar year noting the
name of the incumbent appointee, the date of appointment, the date the term
expires, and the qualifications for the position

v A list of all boards, commissions, and committees whose members serve at the
pleasure of the City Council, and the qualifications for each position

Whenever an unscheduled vacancy occurs on any board, commission, or committee for
whom the legislative body has the appointing power, whether due to resignation, death,
termination, or other causes, a special vacancy notice shall be posted in the Office of the
Clerk and the Santa Ana Public Library.

COMPENSATION

Except for student representatives on the various commissions, all other members receive
compensation for their services and as listed in the Boards, Commissions, and Committees
In-Brief table. Member compensation is set by resolution and approved by the City Council.
Prior to receiving a stipend, a member must complete the PARS form, discussed in the
Filings, Disclosure and Training section of this handbook.

ORIENTATION/TRAINING

Board, Commission and Committee members upon appointment must attend an orientation
training provided by the Liaison Agency and any additional trainings as may be required
pursuant to State Law or City Council direction.

BUSINESS CARDS

City issued business cards are not provided to appointed officials, unless there is a
business purpose and is authorized by the City Manager or City Council.



SECTION 2:
MEETINGS



OPEN MEETINGS LAW (RALPH M. BROWN ACT)

The Brown Act generally requires advisory bodies to conduct public meetings. A “meeting”
is considered to take place any time that a quorum of the body gathers to discuss that
body’s business. The Brown Act prohibits a quorum from meeting privately. The Brown
Act specifically prohibits “any use of direct communication, personal intermediaries or
technological device employed by a majority of the members of the legislative body to
develop a collective concurrence as to action to be taken on any item by the members of
the legislative body.” Therefore, the prohibition extends not only to personal contacts of the
members among themselves outside the public meeting, but it also prohibits “serial”
meetings whereby information is ultimately exchanged among a quorum whether or not
simultaneously in one another’s presence. The law further provides that all persons must
be permitted to attend any meeting, and to address the Board on matters within the Board’s
jurisdiction. The Brown Act definition of a legislative body includes all of Santa Ana’s
boards and commissions. The agenda must be posted in a conspicuous location
accessible to the public and shall contain the time and location of the meeting. No action or
discussion is allowed on any item not listed on the agenda. Agendas and Minutes for all
meetings are posted at: http://www.santa-ana.org/coc/granicus.asp.

ROBERT'S RULES OF ORDER - PARLIAMENTARY PROCEDURE

Meetings are conducted according to parliamentary procedure. The Chair directs the
meeting, and his/her rulings must be followed unless they are overruled by the body.

When a member wishes to propose an action on a particular item on the posted agenda,
the member makes a motion. A motion goes through the following steps.

The member asks to be recognized by the Chair.

After being recognized, the member makes the motion: “I move that we...”

Another member seconds the motion: “I second the motion.”

The Chair restates the motion and asks for discussion on the motion.

a bk b P

When the Chair determines that there has been enough discussion, the debate may be
closed with: “Is there any further discussion?”

6. If no one asks for permission to speak, the Chair then puts the question to a vote: “All
those in favor say aye.” “All those opposed say nay.” The Chair should restate the
motion prior to the vote to ensure the motion is clearly understood by all. Any member
may request a roll call vote on a motion.

7. After the vote, the Chair announces the vote, i.e. by unanimous consent matter
approved or by a 5-2 with member xxx and yyy dissenting, etc.

Properly phrasing a motion can be difficult and corrections may be necessary before it is acted
upon. Until the Chair states the motion, the member making the motion may rephrase or
withdraw it. Only motions that are voted on will appear in the minutes.
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LIAISON AGENCY

Each body has a designated City agency or department that acts as the liaison agency.
These agencies provide administrative, technical, and other support services to help their
respective boards conduct business. Liaison agencies are listed by board in the directory
section of this handbook. The executive director and recording secretary for the agency
are lead contacts.

SCOPE OF AUTHORITY

Boards, Commissions or Committees are not involved in administration or operation of City
departments. Appointed official’s, either individually or collectively, may not direct
administrative staff to initiate programs and may not conduct major studies or establish
policy without the approval of the City Council. City staff is available to provide general
staff assistance only.

QUORUM

At any meeting, a majority of total members shall constitute a quorum for purposes of
conducting business. Thus, if a body has seven members, but only six seats filled it
requires four present and four votes to approve items.

ELECTION OF CHAIR AND VICE CHAIR

A Chair and a Vice Chair are elected by the members of the board, commission or
committee on an annual basis in July, as required by Charter Section 904.

ROLE AND RESPONSIBILITIES OF THE CHAIR

The Chair shall preserve order and decorum at all meetings, announces the votes and
decide questions of order. The Chair is responsible for ensuring the effectiveness of the
group process. A Chair balances moving the discussion forward with involving all members
and allowing for adequate public participation. In the absence of the Chair, the Vice Chair
shall act as the presiding officer.

MEETING PROTOCOL

It is the Chair’s role to facilitate meeting protocol. Staff liaisons may assist the Chair in
starting the meeting on time, and also provide guidance in meeting protocol. Staff may also
facilitate and promote effective communication.

Proceedings
= Start meetings on time. Keep the agenda in mind in order to give each item the
appropriate time.

11



= Announce at the start of the meeting if the order of agenda items is to be rearranged
either for convenience, response to those attending only for certain items, or for
better pacing of the agenda.

= Let the Chair run the meeting.

= Be fair, impartial, and respectful of the public, staff and each other. Give your full
attention when others speak.

= Trust your own good judgment on decisions.

= Keep in mind that people may be attending a meeting for the first time and may be
unfamiliar with the advisory body procedures. In your discussion, either avoid or
explain technical terms or verbal shorthand.

= Listen to audience concerns.

= Don’t engage in side conversations or otherwise be distracted.

= Don’t engage the public in debate.

= Remember that your advisory body exists to take actions. It is not simply a
discussion group or debating society.

= End meetings at a reasonable hour.

MEETING TYPES

Boards and commissions may hold two types of meetings: regular and special meetings.
The staff liaison to the body is responsible to prepare and post prior to the 72-hour posting
deadline for regular meetings and 24-hours prior for a special meeting. The staff liaison is
also responsible for noticing the members of meeting cancellations, adjournments, and/or
change of locations.

Regular Meetings

Regular meetings are held at the time and place specified in the resolution establishing
procedures, commonly referred to as bylaws. Regular meetings are posted at least 72-
hours prior to the meeting. Regular meetings may be “adjourned to” another date and time
and are considered “regular adjourned meetings.”

Special Meetings

Special meetings may be held at a different time or place to discuss specific issues as
noted on the meeting agenda, as long as the meeting has been properly noticed at least
24-hours in advance and called by either the Chair or a majority of the Board, Commission
or Committee.

Adjourned Regular Meetings

A legislative body may adjourn or continue any regular, adjourned regular, special or

adjourned special meeting to a time and place specified in the order of adjournment or
continuance.

12



AGENDAS

State law requires that an agenda for each advisory meeting be posted prior to the
meeting. The agenda shall state the time and place of the meeting and a brief description
of matters to be heard. The agenda shall also provide an opportunity for members of the
public to be heard at the meeting regarding matters within the jurisdiction of the advisory
body. The staff liaison assigned to each advisory body is responsible for preparation of the
meeting agenda. A copy of the agenda is e-mailed to each member as well as to any
individual requesting a copy.

Agendas, draft Minutes from the previous meeting, agenda reports, and audio recording of
meetings are posted on the City’'s website and available at: http://www.santa-
ana.org/coc/granicus.asp.

How to add items to the Agenda

The Agenda is set and approved by the executive director of liaison agency. As a courtesy
the Chair may review the Agenda before posting, but not legally required. A board,
commission or committee member may request that an item be added to the subsequent
Agenda during Member Comments. Members of the public do not have the authority to
add items to the Agenda, although they can speak on any item on the Agenda or within
subject jurisdiction of the board, commission or committee during public comments.

MEETING MINUTES

The staff liaison assigned to a board, commission and/or committee and is responsible for
preparation of the minutes of each meeting. Meeting minutes shall be a brief record of
matters discussed and actions taken by the body. The minutes shall also list the names of
those persons speaking during the public comment period. Minutes should not reflect
personal opinions and/or comments that do not directly relate to actions taken by the body.
Minutes of the meeting shall be submitted to the body for approval at its next meeting and
shall be signed by the recording secretary. Audio recordings of all meetings will be
available and posted on the City’s website starting in January, 2016.

E-MAIL COMMUNICATION

E-mail communication may lead to the exchange of information intended to, or which may,
create collective concurrence among a quorum of board, commission or committee, e-mail
communication between members relative to business, should be avoided. While three
members of a seven-member body, for example, may appropriately communicate with one
another by way of e-mail, the “forwarding” of such an e-mail message on to a fourth or
subsequent member would result in a Brown Act violation. Please note that such
communication is subject to the Public Records Act and will need to be disclosed upon
request.
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All communication from the public should be sent through the City e-mail system.
Comments on agenda items or within subject jurisdiction of any advisory body should be e-
mailed to eComment@santa-ana.org to assure all comments are captured and entered
into the record.

BY-LAWS

By-laws are written rules and regulations as to the time, place and date of regular meetings
in addition to rules and regulations it deems necessary to conduct the board, commission
or committee business including. Such rules and regulations shall not be inconsistent with
the laws of the State of California or with the ordinances, resolutions or regulations of the
City Council. By-laws are revised from time to time. Please contact the Recording
Secretary to obtain a copy of the most current by-laws. A copy will be provided to newly
appointed officials during orientation.
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SECTION 3:
FILINGS, DISCLOSURES AND TRAINING
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DESIGNATION OF BENEFICIARY FORM FOR PUBLIC AGENCY RETIREMENT
SERVICES (PARS)

The Designation of Beneficiary Form for Public Agency Retirement Services (PARS) is
required by the City’s Finance Department in order to set-up an account for each member
receiving a stipend. The form is to be completed and returned to the Recording Secretary
on or before the first meeting attended. Appointed officials are automatically enrolled with
PARS in lieu of Social Security and may withdraw funds upon terminating service with the
City of Santa Ana.

CITY OF SANTA ANA CODE OF ETHICS AND CONDUCT CERTIFICATION

Each current appointed member is required to submit a signed certification that he/she is
aware of the provisions of the code and pledge that he/she will apply the provisions of the
code in the conduct of his or her duties. As part of the application process for membership
on the City’s Boards and Commissions, prospective appointees are asked to sign a
certification that, if appointed, they will apply the provisions of the code in the conduct of
their duties.

On February 5, 2008, the voters of the City of Santa Ana approved a measure adding
Section 401.05 to the City Charter which requires the adoption of a Code of Ethics and
Conduct for elected officials and members of appointed boards, commissions and
committees. This Code is intended to provide high standards of conduct for all elected
officials and members of appointed boards, commissions, and committees and also to
increase public confidence in City government.

STATEMENT OF ECONOMIC INTEREST FORM (aka FPPC 700: CONFLICT OF
INTEREST CODE)

The California Political Reform Act requires that assets and income of public officials, which
may be materially affected by their official actions, should be disclosed. The purpose of
financial disclosure is to alert the public as to personal interests that might be affected while
they are performing their official duties, i.e., making governmental decisions. Disclosure
forms help inform the public about potential conflicts of interest, and are administered by
the Fair Political Practices Commission (FPPC).

Disclosure is made on a form called “Statement of Economic Interests” and often referred to
as FPPC Form 700: Conflict of Interest Code. This form is required to be filed by members
of the following boards and commissions:

Community Redevelopment and Housing Commission
Environmental and Transportation Advisory Committee
Historic Resources Commission

Personnel Board

Planning Commission

AN NN
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Filing dates are as follow:

v Annual Filings. Must be filed with the Clerk of the Council by April 15 of each year.

v Assuming / Leaving Office. Must be filed with the Clerk of the Council within 30
days of assuming or leaving office.

E-Filing

In January, 2014 the City of Santa Ana Introduced Netfile to better assist filers in completing
their Statements. To e-file, please follow these instructions:

1. Onthe Internet, log in to the system at: https://netfile.com/filer

2. The e-mail address assigned to you in the system is: (e-mail on file)

3. Toreceive a password from the system, click on the "New User? Request a Password"
link to the right of the log-in form. Submit your e-mail address to receive an e-mail from
the system containing a link to reset your password. Click on the link to display a web
page containing your password. Make sure to record your password.

4. Log in using your e-mail address and password and begin the Form 700 filing process.

After you log in, click the "Get Help for this Page" button for information and instructions.
Each page also includes links to short instructional videos. At the end of the process, you
can create a draft document for review. When you are satisfied with the document, please
e-file your document. You do NOT have to print, sign and submit a paper copy of your e-
filed statement.

Your data is saved in the system for future filings; next time, you will only need to edit any

changes. This will increase the accuracy of your filing and will help avoid filing
amendments.

DISQUALIFICATION (aka ABSTENTION)

The Political Reform Act provides that if a member has a conflict of interest, the official is
required to disqualify himself or herself from making or participating in a board decision, or
from using his or her official position to influence or attempt to influence a governmental
decision. If a member suspects that he/she may have a conflict, he/she should contact the
City Attorney advisor to the Board.

In many cases, a board/commission member will need additional guidance from the FPPC
or an attorney to determine whether disqualification is required. FPPC staff advisors may
be reached at 1-866-ASK-FPPC. The Commission’s website address is: www.fppc.ca.gov.

PLANNING COMMISSION EX PARTE COMMUNICATION DISCLOSURE

In February, 2014, the Planning Commission approved a disclosure form for any and all ex
parte communication with individuals that have a discretionary action before the
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Commission. The form was created to facilitate requirements of the City’s Code of Conduct
and Ethics, the Brown Act and laws governing ex parte communications and due process.
The form must be completed and returned to the Recording Secretary at least 72-hours
prior to a meeting or immediately thereafter if the Agenda for said meeting has already
been posted. Please note that the forms are retained as part of the public record and will
be disclosed. A copy of the form is attached as Appendix 5 for review and information.

ETHICS TRAINING (ASSEMBLY BILL 1234)

On January 1, 2006, AB 1234 requires specified local officials to receive two hours of
training that cover both conflict of interest laws and ethics principles. This law requires all
elected officials, appointed city commissioners, board, and committee members to receive
training within a year of their taking office. The training is valid for a two-year period at
which point designated officials have to repeat the training.

The training is required by the State of California for any appointed official that receives
compensation or is eligible for reimbursement of expenses (such as Planning
Commissioners).

Annually, the City Attorney’s Office provides an in-house session and a self-study course is
also available online at http://localethics.fppc.ca.gov/login.aspx.
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BOARD, COMMISSION OR COMMITTEE

Arts and Culture
Commission

IN-BRIEF

$50 per meeting

3 Thur. of the month, 4:30 p.m.
City Council Chamber
22 Civic Center Plaza

Environmental and
Transportation Advisory
Committee (ETAC)*

Historic Resources
Commission **

Personnel Board **

Planning Commission **

$50 per meeting — 2
mtgs mo. max.

$50 per meeting - 2
mtgs. mo. max.

$50 per meeting — No
limit on number of
meetings

$50 per meeting — 3

mtgs. mo. max. and
$50 auto allowance

2"d Tuesday of the month, 7:30 a.m.
City Hall, Ross Annex-Room 1600,
22 Civic Center Plaza

Monthly, 1st Thursday of the month, 4:30
p.m.

City Council Camber

22 Civic Center Plaza

4th Wednesday of the Month, if needed, but
in no event shall more than three (3) months
intervene between meetings of such board at
6:00 p.m.

City Council Chamber

22 Civic Center Plaza

2nd & 4th Monday of the month, 5:30 p.m.
City Council Chamber
22 Civic Center Plaza

Recreation and Parks
(Board of)

Workforce Development
Board*

Youth Commission

$50 per meeting - 2
mtgs. mo. max.

None

1 mtg. mo./ 3 spec.
mtgs. max per year
$25 per mtg.— Reg.
$10 per mtg. — Alt.

$10 per mtg. — Assoc.

4th Wednesday of the month, 5:30 p.m.
For meeting location, please check agenda

3" Thursday of odd months, 8:00 a.m.
Rancho Santiago Community College
District Board Room, Suite 107

2323 N. Broadway

3" Friday of the month, 5:30 p.m.
City Council Chamber
22 Civic Center Plaza

** Board / Commission members are required to file Statement of Economic Interest (FPPC

Form 700).
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ARTS AND CULTURE COMMISSION

Liaison Agency
Community Development Agency
(714) 647-5360

Meeting Day, Time, and Place

3rd Thursday of each month, 4:30 p.m.
City Council Chamber

22 Civic Center Plaza

Santa Ana, CA

Compensation
$50 per meeting

Responsibilities

The commission shall act as an advisory body to the City Manager and the City Council

and make recommendations regarding but not limited to:

1. Policies, priorities and plans for the development and improvement of arts and cultural activities
in Santa Ana, and, in conjunction with other appropriate agencies, in the greater Santa Ana
area.

2. Coordinating with the private sector and other governmental agencies in promoting arts and
cultural excellence as a tool for the encouragement of economic development, business
relocation and tourism.

3. Organizing and promoting activities which celebrate the City and its unique cultural heritage.

4. Allocation and budgeting of funds for arts and cultural funding.

5. Payments for the design, execution and placement of public art projects, within established
appropriations for the art projects.

6. Encouraging the use of local artists in City public art projects.

7. Guidelines for accepting, selecting, purchasing, commissioning, placing and preserving art
projects and other City art acquisitions, gifts or extended loans of art.

8. Make recommendations to the City Council on de-accessioning of artworks, when necessary;

The commission shall also advocate for arts education, cultural diversity, the Sister Cities
Program, and other initiatives that further the growth and sustainability of the arts and
cultural community in Santa Ana area.

In addition, the Commission shall have such other powers and duties as may be
appropriate in carrying out the purposes and goals of this Division and as set forth in
reports or recommendations adopted by the City Council. Consider matters referred to it by
the City Manager or the City Council.

Commission Membership
Regular Members =7

Established
By Ordinance No. NS-2856, December 16, 2013, Santa Ana Municipal Code Section 2-553
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COMMUNITY REDEVELOPMENT AND HOUSING COMMISSION

Liaison Agency
Community Development Agency
(714) 647-5360

Meeting Day, Time, and Place

4™ Wednesday of the month, 4:30 p.m.
City Council Chamber

22 Civic Center Plaza

Santa Ana, CA

Compensation
$50 per meeting -maximum 3 meetings per month
$20 per month automobile allowance

Duties

Conducts hearings to adopt plans and plan amendments for various redevelopment project
areas; submits reports and prepares recommendations on business retention and attraction
programs (e.g., enterprise zone), tax increment finance, school district partnerships, and
other matters delegated by the Successor Agency (formerly known as the Community
Redevelopment Agency); and recommends approval of development agreements for
various projects.

Also, advises on and recommends housing programs including neighborhood improvement
programs, federal housing voucher and certificate programs, low interest loans to
rehabilitate residential property, and various other federal and state programs; and
performs other functions delegated by the Housing Authority.

Required to file Statement of Economic Interest (FPPC Form 700).

Commission Membership

Regular Members =7

Tenant Representatives = 2

Student Representative (non-voting) = 1

NOTE: One of the two tenant representatives must be at least 62 years of age. Tenant
representatives are not subject to term limits but are required to be tenants served by the Housing
Authority during their term of office. Tenant representatives can only vote on housing matters.
No member of the Community Redevelopment and Housing Commission shall acquire any interest
in any property included within any project area undertaken by the Community Redevelopment
Agency. No member of the Community Redevelopment and Housing Commission shall acquire any
direct or indirect interest in any housing project or any property included or planned to be included in
any project.

Established

By Ordinance No. NS-1150 on 02/14/1973, Amend. Ordinance No. NS-2237 on 12/19/1994
Santa Ana Municipal Code Section 2-621, State of California Health and Safety Code
Sections 33201, 33202, 34291, and 34292

Automobile allowance authorized pursuant to Ordinance No, NS-1985
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ENVIRONMENTAL AND TRANSPORTATION ADVISORY COMMITTEE

Liaison Agency
Public Works Agency
(714) 647-5662

Meeting Day, Time, and Place

2nd Tuesday of each month, 7:30 a.m.
City Hall, Room 1600

20 Civic Center Plaza

Santa Ana, CA

Compensation
$50 per meeting - maximum 2 meetings per month

Duties

As more fully described by Santa Ana Municipal Code section 33-184, the duties of ETAC
shall consist of acting in an advisory capacity to the City Council, in the study, review, and
recommendation with regard to the removal, planting, replanting or disposition of public
trees along city streets in the public right of way. The duties of ETAC shall also consist of
acting in an advisory capacity to the Executive Director of the Public Works Agency, in the
study, review, and recommendation with regard to transportation issues, streetscape
issues, and general water and wastewater policies

Required to file Statement of Economic Interest (FPPC Form 700).

Committee Membership

Regular Members =7

Business Representatives = 2 [Santa Ana Chamber of Commerce (1) and Hispanic
Chamber of Commerce of Orange County (1)]

Student Representative (non-voting) = 1

Established
By Resolution No. 73-149 on 12/10/1973; and Resolution 2017-21 on 5/16/2017
Renamed and authority expanded by Resolution No. 91-112 on 12/2/1991
Reorganized by Resolution No. 92-103 on 12/21/1992
Amended by Ordinance No. NS-2414 on 12/20/99

Santa Ana Municipal Code Section 33-183
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HISTORIC RESOURCES COMMISSION

Liaison Agency
Planning and Building Agency
(714) 667-2732

Meeting Day, Time, and Place

Monthly, 15t Thursday the month, 4:30 p.m.
City Council Chamber

22 Civic Center Plaza

Santa Ana, CA

Compensation
$50 per meeting - maximum 2 meetings per month

Duties

Considers all matters referred by the City Council or the City Manager; recommends
policies and regulations regarding the protection of the historic heritage of Santa Ana
through designation of historical property, historic districts, and neighborhoods; review all
requests for exterior work or demolition of historic structures; recommends policies and
regulations regarding the protection, reuse and rehabilitation of historical property;
encourages public understanding and involvement in historic and architectural heritage.

Required to file Statement of Economic Interest (FPPC Form 700).

Committee Membership

Regular Members =7

Ex-officio Members = 2 [Planning Commission (1), Community Redevelopment and

Housing Commission (1)]
NOTE: Commission members should possess an expertise and experience in the
disciplines of architecture, history, architectural history, planning or other historic
preservation related disciplines, such as urban planning, to the extent that such
professionals are available in the Community.

Established
By Ordinance No. NS-2363 on 08/03/1998 and SAMC Sec. 2-370
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PERSONNEL BOARD

Liaison Agency
Personnel Services
(714) 647-5348

Meeting Day, Time, and Place

4th Wednesday of the Month, if needed, but in no event shall more than three (3) months
intervene between meetings of such board at 6:00 p.m.

City Council Chamber

22 Civic Center Plaza

Santa Ana, CA

Compensation
$50 per meeting - no limit on number of meetings

Duties

Hears appeals related to disciplinary suspension, demotion or dismissal of permanent
officers or employees in the City's Civil Service system; studies and makes
recommendations on the formulation and/or evaluation of civil service policies, plans and
procedures; conducts public hearings on proposed amendments or repeals to the Civil
Service rules and regulations; and considers matters referred by the City Council or City
Manager.

Required to file Statement of Economic Interest (FPPC Form 700).

Board Membership

Regular Members =7
NOTE: Candidates for public office, city employees, or officers in partisan
organizations may not sit on this board. Also, unlike other members who serve at
the City Council's pleasure, Personnel Board members may only be removed from
office for cause.

Established
By City Charter Section 900 on 11/04/1952 (Powers and Duties contained in Charter
Section 912)
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PLANNING COMMISSION

Liaison Agency
Planning and Building Agency
(714) 667-2732

Meeting Day, Time, and Place

2nd and 4th Mondays of each month, 5:30 p.m.
City Council Chamber

22 Civic Center Plaza

Santa Ana, CA

Compensation
$50 per meeting - maximum 3 meetings per month
$50 automobile allowance per month

Duties

The Planning Commission is the lead advisory body in the determination of what uses may
be made of property in the city and what form and shape the community will take in the
future. With these community goals established, the Planning Commission periodically
reviews the city’s General Plan and evaluates individual proposals to make sure that they fit
with the plan, which the community has adopted. The commission also annually reviews
the city’s capital improvement program solely for consistency with the General Plan.

The Planning Commission advises the City Council on the adoption of zoning regulations,
annexation issues, and property subdivision. The Commission has been delegated the
authority to consider applications for conditional use permits and variances and to provide
guidance on the interpretation of the Uniform Codes for building construction.

Required to file Statement of Economic Interest (FPPC Form 700) and Ex Parte

Communication Disclosure form.

Commission Membership
Regular Members =7

Established
By City Charter Section 900 on 11/04/1952 (Powers and Duties contained in Charter
Section 910)

Automobile allowance authorized pursuant to Ordinance No, NS-1985
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RECREATION AND PARKS (BOARD OF)

Liaison Agency
Parks, Recreation and Community Services Agency
(714) 571-4258

Meeting Day, Time, and Place
4th Wednesday of each month, 5:30 p.m.,
For meeting locations, please check Agenda

Compensation
$50 per meeting - maximum 2 meetings per month

Duties

Considers matters referred by the Council, City Manager, or Parks, Recreation and
Community Services Agency Executive Director such as donation offers, annual recreation
and parks budget; initiates studies on recreation and park issues, and solicits cooperation
between public and private agencies on recreation and park matters; assumed duties
formerly assigned to the Cable Television Advisory Board including annual review of cable
franchise; investigates issues and makes recommendations regarding public cable
television services.

Board Membership
Regular Members =7
Community Representatives (Education) = 2
[Santa Ana Unified School District = 1 and Garden Grove Unified School District = 1]
Student Representatives (non-voting) = 2

Established
By City Charter Section 900 on 11/04/1952 (Powers and Duties contained in Charter
Section 908)
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WORKFORCE DEVELOPMENT BOARD

Liaison Agency
Community Development Agency
(714) 647-5360

Meeting Day, Time, and Place

3" Thursday of odd months at 8:00 a.m.

Rancho Santiago Community College District Board Room
2323 N. Broadway, Suite 107

Santa Ana, CA

Compensation
None

Responsibilities

The purpose of the Workforce Development Board shall be to work in partnership with the
City Council to provide workforce policy guidance for the City’s workforce system in
accordance with the Workforce Innovation and Opportunity Act of 2014, applicable federal
and state laws, rules and regulations to satisfy the employment and labor demand needs of
residents and business community.

Board Membership
Twenty-five (25) Regular Members

Per WIOA Section 107(b)(2)(A) a majority of members shall be representatives of business
who (i) are owners of businesses, chief executives or operating officers of businesses, or
other business executives or employers with optimum policymaking or hiring authority; (ii)
represent businesses, including small businesses, or organizations representing
businesses.

Membership structure approved by City Council and the California Workforce Development
Board:

* 13 business representatives;

» 4 representatives of labor organizations;

* 1 representative from a joint labor management or union affiliated registered

apprenticeship program;

* 1 representative from a WIOA Title Il Adult Education and Literacy provider,

» 1 representative from an institution of higher education;

» 1 representative from the economic and community development;

» 1 representative from the state Employment Development Department (EDD);

* 1 representative from the Department of Rehabilitation — Title | programs;

» 1 representative from the Department of Social Services Agency, TANFF;

* 1 representative from a community based organization.

Established
Resolution No. 2016-031, approved May 17, 2016.
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YOUTH COMMISSION

Liaison Agency
Parks, Recreation and Community Services Agency
(714) 571-4200

Meeting Day, Time, and Place

3" Friday of the Month at 5:30 p.m.
City Council Chamber

22 Civic Center Plaza

Santa Ana, CA

Compensation

Regular members - $25 per meeting

Alternate member - $10 per meeting

Associate members - $10 per meeting

1 meeting per month plus up to 3 special meetings per year
NOTE: Alternate members serving in the absence of Regular members will be
compensated at the rate of $25 per meeting.

Duties

Acts as an advisory body to the City Council and reviews and recommends programs that
stimulate a prosperous environment for youth; recommends procedures, policies, and/or
legislation to the City Council; and provides assistance to community agencies engaged in
fostering respect for youth.

Commission Membership

Regular Members = 7 (ages 16-20) — Voting Members

Alternate Members = 7 (ages 14-18) — Proxy Voter (for absent Regular Member only)
Associate Members = 7 (ages 11-14) - Non-Voting

NOTE: Members must be students who reside in Santa Ana. All members under
the age of 18 shall provide written proof of parental or guardian permission to qualify
for appointment.

Established
By Ordinance No. NS-2403 on 09/20/1999; By Ordinance No. NS- 2737 on 03-05-07
Santa Ana Municipal Code Sections 2-450 through 2-457
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APPENDIX 1: CITY WARD MAP
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APPENDIX 2: APPLICATION FOR SERVICE

CITY OF SANTA ANA

APPLICATION FOR SERVICE
BOARDS / COMMISSIONS / COMMITTEES

Name ( Mr., Mrs., Ms.)

FIRST MIDDLE LAST
OFFICE USE ONLY

Home Address Ward: Qualified Elector:
PD Background: Date to Council :

Zip Code Home Phone Fax

E-Mail Cell Other

Employer Occupation

Work Address

City Zip Code \Work Phone

Soc. Sec. No.* Driver's License No. Date of Birth

¥ Required
Years LivedMVorked in Santa Ana Language(s) Spoken

Organizations (Professional, Community, Service or other)

Qualifications, Experience, Education

Remarks (attach resume if available)

List Board(s) / Commission(s) 1)

you would like to serve on: 2)

3

| am a reqistered voter in the City of Santa Ana | have completed this application with the knowledge and understanding that any or all items may
be verified, and affirm | have received the Ethics Code, understand its provisions, and pledge to conduct my duties consistent with the code if
appointed to a City Board or Commission. | consent to the release of information contained in this application to interested parties. | further
understand that the Santa Ana Police Department conducts a routine background check on applicants nominated for appointment.

SIGNATURE DATE

This application will be retained on file in the Clerk of the Council Office for 2 years.
Please note that the Code of Ethics and Conduct Certification must be signed and received by the Clerk of the Council Office
prior to nomination to a commission/board
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APPENDIX 2: APPLICATION FOR SERVICE - YOUTH COMMISSION

CITY OF SANTA ANA

APPLICATION FOR SERVICE
YOUTH COMMISSION

Name ( Mr./ Ms.)

FIRST MIDOLE LAST

OFFICE USE ONLY

Home Address Ward: Date to Council:
PD Background:

Qualified Elector: Yes f No  Date Eligible:

Zip Code Home Phone Fax

E-Mail Cell Other

School Name

School Address

City Zip Cade \Work Phone

Soc. Sec. No* Driver's License No. Date of Birth
T Required

Years Lived/Worked in Santa Ana Language(s) Spoken

Participation in school organizations, clubs, community
senvices, efc.

Educational Interests

Remarks (attach resume if available)

| have completed this application with the knowledge and understanding that any or all items may be verified, and affirm | have
received the Ethics Code, understand its provisions, and pledge to conduct my duties consistent with the code if appointed to the
Youth Commission. | consent to the release of information contained in this application to interested parties.

SIGNATURE DATE

The above student has my permission to participate on the Youth Commission.

PARENT/LEGAL GUARDIAN SIGNATURE DATE
*Required

This application will be retained on file in the Clerk of the Council Office for 2 years
Please note that the Code of Ethics and Conduct Certification must be signed and received by the Clerk of the Council Office
prior to nomination to a commissiondoard
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APPENDIX 3: CODE OF ETHICS AND CONDUCT POLICY AND CERTIFICATION

THE CITY OF SANTA ANA
CODE OF ETHICS AND CONDUCT

ADOPTED JUNE 2, 2008

The people of the City of Santa Ana, at an election held on February 5, 2008,
approved an amendment to the City Charter of the City of Santa Ana which states: “The
City of Santa Ana shall adopt a Code of Ethics and Conduct for elected officials and
members of appointed boards, commissions, and committees to assure public
confidence in the integrity of local government elected and appointed officials.”
Consistent with the vote of the people, the following Code of Ethics and Conduct is
hereby adopted by the City of Santa Ana to ensure effective and fair operation of the
local government of the City of Santa Ana.

I
PREAMBLE

It is the intent of this code to achieve fair, ethical, and accountable local
government for the City of Santa Ana. The people of Santa Ana expect public officials,
both elected and appointed, to comply with both the letter and the spirit of the laws of
the State of California, the United States of America, and the Charter, Municipal Code,
and established policies of the City of Santa Ana affecting the operations of local
government. |n addition, public officials are expected to comply with the provisions of
this Code of Ethics and Conduct established pursuant to the expressed will of the
people. All persons covered by this code will aspire to meet the highest ethical
standards in the conduct of their responsibility as an elected or appointed official of the
City of Santa Ana.

This code addresses various aspects related to the governance of the City of
Santa Ana and supplements, but does not supplant other laws and rules that prescribe
the legal responsibilities of City officials. These include, but are not limited to, the
Federal and State Constitutions, various provisions of the California Government Code
(such as the Brown Act and the Political Reform Act), the Labor Code, laws prohibiting
discrimination and harassment, and the City of Santa Ana Charter and Municipal Code.
Elected and appointed officials are expected to be familiar with these laws to ensure
that they exercise their public responsibilities in a proper fashion. This code is not
designed to be used as a tool to remove appointed officials, as the City Council retains
the right under the Charter and Municipal Code to remove appointed officials in
accordance with those provisions.

While it is not possible to anticipate and provide a rule of conduct and ethics for
all situations that public officials may face, this Code of Ethics and Conduct is designed
to provide a framework to guide public officials in their daily duties.
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Il.
SCOPE

The provisions of this Code of Ethics and Conduct shall apply to the
Mayor and members of the City Council, and to all members of the boards,
commissions, and committees appointed by the City Council or the Mayor or the Mayor
and City Council, including any ad hoc committees. Further, the provisions of this Code
of Ethics and Conduct shall only apply to these officials and members acting in their
official capacities and in the discharge of their duties.

1L
CORE VALUES

Attitudes, words, and actions should demonstrate, support, and reflect the
following qualities and characteristics for the well being of our community. The five core
values and expressions that reflect these core values are as follows:

INTEGRITY / HONESTY

= | am honest with my fellow elected officials, the public and others.

* | do not promise what | believe to be unrealistic.

» | am prepared to make unpopular decisions when my sense of the public's best
interests requires it.

= | credit others’ contributions to moving our community’s interests forward.

= | do not knowingly use false or inaccurate information to support my position or
views.

= | safeguard the ability to make independent, objective, fair and impartial
judgments by scrupulously avoiding financial and social relationships and
transactions that may compromise, or give the appearance of compromising,
objectivity, independence, and honesty.

RESPONSIBILITY / PROTECTING THE PUBLIC’S INTERESTS

= | do not accept gifts, services or other special considerations because of my
public position.

= | excuse myself from participating in decisions when my or my immediate family’s
financial interests may be affected by my agency’s actions.

» | do not give special treatment or consideration to any individual or group beyond
that available to any other individual.

= | refrain from disclosing confidential information concerning litigation, personnel,
property, or other affairs of the City, without proper legal authority, nor use such
information to advance my financial or other personal interests.
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FAIRNESS / ACCOUNTABILITY

| promote meaningful public involvement in the agency's decision-making
processes.

| treat all persons, claims and transactions in a fair and equitable manner; | make
decisions based on the merits of the issue.

If | receive substantive information that is relevant to a matter under
consideration from sources outside the public decision-making process, | publicly
share it with my fellow governing board members and staff.

| work to contribute to a strong organization that exemplifies transparency and
open communication.

RESPECT FOR FELLOW ELECTED OR APPOINTED OFFICIALS, STAFF, AND THE
PUBLIC

| treat my fellow officials, staff and the public with patience, courtesy and civility,
even when we disagree on what is hest for the community.

| work towards consensus building and gain value from diverse opinions.

| respect the distinction between the role of office holder and staff; | involve staff
in meetings with individuals, those with business before the agency, officials from
other agencies and legislators to ensure proper staff support and to keep staff
informed

| conduct myself in a courteous and respectful manner at all times during the
performance of my official City duties.

| encourage full participation of all persons and groups; | am aware and observe
important celebrations and events which reflect the values of our diverse
population.

PROPER AND EFFICIENT USE OF PUBLIC RESOURCES

| do not use public resources, such as agency staff time, equipment, supplies or
facilities, for private gain or personal purposes.

I make decisions after prudent consideration of their financial impact, taking into
account the long-term financial needs of the agency, especially its financial
stability.

| demonstrate concern for the proper use of agency assets (such as personnel,
time, property, equipment, funds) and follow established procedures.

| am a prudent steward of public resources and actively consider the impact of
my decisions on the financial and social stability of the City and its residents.

Iv.

IMPLEMENTATION AND ENFORCEMENT

City of Santa Ana elected and appointed officials of the various boards,

commissions and committees have the primary responsibility to assure that ethical
standards are understood and met, and that the public can continue to have full
confidence in the integrity of government. This code of ethics will be most effective
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when the elected and appointed officials are thoroughly familiar with it and embrace its
provisions.

Upon adoption of this code, all current elected or appointed officials shall
be given a copy of the code and asked to affirm in writing that they have received the
code, understand its provisions, and pledge to conduct themselves by the code. All
new members of the City Council, upon election or reelection, and members of boards,
commissions, and committees appointed by the City Council, upon appointment or
reappointment, shall be given a copy of the code and are required to affirm in writing
they have received the code and understand its provisions, and pledge to conduct
themselves by the code. (See Attachment) Additionally, all members of the City
Council, boards, commissions, and committees, as part of their AB1234 training, shall
be provided additional training clarifying the provisions and application of this code. The
City Attorney, or his/her designee, shall serve as a resource person to those persons
covered by the code to assist them in determination of appropriate actions consistent
with the code.

A periodic review of the code shall be conducted to ensure that the code is
an effective and vital document.

This Code of Conduct is intended to be a reflection of the community's
values as articulated by the Mayor and City Council as they represent the will of the
people of the City of Santa Ana.
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Name: Title:

CITY OF SANTA ANA — CODE OF ETHICS AND CONDUCT

CERTIFICATION

As an elected or appointed official of the City of Santa Ana, California, | herein certify that |
have received a copy of the Code of Ethics and Conduct of the City of Santa Ana, have been
offered training and assistance in understanding this code, and am aware of the provisions of
the code and its application to my responsibilities. Consistent with the code, | pledge the
following in the conduct of my duties:

INTEGRITY / HONESTY

| am honest with my fellow elected officials, the public and others.

| do not promise what | believe to be unrealistic.

| am prepared to make unpopular decisions when my sense of the public's best
interests requires it.

| credit others’ contributions to moving our community's interests forward.

| do not knowingly use false or inaccurate information to support my position or views.
| safeguard the ability to make independent, objective, fair and impartial judgments by
scrupulously avoiding financial and social relationships and transactions that may
compromise, or give the appearance of compromising, objectivity, independence, and
honesty.

RESPONSIBILITY / PROTECTING THE PUBLIC’S INTERESTS

| do not accept gifts, services or other special considerations because of my public
position.

| excuse myself from participating in decisions when my or my family's financial
interests may be affected by my agency's actions.

| do not give special treatment or consideration to any individual or group beyond that
available to any other individual.

| refrain from disclosing confidential information concerning litigation, personnel,
property, or other affairs of the City, without proper legal authority, nor use such
information to advance my financial or other personal interests.

FAIRNESS / ACCOUNTABILITY

| promote meaningful public involvement in the agency's decision-making processes.

| treat all persons, claims and transactions in a fair and equitable manner; | make
decisions based on the merits of the issue.

If | receive substantive information that is relevant to a matter under consideration from
sources outside the public decision-making process, | publicly share it with my fellow
governing board members and staff.

| work to contribute to a strong organization that exemplifies transparency and open
communication.
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RESPECT FOR FELLOW ELECTED OR APPOINTED OFFICIALS, STAFF, AND THE
PUBLIC

| treat my fellow officials, staff and the public with patience, courtesy and civility, even
when we disagree on what is best for the community.

| work towards consensus building and gain value from diverse opinions.

| respect the distinction between the role of office holder and staff; | involve staff in
meetings with individuals, those with business before the agency, officials from other
agencies and legislators to ensure proper staff support and to keep staff informed

| conduct myself in a courteous and respectful manner at all times during the
performance of my official City duties.

| encourage full participation of all persons and groups; | am aware and observe
important celebrations and events which reflect the values of our diverse population.

PROPER AND EFFICIENT USE OF PUBLIC RESOURCES

Signature: Date:

| do not use public resources, such as agency staff time, equipment, supplies or
facilities, for private gain or personal purposes.

| make decisions after prudent consideration of their financial impact, taking into
account the long-term financial needs of the agency, especially its financial stability.
| demonstrate concern for the proper use of agency assets (such as personnel, time,
property, equipment, funds) and follow established procedures.

| am a prudent steward of public resources and actively consider the impact of my
decisions on the financial and social stability of the City and its residents.
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APPENDIX 4: RESIGNATION FORM

CITY OF SANTA ANA BOARD/COMMISSIONS

RESIGNATION FORM

In order to comply with the State of California Maddy Act and officially post vacancies in
a timely manner, the Clerk of the Council Office is requesting that each board member
or commissioner who resigns from City service, immediately notify the Clerk of the
Council and the appropriate recording secretary of the Board or Commission in which
they serve. The form is to be completed and submitted immediately to the Clerk of the
Council, 20 Civic Center Plaza, M-30, Santa Ana CA 92702. Please print or type
legibly.

| . have been a Board member or
NAME

Commissioner on the

BOARD OR COMMISSION

since herewith tender my resignation for the following reason:
DATE

(optional)

Effective date of resignation: (last day served)

SIGNATURE

DATE

(To be prepared by City Staff):

FPPC Statement of Economic Interest Form 700 required:
YES NO

Prepared by the Clerk of the Council Office 12/00
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APPENDIX5: PLANNING COMMISSION EX-PARTE COMMUNICATION DISCLOSURE
FORM

. ; 3
City of Santa Ana % _ I ‘:?
Planning Commission Disclosure Form ‘Ir \\‘

Ex Parte Communications T

The City of Santa Ana is committed to providing public access to local government and to ensuring that all members of the public
have the opportunity to participate fully in the decision-making process. The City's Code of Ethics and Conduct contains policies
regarding individual contact and contact with those who have business before the Commission. In addition, the State Open Meeting
Laws (the Ralph M. Brown Act), as well as laws governing ex parte communications and due process, require the disclosure of any
information garnered outside of the public hearing process in order to ensure that the “public’s business is conducted in public.”

Instructions

¢ Thisformis intended to help you make full disclosure of ex parte communications that occur prior to or during a
public meeting for matters which come before the Planning Commission for discretionary action.

® The form must be completed as soon as possible after the ex parte contact occurred and shall include a full and
complete description of the communication.

e Please fill out a separate form for each communication {telephone conversation, e-mail, in-person meeting, site
visit or other contact).

* A copy of this disclosure form, along with copies of any e-mails or written correspondence that do not indicate
that they were also sent to the Planning Commission Secretary, must be submitted prior to the beginning of the
public meeting. Failure to do so could resultin an action by the Planning Commission.

* [If you receive a reguest for contact, but decline or do not reply, you need not disclose this information.

Commissioner's Name

Project Name

Project Address

Name of Person(s} Involved in Communication

Date of Contact Type/Location of Contact

Contact initiated by: O Applicant O member of the public O Planning Commissioner

Iltem/issues discussed in meeting/evidence received (attach additional sheets if necessary)

FOR THE USE OF THE PLANNING COMMISSION SECRETARY

Received by Date received
Date of action Item Agenda No.

Last revised: September 8, 2014
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APPENDIX 6: MISSION & VISION STATEMENT AND CITY FACTS

MISSION STATEMENT

“To deliver efficient public services in partnership with our community which ensures public
safety, a prosperous economic environment, opportunities for our youth, and a high quality

of life for residents,”

VISION STATEMENT

The City’s vision sets the focus for the future. The vision is a statement that describes the
ideal future of an organization, or what the organization would ideally like to be. The
dynamic center of Orange County which is acclaimed for our:

e Investment in youth
e Neighborhood pride

e Enriched and diverse culture .

CITY INCORPORATED:
CITY CHARTER:

FISCAL BUDGET:
FIVE YEAR STRATEGIC PLAN:

POPULATION:

ETHNICITY:

MEDIAN AGE:
AREA:

SIZE:

CITY TREE:
CITY FLOWER:
CITY COLORS:

CITY MOTTOES:

e Safe and healthy community
e Thriving economic climate
Quality government services

<
CITY FACTS

June 1, 1886.
Adopted 952.

http://www.santa-ana.org/finance/budget/default.asp
http://www.santa-ana.org/strategic-planning/

335,264

Asian: 33,618
White: 29,950 (9.2%) Black: 3,177

Hispanic: 253,928 (78.2%)
(10.4%)
(1.0%)
29.1

27.3 square miles

County Seat, second largest city in Orange
County and eleventh largest in California.

Jacaranda
Hibiscus
Royal Blue & Gold

“Education First” “Downtown Orange County”
and “The Golden City”
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APPENDIX 7: RALPH M. BROWN ACT (OPEN MEETING LAW)

OPEN & PUBLIC 1V:

A Guide to the Ralph M. Brown Act

— 2ND EDITION, REVISED JULY 201I0—

CITIES
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\ LEAGUE
CITIES

OPEN & PUBLICIV:

A Guide to the Ralph M. Brown Act
(2™ Edition, July 2010)

September 2013 Supplement

This supplement to OPEN & PUBLIC IV: A Guide to the Ralph M. Brown Act discusses changes
to the law that have taken effect since the publication of the second edition of the guide in 2010.
The supplement covers both statutory changes and appellate decisions that affect the Brown Act.
For ease of reference, these updates direct the reader to the chapter, subheading and page of the
guide’s main text. Our objective is to provide the most complete and current resource to assist
local agencies in complying with Brown Act requirements. This supplement is to be used in

conjunction with the original publication.

This supplement is made available thanks to the hard work and dedication of the Brown Act
Committee of the City Attorneys” Department and League Staff:

Michael Jenkins, Brown Act Committee Chair
City Attorney, Hermosa Beach,

Rolling Hills and West Hollywood
Jenkins & Hogin LLP

Paul Zarefsky
Deputy City Attorney, San Francisco

Michael W. Barrett
City Attorney, Napa

Curtis S. Kidder
Assistant City Attorney, Los Angeles

Heather C. McLaughlin
City Attorney, Benicia

Maribel S. Medina
Meyers. Nave. Riback. Silver & Wilson

Celeste Stahl Brady
Stradling Yocca Carlson & Rauth

Brian Libow

City Attorneys” Department President and
Committee Liaison

City Attorney, San Pablo

League Staff:

Patrick Whitnell, General Counsel
Koreen Kelleher, Deputy General Counsel
Janet M. Leonard, Legal Assistant
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OPEN & PUBLIC IV:

A Guide to the Ralph M. Brown Act
(2" Edition, July 2010)

September 2013 Supplement

CHAPTER 3: MEETINGS
m LOCATION OF MEETINGS

Page 20— Add new endnote to the 4" bullet point:

94 Ops.Cal. Atty.Gen. 15 (2011) (water district may hold its board meetings at the principal
office of the district even if it is located outside the jurisdiction of the district)

CHAPTER 4: AGENDAS, NOTICES, AND PUBLIC PARTICIPATION

m AGENDAS FOR REGULAR MEETINGS
Page 24 — Replace the second paragraph with the following:

The agenda must be posted at least 72 hours before the regular meeting in a location “freely
accessible to members of the public.” [Gov. Code § 54954.2(a)(1).] The courts have not
definitively interpreted the “freely accessible” requirement. The California Attorney General has
interpreted this provision to require posting in a location accessible to the public 24 hours a day
during the 72-hour period, but any of the 72 hours may fall on a weekend. [78 Ops.Cal. Atty. Gen.
327 (1995).] This provision may be satisfied by posting on a touch screen electronic kiosk
accessible without charge to the public 24 hours a day during the 72-hour period. |88

Ops.Cal Atty.Gen. 218 (2005).] While posting an agenda on an agency’s Internet Web site will
not, by itself, satisfy the “freely accessible” requirement since there is no universal access to the
internet, an agency has a supplemental obligation to post the agenda on its Web site if: (1) the
local agency has a Web site, and (2) the legislative body whose meeting is the subject of the
agenda is either (a) a governing body, or (b) has members that are compensated, with one or
more members that are also members of a governing body. [Gov. Code §§ 54954.2(a)(1) and

54954.2(d).]

Q. May the meeting of a governing body go forward if its agenda was either inadvertently not
posted on the city’s Web site or if the Web site was not operational during part or all of the 72-
hour period preceding the meeting?

A. The Brown Act does not address this question nor is there any case law on the subject.

Public agency attorney opinions vary. Hence, should this situation arise, seek a legal opinion
from your agency attorney.
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The agenda must state the meeting time and place and must contain “a brief general description
of each item of business to be transacted or discussed at the meeting, including items to be
discussed in closed session.” [Gov. Code, § 54954.2(a)(1).] Special care should be taken to
describe on the agenda each distinct action to be taken by the legislative body, and avoid
overbroad descriptions of a “project” if the “project™ 1s actually a set of distinct actions that must
each be separately listed on the agenda. [San Joaquin Raptor Rescue v. County of Merced
(2013) 216 Cal.Ap]‘J.él”l 1167 (legislative body’s approval of CEQA action (mitigated negative
declaration) without specifically listing it on the agenda violates Brown Act, even if the agenda
generally describes the development project that is the subject of the CEQA analysis. ]

m NOTICE REQUIREMENTS FOR SPECIAL MEETINGS
Page 25 —Replace the second to the last sentence in the second paragraph, to read:

The special meeting notice must also be posted at least 24 hours prior to the special meeting
using the same methods as posting an agenda for a regular meeting: (1) at a site that is freely
accessible to the public, and (2) on the agency’s Web site if: (1) the local agency has a Web site,
and (2) the legislative body whose meeting is the subject of the agenda is either (a) a governing
body, or (b) has members that are compensated, with one or more members that are also

members of a governing body. [Gov. Code §§ 54956(a) and (c).]

Page 26 — Add the following new heading and paragraphs after “Notice Requirements for
Emergency Meetings” to read:

m NOTICE OF COMPENSATION FOR SIMULTANEOUS OR SERIAL MEETINGS

A legislative body that has convened a meeting and whose membership constitutes a quorum of
another legislative body, may convene a simultaneous or serial meeting of the other legislative
body only after a clerk or member of the convened legislative body verbally announces (1) the
amount of compensation or stipend, if any, that each member will be entitled to receive as a
result of convening the meeting of the other legislative body, and (2) that the compensation or
stipend is provided as a result of convening the meeting of that body. [California Government

Code section 54952.3]

No verbal disclosure of the amount of the compensation is required if the entire amount of such
compensation is prescribed by statute and no additional compensation has been authorized by the
local agency. Further, no disclosure is required with respect to reimbursements for actual and
necessary expenses incurred in the performance of the member’s official duties, such as for
travel, meals, and lodging,
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m NOTICE REQUIREMENTS FOR TAX OR ASSESSMENT MEETINGS AND
HEARINGS

Page 26 — Replace the first paragraph with the following:

The Brown Act prescribes specific procedures for adoption by a city, county, special district, or
joint powers authority of any new or increased tax or assessment imposed on businesses.
[California Government Code Section 54954.6] Though written broadly, these Brown Act
provisions do not apply to new or increased real property taxes or assessments as those are
governed by the California Constitution, Cal. Const. Art. XIIIC or XIIID, enacted by Proposition
218. At least one public meeting must be held to allow public testimony on the tax or
assessment. In addition, there must also be at least 45 days’ notice of a public hearing at which
the legislative body proposes to enact or increase the tax or assessment. Notice of the public
meeting and public hearing must be provided at the same time and in the same document. The
public notice relating to general taxes must be provided by newspaper publication. The public
notice relating to new or increased business assessments must be provided through a mailing to
all business owners proposed to be subject to the new or increased assessment. The agency may
recover the reasonable costs of the public meetings, hearings, and notice.

m THE RIGHT TO ATTEND AND OBSERVE MEETINGS
Page 28 — Add a new paragraph immediately before the O & A box to read:

All actions taken by the legislative body in open session and the vote of each member thereon
must be disclosed to the public at the time the action is taken. [Gov. Code §54953(c)(2)]

Page 28 — Replace the last paragraph with:

The legislative body may remove persons from a meeting who willfully interrupt proceedings.
[California Government Code section 54957.9] Ejection is justified only when audience
members actually disrupt the proceedings. [Norse v. City of Santa Cruz (9th Cir. 2010) 629
F.3d966 (silent and momentary Nazi salute directed towards mayor is not a disruption); Acosta v.
City of Costa Mesa (9th Cir. 2013) 718 F.3d 800 (eity council may not prohibit “insolent™
remarks by members of the public absent actual disruption)] If order cannot be restored after
ejecting disruptive persons, the meeting room may be cleared. Members of the news media who
have not participated in the disturbance must be allowed to continue to attend the meeting. The
legislative body may establish a procedure to re-admit an individual or individuals not
responsible for the disturbance. [California Government Code section 54957.9]

CHAPTER 5: CLOSED SESSIONS
m REAL ESTATE NEGOTIATIONS
Page 37-- Replace the final two sentences on page 37 to read:

If final approval rests with another party, the local agency must report the approval and the
substance of the agreement upon inquiry by any person as soon as the agency is informed of it.

3
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m PUBLIC SECURITY
Page 41-- Replace the paragraph in this section in its enlirety with:

Legislative bodies may meet in closed session to discuss matters posing a threat to the security of
public buildings, essential public services, including water, sewer, gas, or electric service, or to
the public’s right of access to public services or facilities over which the legislative body has
Jjurisdiction. Closed session meetings for these purposes must be held with designated security or
law enforcement officials including the Governor, Attorney General, district attorney, agency
attorney, sheriff or chief of police, or their deputies or agency security consultant or security
operations manager.*” Action taken in closed session with respect to such public security issues

is not a reportable action.

Page 43 — Replace endnote 14 with:

14 California Government Code section 54956.9 (e).

Page 43 — Replace endnote 16 with:

Shapiro v. San Diego City Council (2002) 96 Cal. App.4th 172; see also 93 Ops.Cal. Atty.Gen. 51

(2010) (redevelopment agency may not convene a closed session to discuss rehabilitation loan
for property already subleased to loan recipient, even if the loan incorporates some of the
sublease terms and includes an operating covenant governing the property); 94

Ops.Cal Atty. Gen. 82 (2011) (real estate closed session may address form, manner and timing of
consideration and other items that cannot be disclosed without revealing price and terms).

CHAPTER 6: REMEDIES

Page 47 — Add the following new bullet after the bullet title “Invalidation”:

m APPLICABILITY TO PAST ACTIONS

Any interested person, including the district attorney, may file a civil action to determine
whether past actions of a legislative body occurring on or afier January 1, 2013 constitute
violations of the Brown Act and are subject to a mandamus, injunction, or declaratory relief
action. [Government Code Section 54960.2(a); Senate Bill No. 1003, Section 4 (2011-2012
Session)] Before filing an action, the interested person must, within nine months of the alleged
violation of the Brown Act, submit a “cease and desist” letter to the legislative body, clearly
describing the past action and the nature of the alleged violation.[ Government Code Sections
54960.2(a)(1). (2)] The legislative body has 30 days after receipt of the letter to provide an
unconditional commitment to cease and desist from the past action.[Government Code Section
54960.2(b)] If the body fails to take any action within the 30-day period or takes an action other
than an unconditional commitment, a lawsuit may be filed within 60 days. [Government Code
Section 54960.2(a)(4)]
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The legislative body’s unconditional commitment must be approved at a regular or special
meeting as a separate item of business and not on the consent calendar. [Government Code
Section 54960.2(c)(2)] The unconditional commitment must be substantially in the form set
forth in the Brown Act. [Government Code Section 54960.2(c)(1)] No legal action may
thereafter be commenced regarding the past action. |[Government Code Section 54960.2(¢)(3)]
However, an action of the legislative body in violation of its unconditional commitment
constitutes an independent violation of the Brown Act and a legal action consequently may be
commenced without following the procedural requirements for challenging past actions.

[Government Code Section 54960.2(d)]

The legislative body may rescind its prior unconditional commitment by a majority vote of its
membership at a regular meeting as a separate item of business not on the consent calendar. At
least 30 days” written notice of the intended rescission must be given to each person to whom the
unconditional commitment was made and to the district attorney. Upon rescission, any
interested person may commence a legal action regarding the past actions without following the
procedural requirements for challenging past actions. |[Government Code Section 54960.2(¢)]
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FOREWORD

The goal of this publication s to explain the requirements of the Ralph M. Brown Act, California’s
open meeting law, in lay language so that it can be readily understood by local government officials
and employees, the public and the news media We offer practical advice—especially in areas
where the Brown Act s unclear or has been the subject of controversy—to assist local agencies in
complying with the requirements of the law,

Anumber of organizations representing diverse views and constitliencies have contributed to
this publication in an effort to make it reflect as broad a consensus as possible among those who
dally interpret and implement the Brown Act. The League thanks the following organizations for
therr contributions:

Association of California Healthcare Districts
Association of California Water Agencies

California Association of Sartation Agencies (CASA)
California Attorney General—Department of Justice
City Clerks Association of California

California Municipal Utilities Association

California Redevelopment Association

California School Boards Association

California Special Districts Association

Califormia State Association of Counties
Community College League of California

California First Amendment Project

California Newspaper Publishers Association
Common Cause

League of Women Voters of Califorria

This publication is current as of June 2010. Updates to the publication responding to changes in the
Brown Act or new court interpretations are available at www.cacities org/opengovernment.

This publication is not intended to provide legal advice. A public agency’s legal counsel is
responsible for advising its governing body and staff and should always be consulted when
legal issues arise.
To improve the readability of this publication:

« Most text will look like this,

+ Practice tips are in the marging,

* Hypothetical examples are printed in blug; and

+ Frequently asked questions, along with our answers, are In shaded text.

Additional copies of this publication may be purchased by visiting CityBooks
online at www.cacibes.org/store,
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CHAPTER 1: "™

IT IS THE PEOPLE’S BUSINESS

Practice Tip:

The key to the Brown
Act is a single sentence.
In summary;, all
meetings shall be open
and public except
when the Brown Act
authorizes otherwise.

THE RIGHT OF ACCESS

Two key parts of the Brown Act have not changed since its adoption in 1953. One is the Brown Act's initial
section, declaring the Legislature’s intent:

“In enacting this chapter, the Legisiature finds and declares that the public commissions, boards,
and councils and the other public agencies in this State exist to aid in the conduct of the people’s
business. It is the intent of the law that their actions be taken openly and that their deliberations
be conducted openly.”

“The people of this State do not yield their sovereignty to the agencies which serve them. The
people, in delegating authority, do not give their public servants the right to decide what is good
for the people to know and what is not good for them to know. The people insist on remaining
informed so that they may retain control over the instruments they have created.™

The people reconfirmed that intent 50 years later in the November 2004 election by adopting Proposition
59, amending the California Constitution to include a public right of access to government information:

“The people have the right of access to information concerning the conduct of the people’s
business, and, therefore, the meetings of public bodies and the writings of public officials and
agencies shall be open to public scrutiny.”™

The Brown Act’s other unchanged provision is a single sentence:

“All meetings of the legislative body of a local agency shall be open and public, and all persons
shall be permitted to attend any meeting of the legislative body of a local agency, except as
otherwise provided in this chapter.™

That one sentence is by far the most important of the entire Brown Act. If the opening is the soul, that
sentence is the heart of the Brown Act.

2 OPEN & PuBLIC IV = Chapter 1: It Is the People’s Business
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| BROAD COVERAGE
The Bron Act Gowers members of wirtually every tyie of local gowernment body, ale chad of appointed,
decision-making or advisory Some types of private organizations ane oovened, as ane new y-elected
members of & legislative body even baefore they ke offi oz

similarky meetings subject 1 the Brown Act are not limited 1o face-to-face gatherings. They also includa
any communication medium o device through which & majority of a legishatie body discusses, deliberatas
of fakzs action onan hem of business curside of & noticed meaeting They include mestings held from
remote ocEtions by tekoonference,

Mew communication technologies present new Brown Act challenges. For exampls, common -mail
practices of forwarding or rephying to messages can easily lead toa sarial meeting prohibited by the
Brown Act, 85 can participation by members of & legiskhtie body inan Internet chatroom of biog dialogue.
Communicating during meetings using electionic technology (such as Bpnop computars, personsl

digital assistants, o cellllar telephonas) may creats the per caption that private communications ane
influencing the outoome of decisions, some state legislatures have banned the practice On the cther
hand, widespread bl csting and web stieaming of meetings has greatly expanded public access 1o the

Practice Tip:
Think of the government’s
house as being made of

decision-making prooess. glass, The curtaing may be
draun only to further the
NARROW EXEMPTIONS public’s interest.

The express purpose of the Brown Actis toassura that local govarmment agencies oonduct the publics
business openly and publick Courts and the California attorney General usually broadly construg the
Brown Act in favor of greater public accass and narmow ly construe exemptions 1o its general rules?®

Generally public officials should think of themselves as living in glass houses, and that they may onlby draw
the curtaing whan it is in the public interest 1o prasene conficentiality. Closed sessions may be hakd onby as
specifically authorized by the provisions of the Brown A.ct itself.

The Bron Act, howesier, 1S limited 10 meetings amaong a mgjority of the mermbers of multi-member
government bodies when the subject relates 1o ol agency business. | doas not apply 1o indepandent
conduct of individual decision-makers. It does notapply 1 social, ceremonial, educational and othar
gatherings as long as a majority of the members of a body don‘'t discuss issues relted to their local
ggencys business Meetings of temporary advisory commitees—as distinguished from sanding
committees—rmade up solely of less thana
quUOrlm of & legislative body are not subject to
the Brown Act.

The law does not apphy to local agency saff o
emplovess, but they may facilitate a viclation by
acting as & aonduit for discussion, deliberation,
Or action by the legislatie body s

The law, on the che hand, reocgnizes the

need of individual local officials 1o meetand
discuss matters with their constituents. On the
other hand, it requires—uwith certain specific
EHCERoNS to protect the community and
presare individual rights—that the decision-
making procass be public sometimes the
boundary betwean the twd is not easy o draw

OPEH & PUBLICIV = Chapter 1: [t s the Peoples Busiess 3

55



Practice Tip:

Transparency is &
foundational value for
cthical govarnment
practices. The Brewn
Actisafloor nota
ceiling, for conduct,

PUBLIC PARTTCIPATION IN MEETINGS
In addition to recuiting the puklic's business t be conductad in open, noticed meetings, the Brown
Act alsoexends 1o the public the right 1 participate in meatings. Individuals, lobbyists, and members
of the news media possass the right toatend, reoond, broadcast, and participata in
public mesetings. The public's participation is further enhanced by the Brown Acts
requitement that a meaningful agenda be postad in advance of mestings, by limiting
discussion and action o mathers listed on the agenda, and by reguiring that mesting
matetials be macde available.

Legiskative bodies may, howaser, adopt fegsonable regulations on public testimaony and
the conduct of public meetings, including measures to addrass disruptive conductand
irrelevant speach.

CONTROVERSY

Mot surprisingly the Brown Act has bean a source of confusion and controvarsy sincs
its inception. New s media and gover nment watchdogs often argue the law s toothless,
pointing out that there has never been a single criminal conviction for & wiolation. They
often suspect that closed sessions are being misused.

Fublic officials complain that the Brown Act makes it difficult to respond to constituents
and requires public discussions of items beter discussed privately—such as why a
particular person should not be appointed toa board or commission. Many electd officials find the Brown
Act inconsistant with their private business experiances. Closed mestings can ba mone effi cient; they
eliminate grandstanding and promote candor The technidues that seree well in busing ss—the working
lunch, the sharing of information through a series of phone calls oremails, the backroom oomersations
and compromises—are often not possible under the Brown Act,

A% a matterof public policy Califormia @iong with many other stEmesy has concluded that therz is mone
be gained than lost by oonducting public busingss in the open. Government behind closed doors may well
be efficient and business-like, but it ray be perceived a5 unresponsive and Untrustworthy

BEYOND THE LAW—GOOD BUSINESS PRACTICES
wiolations of the Brown act can lead 1o invalidaton of an agency’s action, payment of a challenger’s
attorney’s feas, public embartassmeant, auan criminal rosecution. BUt the Brown Act is & floor, not a cailing
for conductof pubilic officials This guide is focused notonky on the Brown Actas & minimum standard, but
Alsoon mesting practices of activities that, legal or not, ane likely 1o create controversy. Problems may crop
up, for example, when agenda descriptions are too brisf o vague, whan an informal get-togather takes
N the appearance of & mesting when an agency conducts 100 much of its busingss in closed session or
discusses matters in closed session that are bevond the authorized soope, or when controwversial issues
arise that are not on the agaenda.

The Brown Act aliow s & kgiskative body 1o adopt practices and raquiremeants for Sreater aC0ss 1o mastings
for itself and its subordinate committes s and bodies that are mora stringant than the s itsalf reduiras @
Rather than simphy restate the basic rguirements of the Brown Act, local open meeting policies should
strivie to anticipate and previent problems in aeas where the Brown Act doesnt provide full guidance. As
with the adoption of any other significant policy public comment should be solicitad,
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AlocaEl policy coukd build on these basic Browhn Act 80als:
+ A pgizlative Body's nead to et its business done smodthly,

+ The public's right o participate meaningfully in meetings, and o review documents Lsed in decision-
miaking at & relevant point in time;

+ A local agency's right 1o comfidentially addrass certain negotiations, personnel matkers, chims and Practice Tip:

litigation; and The Browen Act should
+ The right of the press to fully understand and comimunicate public agency decision-making. be viewed 25 atool to
facilitate the business

Anexplicit and cormprehensive public meatingand infor rration policy, espacially if reviswad periodically of local government

can be an important element in maintaining or improving public relatons. such a policy excesds the agencies. Local policies
absolute requirements of the law—but if the law were enough this guide would be unnecessary A narrow that g0 bevond the
Bgalistic approach will not avoid or resole potential controvarsies. An agency should consider going minimum requirerments
beyond the law;, and ook at its unigue circumstances and datermine f there is a bettar way to pravent of lau rmay help instill
potential probiems and promote public trust. At the very least, local agencies need to think about how their public confidenos and

: ) ) avoid problems.
agendas ane structuied in ofdar 1o makz Brown Act compliancg easier They nead 1 plan carafllly w0 maks

sure public participation fits smoothly ino the prooess.

ACHIEVING BALANCE
Thi Browen Act should be neither an excuse for hiding the ball nor a mechanism for hindering efficient
and orderly meetings. The Brown Act represants a balance among the interests of constituencies whose
intetiasts do not always aoincide. It Glls for openness in kool government, viet should allow government 1o
function responsively and productivaly

There must be both adequate notice of what discussion and action is 1 ocour during a meeting as wellas a
normal degres of spontaneity in the dialogue between elected officials and their constitugnts.

The akility of an elected official to confer with constituents or colleagues must be balanced against the
impartant puklic policy prohibiting decision-making outside of public mestings.

In the end, implementation of the Brown act must ensure full participation of the public and preserve the
integrity of the decision-making process, vet not stifle government officials and impede the effective and
natural operation of government

HISTORICAL NOTE
In late 1951, San Francizsco Chionkle reportar Mike Harris spent sic weeks
fooking into the way local agencies conduched meetings. State law had
fohg recuined that business be done in public, but Haris discoverad secrat
meetings oF GAUCUSES wera COmmon. He wrote & 10-part sefies on ™our Sacret
Gower nment” that ran in May and Juna 1952

Ut of the series c@me 3 decision 1O push for a new state open meetng e,
Harris and Richard ®udy Carpenter lkgal counsel for the League of California
Cities, drafted such a bil and Assembly Mambar Ralph M. B n agread to carry
it. The Legislature passed the bill and Gow. Earl Warran signed it into [aw in 1953,

The Ralph M. Browen Act, Known a5 the "Brown Act”, has evolvad under a series
of amendments and court decisions, and has been the model for ather open mesting Bws—such as the
Bagleny-teang Act, enacted in 1267 10 cover St agenciss.

OPEH & PUBLICIV = Chapter 1: [t s the Peoples Busiess 3
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Assembly Member Brown is best known for the open meeting law that carries his name. He was elected
to the Legislature In 1942 and served 19 years, including the last three years as Speaker. He then became
an appellate court justice.

Endnotes

1 California Government Code section 54950

2 California Constitution, Art. 1, section 3 (b)(1}
3 California Government Code section 54953 (a)
4

This principle of broad construction when it furthers public access and narrow construction if a provision limits
public access is also stated in the amendment to the state’s Constitution adopted by Propoesition 59 in 2004,
California Constitution, Art. 1, section 3(b)(2)

5 California Government Code section 54952.2 (c); Wolfe . City of Fremont (2006) 144 Cal. App.dth 533

6 California Government Code section 54933.7

Updates to this publication responding to changes in the Brown Act or new court interpretations are avallable
at www.caclties.org/opengovernment. A current version of the Brown Act may be found at www.leginfo.
ca.gov.
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WHAT IS A "LEGISLATIVE BODY"
OF A LOCAL AGENCY?

WHAT IS NOT A "LEGISLATIVE BODY"
FOR PURPOSES OF THE BROWN ACT?
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LEGISLATIVE BODIES

Practice Tip:

The prudent
presumption is that an
advisory committee or
task force is subject to
the Brown Act. Even

if one clearly is not, it
may want to comply
with the Brown Act.
Public meetings may
reduce the possibility of
misunderstandings and
controversy.

The Brown Act applies to the legislative bodies of local agencies. It defines “legislative body” broadly to
include just about every type of decision-making body of a local agency.!

® WHAT IS A “LEGISLATIVE BODY" OF A LOCAL AGENCY?
A “legislative body” includes:

= The "governing body of a local agency or any other local body created by state or federal statute.”?
This includes city councils, boards of supervisors, school boards and boards of trustees of special
districts. A "local agency” is any city, county, school district, municipal corporation, redevelopment
agency, district, political subdivision, or other public agency: A housing authority is a local agency under
the Brown Act even though it is created by and is an agent of the state.* The California Attorney General
has opined that air pollution control districts and regional open space districts are also covered.®Entities
created pursuant to joint powers agreements are local agencies within the meaning of the Brown Act.®

* Newly-elected members of a legislative body who have not yet assumed office must conform to
the requirements of the Brown Act as if already in office.” Thus, meetings between incumbents and
newly-elected members of a legislative body, such as a meeting between two outgoing members and a
member-elect of a five-member body, could violate the Brown Act.

On the morning following the election to a five-member legislative body of a local agency,
two successful candidates, neither an incumbent, meet with an incumbent member of the
legislative body for a celebratory breakfast. Does this violate the Brown Act?

It might, and absolutely wouid if the conversation turns to agency business. Even though the
candidates-elect have not officially been sworn in, the Brown Act applies. If purely a social
event, there is no violation but it would be preferable if others were invited to attend to
avoid the appearance of impropriety.

8 OPeN & PUBLIC IV = Chapter 2: Legislative Bodies
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+ Appointed bodies—whether permanent or temporary, decision-making or advisory—including

planning commissions, civil service commissions and other subsidiary committees, boards, and bodies.
Volunteer groups, executive search committees, task forces, and “blue ribbon committeas” created by
formal action of the governing body are legislative bodies. When the members of two or more legislative
bodies are appointed to serve on an entirely separate advisory group, the resulting body may be subject
to the Brown Act. In one reported case, a city council created a committee of two members of the

city council and two members of the city planning commission to review qualifications of prospective
planning cormmissioners and make recommendations to the council. The court held that their joint
mission made them a legislative body subject 1 the Brown Act. Had the two committeas remained
separate and met only to exchange information, they would have been exempt from the Brown Act #

standing committees of a legislative body, irrespactive of their composition, which have either. (1) a
continuing subject matter jurisdiction, or (2) a meeting schedule fixed by charter, ordinance, resolution,
or formal action of a legislative body? Even if compnsed of less than a quorurn of the governing body,
a standing committes 13 subject to the Brown Act. For example, if a governing body creates long-term
committees on budget and finance or on public safety, those are standing committees subject to the
Brown Act. Further, function over form controls. For example, a statement by the legislative body that
"the advisory committee shall not exercise continuing subject matter jurisdiction” or the fact that

the committee does not have a fixed meeting schedule is not determinative. “Formal action” by a
legislative body includes authorization given to the agency's executive officer to appoint an advisory
committee pursuant to agency-adopted policy"

The governing body of any private organization either (1) created by the legislative body in order to
exercise authority that may lawfully be delegated by such body to a private corporation, limited liability
company or other entity or (2) that receives agency funding and whose governing board includes a
member of the legislative body of the local agency appointed by the legislative body as a full voting
mermber of the private entity’s governing board.™ These include some nonprofit corporations created
by local agencies.™ If a local agency contracts with a private firm for a service (for example, payroll,
janitorial, or food services), the private firm is not covered by the Brown Act™ When a member of a
legislative body sits on a board of a private crganization as a private person and is not appointed by
the legislative body, the board will not be subject to the Brawn Act. Similarly, when the legislative body
appoints someone other than one of its own members to such boards, the Brown Act does not apply.
Nor does it apply when a private organization merely receives agency funding '

0 The local chamber of commerce is funded in part by the city. The mayor sits on the chamber’s
board of directors. Is the chamber board a legislative body subject to the Brown Act?

AT Maybe. If the chamber’s governing documents require the mayor to be on the board and the
city councif appoints the mayor to that position, the board is a legisiative body. If, however,
the chamber board independently appoints the mayor to its board, or the mayor attends
chamber board meetings in a purely advisory capacity, it is not.

0 If acommunity college district board creates an auxiliary organization to operate a campus
hookstore or cafeteria, is the board of the organization a legislative bady?

A Yes. But, if the district instead contracts with a private firm to operate the bookstore or
cafeteria, the Brown Act would not apply to the private firm.

Practice Tip:

It can be difficult to
determine whether

a subcommittee of

a body falls into the
category of a standing
committee or an exempt
temporary committee.
Suppose a committee is
created to explore the
renewal of a franchise
or a topic of similarly
limited scope and
duration. Is it an exempt
temporary committee
or a non-exempt
standing committee?
The answer may depend
on factors such as how
meeting schedules are
determined, the scope
of the committee’s
charge, or whether

the committee exists
long enough to have
“continuing jurisdiction.”
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+ Certain kinds of hospital operators. A lessee of a hospital (o portion of a hospital) first leased under
Health and Safety Code subsection 32121(p) after Jan. 1, 1994, which exercises "material authority”
delegated to It by a local agency, whether or not such lessee is organized and operated by the agency or
by a delegated authority. *

W WHAT IS NOT A “LEGISLATIVE BODY” FOR PURPOSES OF THE BROWN ACT?

+ Atemporary advisory committee composed solely of less than a quorum of the legisiative
body that serves a limited or single purpose, that is not perpetual, and that will be dissolved once its
specific task 15 completed Is not subject to the Brown Act.Y Temporary committees are sometimes
called ad hoc committees, a term not used in the Brown Act. Examples include an advisory committee
composed of less than a quorum created to interview candidates for a vacant position or to meet with
representatives of other entities to exchange information on a matter of concern o the agency, such as
traffic congestion ™

* Groups advisory to a single decision-maker or appointed by staff are not covered. The Brown Act applies
only to committees created by formal action of the legislative body and not to committees created
by others. A committee advising a superintendent of schools would not be covered by the Brown Act.
However, the same committee, if created by formal action of the schoal board, would be covered

0. A member of the legislative body of a local agency informally establishes an advisory
committee of five residents to advise her on issues as they arise. Does the Brown Act apply
to this committee?

. No, because the committee has not been established by formal action of the legislative bodly.

During a meeting of the city council, the council directs the city manager to form an advisory
committee of residents to develop recommendations for a new ordinance. The city manager
forms the committee and appoints its members; the committee is instructed to direct its
recommendations to the city manager. Does the Brown Act apply to this committee?

. Possibly, because the direction from the city council might be regarded as a formal action of
the body notwithstanding that the city manager controls the committee.

+ Individual decision makers who are not elected or appointed members of a legislative bady are not
covered by the Brown Act, For example, a disciplinary hearing presided over by a department head or
a meeting of agency department heads are not subject to the Brown Act since such assemblies are not
those of a legislative body®

« County central committees of political parties are also not Brown Act bodies®

10 OPEN & PUBLIC IV = Chapter 2: Legislative Bodies
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Taxpayers for Livable Communities v. City of Malibu (2005) 126 Cal.App.4th 1123
California Government Code section 54952(a)

California Government Code section 54951, But see: Education Code section 35147, which exempts certain school
councils and school site advisory committees from the Brown Act and imposes upon them a separate set of rules.

Torres v. Board of Commissioners (1979) 89 Cal.App.3d 545

71 Ops.Cal. Atty.Gen. 96 (1988); 73 Ops.Cal. Atty.Gen. 1 (1990)

McKee v. Los Angeles Interagency Metropolitan Police Apprehension Crime Task Force (2005) 134 Cal.App.4th 354
California Government Code section 54952.1

Joiner v. City of Sebastopol (1981) 125 Cal.App.3d 799

California Government Code section 54952(b)

79 Ops. Cal. Atty.Gen. 69 (1996)

Frazer v. Dixon Unified School District (1993) 18 Cal.App.4th 781

California Government Code section 54952(c)(1)(B). The same rule applies to a full voting member appointed
prior to February 9, 1996 who, after that date, is made a non-voting board member by the legislative body.
California Government Code section 54952(c)(2)

California Government Code section 54952(c)(1)(A); International Longshoremen’s and Warehousemen’s Union
v. Los Angeles Export Terminal (1999) 69 Cal. App.4th 287; Epstein v. Hollywood Entertaii Dist. II B
Improvement District (2001) 87 Cal.App.4th 862; see also: 81 Ops.Cal Atty.Gen. 281 (1998); 85 Ops.Cal. Atty.Gen. 55

International Longsh, s and Wareh ’s Union v. Los Angeles Export Terminal (1999) 69 Cal.App.4th 287,
300 fn. 5

“The Brown Act,” California Attorney General (2003), p. 7
California Government Code section 54952(d)

California Government Code section 54952(b); see also: Freedom Newspapers, Inc. v. Orange County Employees
Retirement System Board of Directors (1993) 6 Cal.4th 821

Taxpayers for Livable Communities v. City of Malibu (2005) 126 Cal.App.4th 1123
56 Ops.Cal.Atty.Gen. 14 (1973)

Wilson v. San Francisco Municipal Railway (1973) 29 Cal. App.3d 870

59 Ops.Cal.Atty.Gen. 162 (1976)

Updates to this publication responding to changes in the Brown Act or new court interpretations are available
at www.cacities.org/opengovernment. A current version of the Brown Act may be found at www.leginfo.ca.gov.
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BROWN ACT MEETINGS

SIX EXCEPTIONS TO THE MEETING
DEFINITION

COLLECTIVE BRIEFINGS

RETREATS OR WORKSHOPS OF
LEGISLATIVE BODIES

SERIAL MEETINGS

INFORMAL GATHERINGS

TECHNOLOGICAL CONFERENCING

LOCATION OF MEETINGS
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MEETINGS

The Brown Act only applies to meetings of local legislative bodies. The Brown Act defines a meeting as:

"... any congregation of a majority of the members of a legislative body at the same time and place to hear,
discuss, or deliberate upon any item that is within the subject matter jurisdiction of the legislative body or
the local agency to which it pertains.”" Under the Brown Act, the term “meeting” is not limited to gatherings
at which action is taken but includes deliberative gatherings as well.

BROWN ACT MEETINGS

Brown Act gatherings include a legislative body's regular meetings, special meetings, emergency meetings
and adjourned meetings.

* “Regular meetings” are meetings occurring at the dates, times, and location set by resolution, ordinance,
or other formal action by the legislative body and are subject to 72-hour posting requirements.2

» “Special meetings” are meetings called by the presiding officer or majority of the legislative body to
discuss only discrete items on the agenda under the Brown Act's notice requirements for special
meetings.3

* “Emergency meetings” are a limited class of meetings held when prompt action is needed due to actual
or threatened disruption of public facilities and are held on little notice.

* “Adjourned meetings” are regular or special meetings that have been adjourned or re-adjourned to a
time and place specified in the order of adjournment, with no agenda required for regular meetings
adjourned for less than five calendar days as long as no additional business is transacted.®

SIX EXCEPTIONS TO THE MEETING DEFINITION
The Brown Act creates six exceptions to the meeting definition: ¢

Individual Contacts

The first exception involves individual contacts between a member of the legislative body and any other
person. The Brown Act does not limit a legislative body member acting on his or her own. This exception
recognizes the right to confer with constituents, advocates, consultants, news reporters, local agency staff
or a colleague.

14 OPEN & PuBLIC IV & Chapter 3: Meetings
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Indisiciual contacts, howevar, annot be Used 10 da in sges what would be prohibited in one step For
gxample a series of individual contacts that leads 1o discussion deliberation or action among a majority
of the mambers of & legishtive body is prohibied. such serial mestings are
discussed beloy,

Couferences

The saoond exception allows a legiskative body majority to athend a confarencg
or similar gathering open to the public that addresses issuss of general interest
tothe public or to public agencies of the type represented by the legiskativie body

AMONg ather things, this excepdon permits legiskathe body member s 10 attend
annual assocation conferances of city aounty school, commiunity oollege and
cther local agency officials, 5o kong as those mestings ane opan tothe public,
Howavier, & majority of members cannot discuss among thermsehes, ather than
as partof the scheduled program, business of 8 specifi c nature that iz within
their Ixcal agency's subject mattar jurisdiction.

Commnuntty Meetings

The third exception allows 8 legislative body majority toattend an open and publicized mesting held by
ancther organization toaddness atopic of ool community concern. Again, a majority annotdiscuss
amang themsales, cther than as partof the schedulad program, business of a specific natura that is within
their Iocal agency's subject matter jurisdiction. Under this exception, a legishtive body majority may athend
alocal service club mesting or a local candidates” night if the mestings ane open 1o the public,

" see we have four distinguished members of the city council at our meeting tonight,”
zaid the chair of the Environmental Action Goalition.

"l wionder if they have anything to sayv about the controversy over enacting a
slow groveth ordinance?”

Tha BROWY Ak Danmits & msiciity of & Bgislative hody o arand and spesk &t an opan and
DUBIE iFad moeking conaLced Dy soRhar crgsnization The Brons Ack may navearthaloss bg
vidatad If & maionky discusses, dolboratos, OF kes acion on an fem duning the mesting of
tha cthar organization. Thara s & fing ling hatwaan what s parmitkad shd wWhat Iz nck, hanes,
mambars should asarciza caution whan Darticipgting b thasa Hoas of avants

The local chamber of commerce sponsors an open and public candidate debate during an
glection campaign. Three of the five agency membearsare up for re-election and all three
participate. all of the candidates are asked their views of & controversial project scheduled
for & meeting to occur just after the elaction. May the three incumbents answer the
question?

Yas, because e Brown Act does not cansirain e incumbents from expressing thelr viewws
regarding Imporisnt makars facing the local agency &5 part of the polifcal process e same
&5 any ather candidates.

OPEH & PUBLIC IV w Chapter 3 Mestings 13
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Otber Legislative Bodies

Thi fourth exception allows a majority of 8 kgiskative body toattend an open and publicized mesting
of: iy another bady of the loal ggency and &) & kgiskative body of another [0l agency” Again, the
majority cannot discuss among themsehes, other than as part of the scheduled meeting busingss of
a specific nature that is within their local agency's subict matter jurisdiction. This exception allows, for
example, a city coUncil or & majority of a board of supenisors 1o atend a controvarsial mesting of the
LlENRINg Comimis sion.

Mothing in the Brown Act presients the majority of a legiskative body from siting together at such a meeting.
Thiy may chodse ot 10 however, 1 precude any possibility of improperly discussing ol agenoy
busingss and toawoid the appearance of & Brown Act violation. Further, asicde from the Brown Act, there
may e other regsons, such a3 due process considerations, why the membxers should avcid giving public
testmaony of trying to influence the outcome of proceedings befone a subondingts body

The entire legiskative body intends to testify against & bill before the Senate Local
Government Committee in Sacramento Must this activity be noticed as a meeting
of the body?

NG Bocause tho members are gionding and particinging In an open mesting of anather
Fovemmenia bodywhich the mibiic may ationg.

The membersthen proceed Upstairs to the office of their local Assembly member to discuss
issues of local interest. MuUst this session be noticed asa meeting and be opentothe
public?

ves, because e entine body maynormest behind ciosed doors axcept for proper ciosed
sessions. Tho samo shawer goplies 808 pilvato iunch or dinner with the Assombly member,

Stauding Conmiitiees

The fifth exception authorizes the attendance of a majority at an open and noticed meeting of 8 smnding
commithes of the egiskative body, provicded that the legisiatie body members who ate not members of the
standing comimithes atkend only a5 obsarvers (meaning that they @nnot speak or ctharwise participats in
the meeting.®

The legislative hody establishes a standing committee of two of its five memkbers, which
meets monthly. A third member of the legisktive body wantstoattend these meetings and
participate. May she?

She may atiand, DUt only 25 &0 obsarvar she may ot paricipg .,

Social or Ceresrontial Events

The sieth and firal exception permits & rmajority of a kgislative body 1o atkend & puraly social or caremonial
QCCASIoN. Onoe ggain, a majority cannot discuss business among themseles of a specific nature that is
within the sublect matker jurisdiction of the local agency

MOthing in the Brown A.ct presents 8 majority of members from atending the same football game, party
wedding funeral, reception, or farewell. The st is not whether a majority of a legiskhtive body attends the
function, but whether business of @ specific nature within the subject matter jurisdiction of the ol agency
is discussed. solong as no ocal agency busingss is discussed, therz is no viclation of the Brown act.

16 OPEM & PUBLIC IV = Chaprer 50 Mestings
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COLLECTIVE BRIEFINGS
Hone Of these sixexceptions permits a majority of & legizkative body to mest together with staff in advance
of & meeting for a collective briefing. any such brigfings that invohke a majority of the body in the same
place and time must be open tothe publicand satisfy Brown Act mesting notioe and agznda requiremeants.

RETREATS OR WORKSHOPS OF LEGISLATIVE BODIES

There is consensus among local agency atiorneys that gatharings by g majority of legislative body members
atthe legislative body's retreats, study sessions, of workshops are covered under the Browen Act. This is the
case whether the retreat, study session, or workshop focuses on long-range agency planning discussion of
critical local issues, or on team building and group dynamics.®

The legiskative body wants to hold 8 team-building session to improve relation samong its
members. May such a session be conducted behind closed doors?

N s I3 nok & proger suliact far & closed sassion, and Hhare Js no Other Dasls o axciude
e pubiic, Council relaions are & matar af public Busness,

SERIAL MEETIN GS
one of the most frequently asked quastions about the Browm Act imvoles serial
meetings. At any one time, such meetings imolue onk 4 portion of 3 legislative
body but eventually invobie 2 mgjority,

The problem with serial meetings is the procass, which deprives the public of an
opportunity for meaningful paricipation in keislative body decsion-making. The
Brown Act prowides that “fa) majoriey of the members of a legisiative body shall
not, cuUtsice 4 meeting .. use a series of communications of ary kind, directhy

o through intarmediaries, 1o discuss, deliberats, Oor take action on any tem of
busingess that is within the subject matter jurisdiction of the legiskative bochy ™

The serial meeting may occur by either a “daisy-chain® or a *hub-and-spoke”
sequence. In the daisy-chain scenaria Member 4 contacts Member B Member B
oNtacts Mamber G, Member © oontacts Member Dand soon, until a guarum has
discussed, deliberated or takien action onan iwm within the legislatve body's subject matker jurisdiction.
The hub-and-spoke process imiokes, for example, 4 saff mamber ¢he huby communicating with
members of 8 legislative body the spokas) one-by-one for 4 decision on a proposed acton, ™ or 4 chief
exacltivie Officer brigfinga majority of redesslonmeant ggency members prior 1o aformal meeting and,

in the process, information about the members’ respective views is revealed. BEach of these scenarios
wiolates the Brown Act

A legisiative body member has the right, i not the duty, 0 meetwith constituents to address their concerns.
That member also has the right to confer with a colleggue o apprapriate staff about local agency busingss.
AN emplovies or official of a local agency may engage in separahe CoNVErsations of communications

outside of an opan and ncticed meeting “with mambers of 3 legisiative body in ondaer to answer quastions
of provide information reganding a matter that is within the subject mater jurisdiction of the local agency

if that person does Not communicate o mamber s of the kaiskative body the comments or position of any
cather meamber or members of the legislative body 1=

Thi Browen Act has bean violated however, if seviaral one-on-ong mestings o conferences kads o a
discuszsion, delibergtion or action by a majority Inone case, 8 violation occuried when g quorum of 8 ity
counel directed staff by ether onan aminznt domain action ®

OPEH & PUBLIC IV w Chapter 3 Mestings 17
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Practice Tip:
When briefing
legislative body
members, staff must
exercise care not

to disclose other
members’ views and
positions.

A unilateral written communication to the legislative bady, such as an informational or advisory
memorandum, does not violate the Brown Act.™ Such a memao, however, may be a public record '

18

The phone call was from a lobbyist. “Say, | need your vote for that project in the south area.
How about it?”

“Well, | don't know,” replied Board Member Aletto. “That's kind of a sticky proposition. You sure
you need my vote?”

“Well, I've got Bradley and Cohen lined up and another vote leaning. With you I'd be over the top.”

Moments later, the phone rings again. “Hey, I've been hearing some rumbles on that south
area project,” said the newspaper reporter. “I'm counting noses. How are you voting on it?"

Nexther the lobbyist nor the reporter has violated the Brown Act, but they are facilitating a violation.
The board member may have violated the Brown Act by hearing about the positions of other board
members and indeed coaxing the lobbyist to reveal the other board mermbers’ positions by asking
“Youi sure you need my vote?” The prident course is to avoid such leading conversations and o
caitiion lobbyiss, siaff and news media against revealing such positions of oithers.

The mayor sat down across from the city manager. “From now on,” he declared, “| want
you to provide individual briefings on upcoming agenda items. Some of this material is very
technical, and the council members don’t want to sound like idiots asking about it in public.
Besides that, briefings will speed up the meeting.”

Agency employees or officials may have separate conversations or commuications outside of
an open and noticed meeting “with members of a legisiative body in order to answer questions
or provide information regarding a matter that is within the subject matier jurisdiction of the local
agerncy if that person does not commuricate to members of the legislative body the comments or
position of any other member or members of the legislative body." Members should always be
vigilant when discussing local agency business with anyone to avoid conversations that could lead
to a discussion, deliberation or action taken among the majornity of the legisiative body.
“Thanks for the information,” said Council Member Kim. “These zoning changes can be tricky,

and now | think I'm better equipped to make the right decision.”

“Glad to be of assistance,” replied the planning director. “Any idea what the other council
members think of the problem?”

The planring director should not ask, and the mermber should not answer. A one-on-one meeting
that involves communicating the comments or position of other members violates the Brown Act.

0. The agency's Web site includes a chat room where agency employees and officials
participate anonymously and often discuss issues of local agency business. Members of
the legislative body participate regularly. Does this scenario present a potential for violation
of the Brown Act?

A Yes, because it is a technological device that may serve to allow for a majority of members
to discuss, deliberate or take action on matters of agency business.

2. Amember of a legislative body contacts two other members on a five-member body
relative to scheduling a special meeting. Is this an illegal serial meeting?

A No, the Brown Act expressty allows this kind of communication, though the members
should avoid discussing the merits of what is to be taken up at the meeting.
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Farticular care should be exarcised when staff brigfings of kgislative body members acour by amail
because of the ease of using the “reply toall™ butkon that may inadvertently result ina Brown Ack violation.

INFORMAL GATHERINGS
Oftan mamber s are mphed 1o mix busingss with pleasure—for example, by holding a post meeting
gathering. Infor ral gatherings at which local agency busingss is discussed or transactad violat the law if
they arz not aonduckd in conformance with the Brown act ™ & luncheon gathering in a crowded dining
oo ickate s the Brcwen act if the publicdoes not have an adequate opportunity 1o hear or participate in
the deliberations of marmber s,

Thursday at 11:30a.m., as they did every week, the board of directors of the Dry Gulch
Irrigation District trooped into Pop's Donut shoppe for an hour of &k and fellowship. They
satat the cormner window, fronting on sain and Broadway, to show they had nothing to hide.
wheneyer he could, the managing editor of the weekly newspapar down the stréet hurried
oyl tojoin the board.

A gzthaiing o s would no violgka $ia Brown Act FD0gid mmambars SCrupuiousy sviokdad
Failcin e ahot irisston disHcE ssuas, BuE s she ing of skuation that should be avoidad. Tha
pubiic 15 anikaly fo baliava the board mambars cowid maest ragulaiy withowt discussing pubiic
BUSass A NSWSDE0ET SXaCUHD'S DRISENCE In MO WEY fassans fha poontisl for & wiolztion of tha
Eronn Act.

The agency has wion & major victory inthe Suprame Court on an issue of importance,
The presiding officer decides to hold an impromptu press conference in order to make a
statement tothe print and broadcast media Allthe other members show Upin order to
make s@Atements of their cwn and be seen by the media. 15 this gathering illegal?

Tochnically thare is no axcepion for shis sort of gathenng bt 25 long as members oo not
Stato Hhelr intentions a5 0 futune achon o be zion and e pross conforonce s apen I tho
pubie It seems harmiass,

TECHNOLOGICAL CONFERENCING
In &an effort 1 keap up with information ag2 technalcgias, the Brown Act now specifically allcws a legiskathe
body o use any type of teleconfaiencing to meet, receive public comment and testimony deliberate or
aonduct a closed session ™ while the Brown act contains spedfic requirameants
for conducting a teleoonfarance, the decision o use teleconfarencing is entirahy
discretionary within the body

"eleconference” is defined as "a meating of a legishtive body the mambers of
wihich are in different locations, connected by electronic means, through either
Aldio o vidad, or hoth." In addition to the spedcific requirements relating to
telecanferencing, the meeting must oomply with all prowisions of the Browen Act
ctherwise applicablz, The Brown Act contains the following specific requirements 2

+ Teleconferencing may be used for all purposes during any meeting;

+ A kast gquorumof the legiskative body must participate from logtions within
the local agency's jurisdiction;

+  Additional teleconference lodEtions may be made availatle for the public;
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+ Each teleconference location must be specifically identified in the notice and agenda of the meeting,
including a full address and room number, as may be applicable;

Practice Tip:

Leaal couns:ﬁor the « Agendas must be posted at each teleconference location, even If a hotel room or a residence;
local agency should » Each teleconference location must be accessible to the public and have technology, such as a
be consulted before speakerphone, to enable the public to participate;

teleconferencing a

+ The agenda must provide the opportunity for the public to address the legislative body directly at each

mﬁﬁ.ﬁm— teleconference location; and

« All votes must be by roll call.

0. A member on vacation wants to participate in a meeting of the legislative body and vote by
cellular phane from her car while driving from Washington, D.C. to New York. May she?

A, Shemay not participate or vote because she is not in a noticed and posted teleconference
location.

The use of teleconferencing to conduct a legislative body meeting presents a variety of new issues beyond
the scope of this guide to discuss in detall. Therefore, before teleconferencing a meeting, legal counsel for
the local agency should be consulted.

B LOCATION OF MEETINGS

The Brown Act generally requires all regular and special meetings of a legislative body, including
retreats and workshops, to be held within the boundaries of the territory over which the local agency
exercises jurisdiction @

An open and publicized meeting of a legislative body may be held outside of agency boundaries if the
purpose of the meeting is one of the fallowing:

+ Comply with state or federal law or a court order, or for a judicial conference or administrative
proceeding in which the local agency is a party,

* Inspect real or personal property, which cannot be conveniently brought into the local agency's territory,
provided the meeting i1s limited to items relating to that real or personal property;

0. The agency is considering approving a major retail mall. The developer has built other similar
malls, and invites the entire legislative body to visit a mall outside the jurisdiction. May the
entire body go?

AL Yes, the Brown Act permits meetings outsicle the bouncdaries of the agency for specified
reasons and inspection of property is one such reason. The field trip must be treated as a
meeting and the public must be able to attend.

+ Participate in multiagency meetings or discussions, however, such meetings must be held within the
boundaries of one of the participating agencies, and all involved agencies must give proper notice,

» Meet in the closest meeting facility if the local agency has no meeting facility within its boundaries or at
its principal office if that office 15 located outside the terntory over which the agency has junsdiction;
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+ Meet with elected or appointed federal or California officials when a local meeting would be impractical,
solely to discuss a legislative or regulatory issue affecting the local agency and over which the federal or
state officials have junsdiction;

« Meet in or nearby a facility owned by the agency, provided that the topic of the meeting 15 limited to
items directly related to the facility, or

« Visitthe office of its legal counsel for a closed session on pending litigation, when to do so would reduce
legal fees or costs.?

In addition, the gaverning board of a school or community college district may hold meetings outside of its
boundaries o attend a conference on nonadversanial collective bargaining techriques, interview candidates
for school district superintendent, or interview a potential employee from another district ® A school board
may also Interview members of the public residing In another district if the board is considering employing
that district's superintendent.

Similarly, meetings of a joint powers authaority can occur within the territory of at least one of its member
agencies, and a joint powers authority with members throughout the state may meet anywhere in the state

Finally, If a fire, flood, earthquake, or other ermnergency makes the usual meeting place unsafe, the
presiding officer can designate another mesting place for the duration of the emergency. News media
that have requested notice of meetings must be notified of the designation by the most rapid means of
communication available
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Updates to this publication responding to changes In the Brown Act or new court interpretations are avallable
at www.cacities.org/opengovernment. A current version of the Brown Act may be found at www.leginfo.ca.gov.
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CHAPTER 4:

"AGENDAS, NOTICES, AND
PUBLIC PARTICIPATION

OO
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Effective notice is essential for an open and public meeting. whether a meeting is open or how the public
may participate in that meeting is academic if nobody knows about the meeting.

B AGENDAS FOR REGULAR MEETINGS

Every regular meeting of a legislative body of a local agency—including advisory committees, commissions,
or boards, as well as standing committees of legislative bodies—must be preceded by a posted agenda that
advises the public of the meeting and the matters to be transacted or discussed.

The agenda must be posted at least 72 hours before the regular meeting in a location "freely accessible to

Practice Tip: members of the public.” The courts have not definitively interpreted the “freely accessible” requirement.
Putting together a The California Attorney General has interpreted this provision to require posting in locations accessible
meeting agenda requires to the public 24 hours a day during the 72-hour period, but any of the 72 hours may fall on a weekend.?
careful thought. Posting may also be made on a touch screen electronic kiosk accessible without charge to the public

24 hours a day during the 72-hour period.? However, only posting an agenda on an agency’s Web site is
inadequate since there is no universal access to the internet. The agenda must state the meeting time and
place and must contain “a brief general description of each item of business to be transacted or discussed
at the meeting, including items to be discussed in closed session."

. The agenda for a regular meeting contains the following items of business:

« “Consideration of a report regarding traffic on Eighth Street”
« "“Consideration of contract with ABC Consulting”
Are these descriptions adequate?

/. Ifthe first is, it is barely adequate. A better description would provide the reader with
some idea of what the report is about and what is being recommended. The second is not
adequate. A better description might read “consideration of a contract with ABC Consulting
in the amount of $50,000 for traffic engineering services regarding traffic on Eighth Street.”
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The agenda includes an item entitled "City Manager's Report,” during which time the City
manager provides & brief report on notable topics of interest, none of which are listed on
the agenda.

15 this permissible?

Yas, s0long 237 doas hok result i axkhdad discussion ar scton by the Body

A brief general description may not ke sufficient for closed session agenda iems. The Brown Act
prowides safe harbor language for the various typas of permissible cosed sessions. substantial
oompliance with the safe harbor language s recommended to protect legishtive bodies and electad
offi cials from legal challenges.

MAILED AGENDA UPON WRITTEN REQUEST
The kgislative body, o its designes, must mail a copy of the agenda o, if requestad, the
entite agenda racket, toany person who has filed & writen reguest for such materials. The s
oopies shall be mailed at the time the agenda is posted. If requestad, these materials must ba
made available in appropriate albarmative formats o persons with disabilities.

A reduest for notice is valid for one clkendar vear and renewal requests must be filed Jan,
1 of gach year, The kegislatve body may establish a fes to racowar the oost of providing the
service Failure of the requesting person to receive the agenda does not constitute grounds
for invalidation of actions t@ken at the meeting =

NOTICE REQUIREMENTS FOR SPECIAL MEETINGS
There is noexpress agenda reguiramant for spacial meetings, but the notice of the special meating
effectiely series as the agends and limits the business that may be transacted or discussed Wiithen notioe
must be sent toeach member of the keislative body (unless wabked inwriting by that memben and 1o each
focal newsparar of ganetal circulation, and radio or television station that has requasted such notioz in
wiriting. This notice must be delherad by personal delivary of amy other means that ensures receipt, at kast
24 hours before the ime of the meeting.

Th nctice must state the time and place of the mesting as well as all business to be transcted o
discussed. Itis recommendad that the busingss to be ttansacted or discussed badascribed in the same
mannet thatan itemfora regular meeting would be described on the agenda—with & brief genatal
description. as noed above closed sassion items should be described in accordance with the Brown Act's
safe harbor prowvisions to protect legisktive bodies and ek ched offi cials from challengzs of nonoompliance
with nodice requirements. The special meeting notice must also be postad at lkast 24 hours prior 1o the
special meatingin a site freely accessible to the public. The body cannot consider business not in the notice®

NOTICES AND AGENDAS FOR ADJOURNED AND CONTINUED
MEETINGS AND HEARINGS
A regular or special meeting can be adiourned and re-adiourned o atime and place speciied in the order
of adjournment.? f notime is stated, the meeting is continued to the hour for regular meetings. Whoever
is present @ven if they are less than a quorum) may so adjourn a meeting, if no member of the legiskative
body is present, the clerk or secretary may adjourm the meeting. Fa mesting is adjourmed for less than five
calendar days, no new agenda nead be postad 50 1ong as a naw itemof busingss is not introduoed # A oopy
of the arder of adjournment must be postad within 24 hours after the adjourmment, at or near the door of
the place whene the mesting was hald.
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Practice Tip:
Subject to very limited
exceptions, the Brown
Act prohibits any
action or discussion
of an item not on the
posted agenda.

A hearing can be continued to a subsequent meeting. The process is the same as for continuing adjourned
meetings, except that if the hearing is continued to a time less than 24 hours away, a copy of the order or
notice of continuance must be posted immediately following the meeting.?

& NOTICE REQUIREMENTS FOR EMERGENCY MEETINGS

The special meeting notice provisions apply to emergency meetings, except for the 24-hour notice.™® News
media that have requested written notice of special meetings must be niotified by telephone at least one
hour in advance of an emergency meeting, and all telephone numbers provided in that written request
must be tried. If telephones are not working, the notice requirements are deemed waived. However, the
news media must be notified as soon as possible of the meeting and any action taken.

News media may make a practice of having written requests on file for notification of special or emergency
meetings. Absent such a request, a local agency has no legal obligation to notify news media of special or
emergency meetings—although notification may be advisable in any event to avoid controversy.

EDUCATIONAL AGENCY MEETINGS
The Education Code contains some special agenda and special meeting provisions, however, they are
generally consistent with the Brown Act. An item is probably void if not posted.™ A school district board
must also adopt regulations to make sure the public can place matters affecting district’s business on
meeting agendas and to address the board on those items. ™

2 NOTICE REQUIREMENTS FOR TAX OR ASSESSMENT

MEETINGS AND HEARINGS

The Brown Act prescribes specific procedures for adoption by a city, county, special district, or joint
powers authority of any new or increased general tax or assessment.™ At least one public meeting must
be held to allow public testimony on the tax or assessment. In addition, there must also be at least 45 days
notice of a public hearing at which public testimony may be given before the legislative body proposes

to act on the tax or assessment. The agency may recover the reasonable costs of the public meetings,
hearings, and notice.™

The Brown Act exempts certain fees, standby or availability charges, recurring assessments, and new or
increased assessments that are subject to the notice and hearing requirements of the Constitution. As a
practical matter, the Constitution’s notice requirements have preempted this section of the Brown Act.

2 NON-AGENDA ITEMS

The Brown Act generally prohibits any action or discussion of items not on the posted agenda. However,
there are three specific situations in which a legislative body can act on an item not an the agenda:?

* When a majority decides there is an "emergency situation” (as defined for emergency meetings);

= When two-thirds of the members present (or all members if less than two-thirds are present) determine
there is a need for immediate action and the need to take action “came to the attention of the local
agency subsequent to the agenda being posted.” This exception requires a degree of urgency. Further,
an item cannot be considered under this provision if the legislative body or the staff knew about the
need to take immediate action before the agenda was posted. A new need does not arise because staff
forgot to put an item on the agenda or because an applicant missed a deadline; or

» When an itern appeared on the agenda of, and was continued from, a meeting held not more than five
days earlier.
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The exceptions are rarrcw, as indicated by this list. The first two require
a specific determingtion by the legishtive body. That determination can
be challerged in court and, if unsubstamtiated, can lead to invalidation
of an action.

"I like & tweo-thirds vote of the board, so we can goahead
and authorize commencement of phase two of the East Area
Froject.” said chair Lopez.

“It's not an the agenda. But we learnad two days ago that we
finished phase one ahead of schedule—believe it or not—and
I'd like to keap itthat way, Do | hear a motion?”

Tha dasie to stay shoad of schadilie ganaraily wowid not satisfy
“a nead for inrmedizra achion ' Too casual an action could invire
2 couit chaliangs by & dsgiintsd resident The piudent couise
Is v placa an fkam on tha zgands B tha nact maathg snd noe
TSk fvaliclation.

"ure lgarned this maorning of an opportunity for & state grant,” said the chief engineer at the
regular board meeting, "but our application hasto be submitted in two days we'd like the
board togive usthe g0 ahead tonight, even though it's not on the agenda ™

A fogitimata irmimadizie neod can e aoked upon aven thowgh not an the posked agonda by
following & to-stan Drocass,

+ First, make two determinations, @) that there is an immediate need to take action
and (k) that the need arose after the posting of the agenda. The matter isthen
placed onthe agenda.

+ second, discussand act on the added agenda item.

RESPONDING TO THE PUBLIC
The pukdic can @ik about anything within the jurisdiction of the legiskative body but the legiskative body

generally cannot acton or discuss an hem not on the agenda. what happens when a member of the public
raisas a subjact not on the agenda?

While the Browen Act does not allow discussion of action on items not on the agenda, doas allow
members of the legislative body o it staff, to "briefly respond™ t commeants oF guastions from members
of the public prowvide & reference 1o seaff o other resources for factual information, or direct staff to place
the issue on a future agenda. Inaddition, even without 8 comment from the public, a legislative body
mermber of a staff member ray ask for infor ration, reauasta report back, reaus st 1o place a mater

0N the agenda for g subsequent meeting (subject to the bacdy's rules or procedures), ask a question for
clarification, make a brief announcement, or briefly report on his or her own actiities"® However, cGution
should be used o aoid any discussion o action an such items.

Council Member A 1would like staff to respond to Resident Joe™s complaints during public
COmment about the repaving project on Elm Strest—are there problems with this project?

City Mansger. The public works director has prepared a 45-minute power point presentation
for vou on the status of this project and will give it right now

council Member B Take all the time you need; we nead to get to the bottom of this our
residents are unhapgy.
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It is Clagr fromm s dizlogie that the Elm Straat pioiact Was ot on 8 council's agendz, but
Urgs raised auring tho pobilc commant Deniod' for s 0ok on the aeonos. Councll Membor 4
ool askad skaffho mspond, the oy manaser should have ghon gmost g briaf responss
iF & fangthy Fapait fram tha DUDIc Works Jirschor Was Waivainkad, tha city managar shouid
have stered that i wolk be pizced on the agends forehe naxe meshing Otherwsa, both the
iorng repoit and the ikely discussion aferend will mooosy armbioll g counel in & mmakker
that Is ot liskad on tha agands.

THE RIGHT TO ATTEND AND OBSERVE MEETINGS

A number of other Brown Act provisions protect the public's right to attend, observe and participate
in mestings.

Mizmbers of the public cannot be required to register their names, provide other information, complete a
duestionnaire, or otherwise “fuliill any condition pracadent” to attending a meetng. any attendance
list, questionnaire, of simiar document posted at or near the entrance to the mesting roorm or
circulated at a meeting must clearly stame that s complation is woluntary and that all persons may
attend whether or nck they fill it cut.™

Mo mesting can be held ina facility that prohibits attendance based on race, religion oolory, rational
origin, ethnic group dentification, age, sex, sexXual orientation, or disability or that is inaccassible
o the disabled. Mor can a meeting be held where the public must make a paymeant o purchase

in crdar to b present 2 This does not mean howesar that the public is entithed 1o freeentry toa
conference attended by a majority of the legisiatie body 2

Whik a legishative body may Use teleoonfarencing in connection with a maating the public must b
Ziven notice of and acoess to te keleconferenoe loction. Members of the pubilic must be atile to
addness the legiskative body from the teleconferencoe looation 2

Action by secret ballot, whether preliminary of fingl, is flathy prohibited =

The agenda callsfor elaction of the legisktive body's officers Members of the legisktive
body want to st unsigned written ballots that would be @llied by the clerk, who would
announce the results. 15 this voting process permissibla?

Na. The possibifity that z puBiic vale might cause hurt fealings amaong members of fie
legisiztive Bady ar might be awknward—or even counierpoductive—does natjustify & secret
Paliot,

Thetie can be no semi-closed meetings, in which some members of the publicare permited o athend as
spectanors whilk cthers ane not meetings are aither open or dosed

The legislatie body mey remove persons from a meseting whowillfully imterrupt proceedings. If order

still cannot be restored, the meeting room may be clearad. Mambears of the news media who hawve not
participatad in the disturbance must be allowed to continue to attend the mesting, The legiskatie body may
esmAblish a procedurne 1o re-admit an individual or individuzls not responsible for the disturbance =
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= RECORDS AND RECORDINGS

The public has the nght to review agendas and other writings distributed by any person to a majority of the
legislative body in connection with a matter subject to discussion or consideration at a meeting. Except for
privileged documents, those materials are public records and must be made available upon request without
delay® A fee or deposit as permitted by the California Public Records Act may be charged for a copyof a
public record

¢ In connection with an upcoming hearing on a discretionary use permit, counsel for the
legislative body transmits a memorandum to all members of the body outlining the litigation
risks in granting or denying the permit. Must this memorandum be included in the packet of
agenda materials available to the public?

A No. The memorandum is a privileged attorney-client communication.

@ In connection with an agenda item calling for the legislative body to approve a contract,
staff submits to all members of the body a financial analysis explaining why the terms of the
contract favor the local agency. Must this memorandum be included in the packet of agenda
materials available to the public?

A, Yes. The memorandum has been distributed to the majority of the legislative bodly, relates to
the subject matter of a meeting, and is not a privileged communication.

Alegislative body may discuss or act on some matters without consicdering written materials. But if writings
are distributed to a majority of a legislative body in connection with an agenda itern, they must also be
available to the public. A writing distributed to a majority of the legislative body less than 72 hours before
the meeting must be made available for inspection at the time of distribution at a public office or location
designated for that purpose; and the agendas for all meetings of the legislative body must include the
address of this office or location ® A writing distributed during a meeting must be made public:

+ Atthe meeting If prepared by the local agency or a member of its legislative body; or
» After the meeting If prepared by some other person @

Any tape or film record of an open and public meeting made for whatever purpose by or at the direction
of the local agency Is subject to the Public Records Act; however, it may be erased or destroyed 30 days
after the taping or recording. Any inspection of a video or tape recording is to be provided without charge
on avideo or tape player made available by the local agency® The agency may impose its ordinary
charge for copies®

Inaddition, the public 15 spacifically allowed to use audio or video tape recorders or still or motion picture
cameras ata meeting to record the proceadings, absent a reasonable finding by the legislative body that
noise, illurmination, or obstruction of view caused by recorders or cameras would persistently disrupt the
proceedings ®

Similarly, a legislative body cannot prohibit or restrict the public broadeast of its open and public meetings
without making a reasonable finding that the noise, illumination, or obstruction of view would persistently
disrupt the proceedings
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Practice Tip:

Public speakers cannot
be compelled to give
their name or address as
a condition of speaking.
The clerk or presiding
officer may request
speakers to complete
speaker card or identify
themselves for the
record, but must respect
a speaker's desire for
anonymity.

©® THE PUBLIC'S PLACE ON THE AGENDA

Every agenda for a regular meeting must allow members of the public to speak on any item of interest, so
long as the item is within the subject matter jurisdiction of the legislative body. Further, the public must be
allowed to speak on a specific item of business before or during the legislative body's consideration of it.3

¢ Must the legislative body allow members of the public to show videos or make a power
point presentation during the public comment part of the agenda, as long as the subject
matter is relevant to the agency and is within the established time limit?

Probably, although the agency is under no obligation to provide equipment.

Moreover, the legislative body cannot prohibit public criticism of policies, procedures, programs, or
services of the agency or the acts or omissions of the legislative body itself. But, the Brown Act provides no
immunity for defamatory statements.®

May the presiding officer prohibit a member of the audience from publicly criticizing an
agency employee by name during public comments?

No, as long as the criticism pertains to job performance.

During the public comment period of a regular meeting of the legislative body, a resident
urges the public to support and vote for a candidate vying for election to the body. May the
presiding officer gavel the speaker out of order for engaging in political campaign speech?

There is no case law on this subject. Some would argue that campaign issues are outside
the subject matter jurisdiction of the body within the meaning of Section 54954.3(a). Others
take the view that the speech must be allowed under paragraph (c) of that section because
it is relevant to the governing of the agency and an implicit criticism of the incumbents.

The legislative body may adopt reasonable regulations, including time limits, on public comments. Such
regulations should be enforced fairly and without regard to speakers’ viewpoints. The legislative body has
discretion to modify its regulations regarding time limits on public comment if necessary. For example, the
time limit could be shortened to accommodate a lengthy agenda or lengthened to allow additional time for
discussion on a complicated matter

The public does not need to be given an opportunity to speak on an item that has already been considered
by a committee made up exclusively of members of the legislative body at a public meeting, if all interested
members of the public had the opportunity to speak on the item before or during its consideration, and if
the item has not been substantially changed ¥

Notices and agendas for special meetings must also give members of the public the opportunity to speak
before or during cansideration of an item on the agenda but need not allow members of the public an
opportunity to speak on other matters within the jurisdiction of the legislative body®®
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Updates to this publication responding to changes in the Brown Act or new court interpretations are available
at wwwi.cacities.org/opengovernment. A current version of the Brown Act may be found at www.leginfo.ca.gov.
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EHAPT EESS:

CLOSED SESSIONS

Practice Tip:
Meetings are either

open or closed. There is
no “in between.”

N, \

The Brown Act begins with a strong statement in favor of open meetings; private discussions among

a majority of a legislative body are prohibited, unless expressly authorized under the Brown Act. It is

not enough that a subject is sensitive, embarrassing, or controversial. Without specific authority in the
Brown Act for a closed session, a matter must be discussed in public. As an example, a board of police
commissioners cannot generally meet in closed session, even though some matters are sensitive and the
commission considers their disclosure contrary to the public interest.!

Meetings of a legislative body are either fully open or fully closed; there is nothing in between. Closed
sessions may involve only the members of the legislative body and only agency counsel, management
and support staff, and consultants necessary for consideration of the matter that is the subject of closed
session. Individuals who do not have an official role in advising the legislative body on closed session
subject matters must be excluded from closed session discussions.2

May the lawyer for someone suing the agency attend a closed session in order to explain to
the legislative body why it should accept a settlement offer?

No, attendance in closed sessions is reserved exclusively for the agency’s advisors.

In general, the most common purpose of a closed session is to avoid revealing confidential information
that may, in specified circumstances, prejudice the legal or negotiating position of the agency or
compromise the privacy interests of employees. Closed sessions should be conducted keeping those
narrow purposes in mind.
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In this chapter, the grounds for corvening a closed session are called "exceptions” because they are
exceptions to the general rule that meetings must be conducted openly. In some circumstances, none
of the closed session exceptions apply to an issue or information the legislative body wishes to discuss
privately. In these cases, it 1s not proper to convene a closed session, even to protect confidential
information. For example, the Brown Act does not authorize closed sessions for general contract
negotiations.

m AGENDAS AND REPORTS

Closed session iterns must be briefly described on the posted agenda and the description must state
the specific statutory exemption. An item that appears on the open meeting portion of the agenda may
not be taken into closed session until it has been properly agendized as a closed session or unless itis
properly added as a closed session item by a two-thirds vote of the body after making the appropriate
urgency findings.

The Brown Act supplies a series of fill-in-the-blank sample, agenda descriptions for various types of
authorized closed sessions, which provide a "safe harbor” from legal attacks. These sample agenda
descriptions cover license and permit determinations, real property negotiations, existing or anticipated
liigation, liability claims, threats to secunty, public employee appaintments, evaluations and discipline,
labor negotiations, multi-jurisdictional drug cases, hospital boards of directors, and medical quality
assurance committees®

If the legislative body intends to convene in closed session, it must include the section of the Brown Act
authorizing the closed session in advance on the agenda and it must make a public announcement prior
to the closed session discussion. In most cases, the announcement may simply be a reference to the
agenda item.*

Fallowing a closed session the legislative bady must provide an oral or written report on certain actions
taken and the vote of every elected member present. The timing and content of the report varies according
to the reason for the closed session.® The announcements may be made at the site of the closed session,
so long as the public is allowed to be present to hear them.

If there is a standing or written request for documentation, any copies of contracts, settlernent agreements,
or other documents finally approved or adopted in closed session must be provided to the requestor(s)
after the closed session, if final approval of such documents does not rest with any other party to the
contract or settement. If substantive amendments to a contract or settlement agreement approved by all
parties requires retyping, such documents may be held until retyping is completed during normal business
hours, but the substance of the changes must be summarized for any person inquiring about thern &

The Brown Act does not require minutes, including minutes of closed session. A confidential “minute
book” may be kept to record actions taken at closed sessions? If one is kept, it must be made available
to members of the legislative body, provided that the member asking to review minutes of a particular
meeting was not disqualified from attending the meeting due to a conflict of interest® A court may order
the disclosure of minute books for the court’s review if a lawsuit makes sufficient claims of an open
meeting viclation.

Practice Tip:

Some problems over
closed sessions arise
because secrecy itself
breeds distrust. The
Brown Act does not
require closed sessions
and legislative bodies
may do well to resist the
tendency to call a closed
session simply because
it may be permitted. A
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closed session agenda
descriptions. Using the
wrong label can lead to
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m LITIGATION

There is an attorney/client relationship, and legal counsel may use it for privileged written and verbal
communications—outside of meetings—to mermbers of the legislative body. But protection of the attormeys
client privilege cannot by itself be the reason for a closed session ?

The Brown Act expressly authorizes closed sessions to discuss what is considered litigation. The rules

that apply to holding a litigation closed session involve complex, technical definitions and procedures. The
essential thing to know is that a closed session can be held by the body to confer with, or receive advice
fram, its legal counsel when open discussion would prejudice the position of the local agency in litigation in
which the agency is a party.® The litigation exception under the Brown Act is narrowly construed and does
not permit activities beyond a legislative body's conferring wath its own legal counsel. For example, it 1s not
permissible to hold a closed session In which settlement negotiations take place between a legislative body
and an adverse party or 1o hold a closed session for the purpose of participation in & mediation.

The California Attorney General believes that if the agency's attorney is not a participant, a litigation
closed session cannot be held 2 In any event, local agency officials should always consult the agency's
attorney before placing this type of closed session on the agenda, in order (o be certain that itis being
done propery.

Litigation that may be discussed in closed session Includes the following three types of matters:

Existing litigation

o May the legislative body agree to settle a lawsuit in a properly-noticed closed session,
without placing the settlement agreement on an open session agenda for public approval?

A Yes, but the settlement agreement is a public document and must be disclosed on request.
Furthermore, a settlement agreement cannot commit the agency to matters that are
required to have public hearings.

In general, the maost common purpose of a closed session 15 to avoid revealing confidential information
that may, in specified circumstances, prejudice the legal or negotiating position of the agency or
compromise the privacy interests of employees. Closed sessions should be conducted keeping those
narrow purposes in mind.

Grounds for convening a closed session in this chapter are called "exceptions” because they are
exceptions to the general rule that meetings must be conducted openly. In some circumstances,
none of the closed session exceptions apply to an issue or information the legislative body wishes
to discuss privately. It 1s improper in these cases, to convene a closed session, even to protect
confidential information. For example, the Brown Act does not authorize closed sessions for general
contract negotiations.

Existing litigation includes any adjudicatory proceedings before a court, administrative body exercising

its adjudicatory authority, hearing officer, or arbitrator. The clearest situation in which a closed session is
autharized is whan the local agency mests with its legal counsel to discuss a pending matter that has

been filed ina court or with an administrative agency and names the local agency as a party. The legislative
body may meet under these circumstances to receive updates on the case from attorneys, participate in
developing strategy as the case develops, or to consider alternatives for resolution of the case. Generally, an
agreement to settle litigation may be approved in closed session. However, an agreement to settle litigation
that requires actions that are subject to public hearings cannot be approved in closed session
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Threatened Hiigation agatnst the local agency

Closed sessions are authorized for legal counsel toinform the kgislative body of spedific facks and
circumstancas that suggast that the |ocal agency has significant exposure to litigation. The Brown Act lists
Six separate ategories of such facks and crcumstances™ The egiskative body may also meset under this
exception to detarmine whether a clcsed sassion is authorzed basad on information provided by legal
oounsel of staff,

Iwitiation of ltigation by the local agency

A closed session may be held under the pending litigation exception whean the
gislative body seaks egal advioz on whather 10 protact the agency's rights and
interests by initiating litgation.

In certain cases, the circumstances and facts justifying the closed session must be
publicly noticed on the agenda or announced atan open meeting. Bafore holding
achsed session under the pending litigation exception, the legiskative body must
publicly state which of the three basic situations apply. i may do so simply by making a
referznoe 1o the posted agenda.

Certain actions must be reported inopen session at the same meeting following the
closed session. Other actions, as whera final approval rests with ancther party o the
oourt, may be announced when they beaome final and Upon inguiry of any person.
Each ageney attomey should be aware of and should make other disclosures that mey be required in
specific ins@noes.

REAL ESTATE NEGOTIATIONS

Alegisative body may meeat in chosed session with its negotiator o discuss the purchase, sale, exchangs,
O lease of real property by or fior the local agenoy 4 "lease” includes a lease renewsl or renegotiation.
The purpose is to grant authority to the legislativie body's negotiator on price and terms of payment =
Caution should be exarcised o limit discussion 1 price and terms of pavment without straying to cther
related issues such as site design, archite cture, or other aspects of the project forwhich the transaction is
contem plated ¥

May other terms of & real estate transaction, aside from price and terms of payment, be
addressad in closed session?

Na. Howevar fhare zre difering apinians aver e scope of e phrase “phice ahd Brms
af payment” in cannac Hon with real estzte closad sessions. Many agency stiarneys
ballave that ahy rm thatdinncty sffockt o aconamic valia of the Frahsaction fails
within the ambit of "price and terms of peyment” Others ke g haimower, more litaral
wiew of the phigse.

The ggency's Negotigtor may be a member of the legisative body kself Prior to the closed session, or on
the agenda, the legislative body must dentify its negotiaton the real proparty that the negotiations may
ooncarn and the names of the persons with whom its negotiator may negotiate."”

After real estate negotiations are condluded, the approval and substanoe of the agreement must ke
reportad, If its cwn approwal makes the sgreament fingl, the bOdy must report in open session at the public
meeting during which the closed session is held. If final approval rests with ancther party the locl agency
must report the approval as soon as informed of it Onoe final, the substanoe of the agreemeant must be
dischosed 1O anyone who inguires.
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Practice Tip:
Discussions of whe to
appoint to an advisory
body and whether

of hot to censure a
fellow member of the
legislative body must be
held in the open.

“OuUr popllation 15 exploding, and we have to think ahout new school sites”
said Board Member Jefferson.

“mot only that, " interjected Board Member Tanaka, “we need to get rid of a
colple of our older facilities”

el obvioushy the place to do that isin a closed session,” said Board
Membear O Reilly. "Othernaise we'ra going to set off land speculation. And if
we even mention closing a school, parents are going to be in an uproar.”

A Closad sasson v dISciss DoOratial stas is not suthorzad by tha Brown Act
Tha axcankion s limirad o mesting wWih ks nagotiztor ovar spacific sites—
which must be idantifiod & an open and public masking

PUBLIC EMPLOYMENT
The Brown Act authorizes a closed session "o aonsider the appointment, employment, evaluation of
performance, dscipling ordismissal of a public emploves or 1o hear complaints or charges brought against
the employee ™ The purpose of this exception—oommaonty referred toas the "parsonnel exception—is
toavoid undue publicity or embarrassment for an employves or applicant for employment and to aliow full
and candid discussion by the egiskative body; thus, i is restricked to discussing individuals, not general
personnel policies™ The body must possess the power to appoint, evaluate, or dismiss the emploves 1o
hold & closed session under this exoeption. @ That authority may be delegated 108 subsidiany appointad
by @

AN empicyze must be given at least 24 hours notice of any closed session oomenad 1o hear specific
complaints o charges against him or har This ocours whan the legislhative body is reviewing evidenog,
which oould include live testimany and adjudicatng conflicting testimony cffered as evidence, The
emploves has the right to have the spedcific complaints and charges discussed ina public session rather
than closed session 2 If the emploves is not given notice, any disciplinary action is null and woid 2

MUSt 24 hours notice be given toan employee whose negative performance evaluation isto
be considered by the legiskative body In closed session?

NG, e notice Ix rasanvad for sIHUETons whara the Body s 0 hear com pisings ahd chargas
from withassas,

Howyaviat, an employes 15 not entitied to notice and & hearing whara the purpose of the cased session is to
onsider a performance esaluation. The athornegy General and the courts hawe determined that personnel
performance evallations do not constitute complaints and charges, which are moreakin 1o acousations
mace againsta person

Corract Bheling of the closed session on the agenda is critical. & closed session agenda that identified
iscUssion Of an employment contract was not sufficient toaliow dismissal of an employes = AR inooriect
ggenda description can resul in invalidation of an action and much embarrassmeant.
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For purposes of the personnel exception, "employee” specifically includes an officer or an independent
contractor who functions as an officer or an employee. Examples of the former include a city manager,
district general manager or superintendent. An example of the latter is a legal counsel or engineer hired on
contract to act as local agency attorney or chief engineer.

Elected officials, appointees to the governing body or subsidiary bodies, and independent contractors
other than those discussed above are not employees for purposes of the personnel exception 2 Action on
individuals who are not "employees” must also be public—including discussing and voting on appointees
to committees, or debating the merits of independent contractors, or considering a complaint against a

member of the legislative body itself Practice Tip:
The personnel exception specifically prohibits discussion or action on proposed compensation in The personnel exception
closed session, except for a disciplinary reduction in pay. Among other things, that means there can specifically prohibits

be no personnel closed sessions on a salary change (other than a disciplinary reduction) between discussion or action on
any unrepresented individual and the legislative body, However, a legislative body may address the mﬁ;’;gﬁmmb"
compensation of an unrepresented individual, such as a city manager, ina closed session as part of a labor G S Al
negotiation (discussed later in this chapter), yet another example of the importance of Using correct agenda | l"adllct[@lfl“-lhw
descriptions.

Reclassification of a job must be public, but an employee’s ability to fill that job may be considered in closed
session. Any closed session action to appaint, employ, dismiss, accept the resignation of, or otherwise
affect the employment status of a public employee must be reported at the public meeting during which
the closed session is held. That report must identify the title of the position, but not the names of all
persons considered for an employment position.# However, a report on a dismissal or non-renewal of an
emplayment contract must be deferred until administrative remedies, if any, are exhausted 2

“I have some important news to announce,” said Mayor Garcia. “We've decided to terminate
the contract of the city manager, effective immediately. The council has met in closed session
and we've negotiated six months severance pay.”

“Unfortunately, that has some serious budget consequences, so we've had to delay phase two
of the East Area Project.”

This may be an improper use of the personnel closed session if the council agenda described

the stem as the cify manager's evaluation. in addition, other than labor negotiations, any action
onindividual compensation must be taken in open session. Caution should be exercised to hot
discuss in closed session issues, such as budget impacts in this hypothetical, beyond the scope of
the posted closed session notice.

. The school board is meeting in closed session to evaluate the superintendent and to
consider giving her a pay raise. May the superintendent attend the closed session?

A The superintendent may attend the portion of the closed session devoted to her
evaluation, but may not be present during discussion of her pay raise. Discussion of the
superintendent’s compensation in closed session is limited to giving direction to the school
board's negotiator. Also, the clerk should be careful to notice the closed session on the
agenda as both an evaluation and a labor negotiation.
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Practice Tip:

Prior to the closed
session, the legislative
bk mrust hald an
open and public
sassion in which it
identifics its designatod
repre santatives.

LABOR NEGOTIATIONS

The Brown Act aliow s closed sessions for some aspects of labaor negotiations, Different prowisions
idiscussed below apply to school and community college districts.

A legislative body may meet in closed session toinstruct its bargaining representathies, which meay be
one or more of its members,® on emplovee salaries and frings benefits for both union and non-union
emplchyaas, For representad emploveas, it may also consider working conditions that by law require
negotiation. Thesa sessions may mke pace before o during negotigtions with emploves reprasentatives.
Prior 1o the closed session, the legiskative body must hold an open and public session inwhich it identifizs
its designated representativas,

During its discussions with representathvies on salries and fringe benefits, the legislative body may also
discuss available funds and funding priorities, but only 1o instruct its reprasentatie, The body may also
meat in cosed session with a conciliator who has intervenad in negotiations, 2

The approval of an agreement concluding lahor negotiatons with represented emplovess must be reportad
after the agieement is final and has baen accepted or ratified by the other party, The report must identify
the item approved and the other farty of patties 1o the negotiation. ® The lakor sessions spacifically annot
inciude final action on proposed compensation of one oF more Unnepresented emplovies s For purposes of
this prohibition, an emploves” includes an officer or an independent contractor who functions as an officer
OF anemplovize, Inde pendent oontractors who do not serie in the apacity of an offi car of employves are
nit covzred by this closed session exception.

LTABOR NEGOTIATIONS—SCHOOL AND COMMUNITY COLLEGE DISTRICTS
Emploves relations for school districts and community ooliege districks are governed by the Rodda A,

whete different meeating and special notice provisions apply The entire board, for example, may negotiate in
closed sessions.

Four types of meetings are exempted from compliance with the Rodda act

{1 A NEEOHELNG Session with & recognzed of certified emploves organization;
21 ameating of a mediator with either side;
@ ahearing of mesting held by a fack finder or arbitrator; and

@) Asession between the board and its bargaining agent, o the board alone, to discuss s position
regardingemployes working conditions and instruct its agent 32

Pubilic participation under the Rodda Actalso kes another form 2 al
initial proposals of both sides must ke presentad at public meetings and
are public records, The public must be ghisn regsonatkle time tinform
itself and o express it5 views bafone the district may adopt its initial
proposal. In addition, new topics of negotiations must be made public
within 24 hours. Ay wotes on such a topic must be follouwed within 24
hours by public disclosure of the siote of each member® The final vote
must be in publc.
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m OTHER EDUCATION CODE EXCEPTIONS

The Education Code governs student disciplinary meetings by boards of school districts and community
college districts. District boards may hold a closed session to consider the suspension or discipline of

a student, if a public hearing would reveal personal, disciplinary, or academic information about the
student cantrary to state and federal pupil privacy law: The student’s parent or guardian may request an
open meeting®

Community college districts may also hold closed sessions to discuss some student disciplinary matters,
awarding of honorary degrees, or gifts from donors who prefer to remain anonymous.* Kindergarten
through 12th grade districts may also meet in closed session to review the contents of the statewide
assessment instrurment ¥

® GRAND JURY TESTIMONY Practice Tip:
Alegislative body, Including its members as individuals, may testfy in private before a grand jury, erther
indivicdually or as a group.® Attendance by the entire legislative body before a grand jury would not
constitute a closed session meeting under the Brown Act, since the body would not be mesting to make
decisions or reach a consensus on issues within the body’s subject matter junsdiction,

B LICENSE APPLICANTS WITH CRIMINAL RECORDS

A closed session is permitted when an applicant, who has a criminal record, applies for a license or license
renewal and the legislative body wishes to discuss whether the applicant 1s sufficiently rehabilitated to
receive the license. If the body decides to deny the license, the applicant may withdraw the application.

If the applicant does not withdraw, the body must deny the license in public, immediately or at its next
meeting. No information from the closed session can be revealed without consent of the applicant, unless
the applicant takes action to challenge the denial ®

® PUBLIC SECURITY

Legislative bodies may meet in closed session to discuss matters posing a threat to the security of public
buildings, essential public services, including water, sewer, gas, or electric service, or to the public’s night

of access to public services o faciliies over which the legislative bady has jurisdiction. Closed session
meetings for these purposes must be held with designated security or law enforcement officials including
the Attorney General, district attorney, agency attorney, sheriff or chief of police, or their deputies or agency
security consultant or secunty operations manager® Action taken in closed session with respect to such
public security issUes Is not reportable action.

B MULTIJURISDICTIONAL DRUG LAW ENFORCEMENT AGENCY

A joint powers agency formed to provide drug law enforcement services to multiple jurisdictions may
hold closed sessions to discuss case records of an on-gaing criminal investigation, to hear testimony from
persans involved in the investigation, and to discuss courses of action In particular cases®

The exception applies 1o the legislative body of the joint powers agency and to any body advisory 1o 1t. The
purpose is to prevent impairment of investigations, to protect witnesses and informants, and to permit
discussion of effective courses of acton #
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= HOSPITAL PEER REVIEW AND TRADE SECRETS

Two specific kinds of closed sessions are allowed for district hospitals and municipal hospitals, under other
provisions of law*®

1. A meeting to hear reports of hospital medical audit or quality assurance committees, or for related
deliberations. However, an applicant or medical staff member whose staff privileges are the direct
subject of a hearing may request a public hearing.

2. A meeting to discuss "reports involving trade secrets"—provided no action 15 taken.

A “trade secret” 13 defined as information which 1s not generally known to the public or competitors and
which: (1) “derves independent economic value, actual or potential” by virtue of its restricted knowledge; (2)
Is necessary to initiate a new hospital service or program or facility, and (3) would, If prematurely disclosed,
create a substantial probability of depriving the hospital of a substantial economic benefit.

The provision prohibits use of closed sessions to discuss transitions in ownership or management, or the
district’s dissolution #

B THE CONFIDENTIALITY OF CLOSED SESSION DISCUSSIONS

It1s not uncommon for agency officials to complain that confidential information 1s being leaked from
closed sessions. The Brown Act prohibits the disclosure of confidential information acquired in a closed
session by any person present and offers various remedies to address willful breaches of confidentiality 4
It1s incumbent upon all those attending lawful closed sessions to protect the confidentiality of those

Practice Tip: discussions. One court has held that members of a legislative body cannot be compelled to divuige the
T_rhere-_is astrong content of closed session discussions through the discovery process# Only the legislatve body acting as
ir@tafest_in;.pmirg__ a body may agree to divulge confidential closed session information; regarding attomey/client privileged

communications, the entire body 15 the holder of the privilege and only the entire body can decide to walve

the col ti
g the privilege +?

Before adoption of the Brown Act provision specifically prohibiting disclosure of closed session
communications, agency attorneys and the Attarney General long believed that officials have a fiduciary
duty to protect the confidentiality of closed session discussions, The Attorney General 1ssued an opinion
thatit1s “improper” for officials to disclose Information received dunng a closed session regarding pending
lingation * though the Attorney General has also concluded that a local agency may not go so far as to
adopt an ardinance criminalizing public disclosure of closed session discussions.# In any event, the Brown
Act now prescribes remedies for breaches of confidentiality. These include injunctive relief, disciplinary
action against an employee, and referral of a member of the legislative body to the grand jury®

The duty of maintaining confidentiality, of course, must give way to the obligation to disclose improper
matters or discussions that may come up in closed sessions. In recognition of this public policy, the Brown
Actexemnpts from its prohibition against disclosure of cosed session communications disclosure of closed
session Information to the district attormey or the grand jury due to a perceived violation of law, expressions
of opinion concerning the propriety or legality of actions taken in closed session, including disclosure of the
nature and extent of the lllegal action, and disclosing information that 1s not confidential 5
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The interplay between these possible sanctions and an official’s first amendment rights is complex and
beyond the scope of this guide. Suffice it to say that this s a matter of great sensitivity and controversy:

“| want the press to know that | voted in closed session against filing the eminent domain
action,” said Council Member Chang.

"Don't settle too soon,” reveals Council Member Watson to the property owner, over coffee,
“The city's offer coming your way is not our bottom line.”

fhe first comment to the press is appropriate—the Brown Act requires that certain final votes
taken in dlosed session be reported publicly = The second cormment Lo the property owner is
not—disclosure of confidential information acquired in closed session is expressly prohibited and
harmful fo the agency.
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conditions of the lease itself were not also a matter of discussion.)

17 California Government Code section 54956.8

18 California Government Code section 54957(b)

19 63 Ops.Cal Atty.Gen. 215 (1980); but see: Duvall v. Board of Trustees (2000) 93 Cal. App.4th 902 (board may discuss
personnel evaluation criteria, process and other preliminary matters in closed session).

20 Gillespiev. San Francisco Public Library Commission (1998) 67 Cal App.4th 1165; 85 Ops.Cal. Atty.Gen. 77 (2002}

21 Gillespiev. San Francisco Public Library Commission (1998} 67 Cal. App.4th 1165; 80 Ops.Cal. Atty.Gen. 308 (1997).

Interviews of candidates to fill a vacant staff position conducted by a temporary committee appointed by the
governing body may be done in closed session.

22 Morrison v. Housing Authority of the City of Los Angeles (2003) 107 Cal. App.dth 860
23 California Government Code section 54957

24 78 Ops.Cal.Atty.Gen. 218 (1995); Bell v. Vista Unified School District (2000) 82 Cal. App.4th 672;
Furtado v. Sierra Community College (1998) 68 Cal. App.dth 876; Fisclier v. Los Angeles Unified School District (1999)
70 Cal.App.4th 87

25 Moreno v. City of King (2005) 127 Cal.App.4th 17

26 California Government Code section 54957

27 Gillespiev. San Francisco Public Library Commission (1998} 67 Cal. App.4th 1165
28 California Government Code section 54957.1(a)(5)
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29
30
31
32
33
34
35

36
3%
38
39
40
41
42
43
44
45
46
47
48
49
50
51
52

California Government Code section 54957.6

57 Ops.Cal. Atty.Gen, 209 (1974)

California Government Code section 54957.1(a)(8)

California Government Code section 3549.1

California Government Code section 3540

California Government Code section 3547

California Education Code section 48918, but see Rimn of the World Unified School District v. Superior Court (2003)
104 Cal. App.4th 1393 (Section 48918 preempted by the Federal Family Educational Right and Privacy Act in regard
to expulsion proceedings.)

California Education Code section 72122

California Education Code section 60617

California Government Code section 54953.1

California Government Code section 54956.7

California Government Code section 54957

McKeev. Los Angeles Interagericy Metropolitan Police Apprehension Crirne Task Force (2005) 134 Cal. App.4th 354
California Government Code section 54957.8

California Government Code section 54962

California Health and Safety Code section 32106

Government Code section 54963

Kleitnar v. Superior Court (1999) 74 Cal. App.4th 324, 327; see also: California Government Code section 54963
Robertsv. City of Palmdale (1993) 5 Cal.4th 363

B0 Ops.Cal. Atty.Gen, 231 (1997)

76 Ops.Cal. Atty.Gen. 289 (1993)

California Government Code section 54963

California Government Code section 54963

California Government Code section 54957.1

Updates to this publication responding to changes in the Brown Act or new court interpretations are avallable
at www.cacities.org/opengovernment, A current version of the Brown Act may he found at www.leginfo.ca.gov.
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Certain violations of the Brown Act are designated as misdemeanors, although by far the most commonly
used enforcement provisions are those that authorize civil actions to invalidate specified actions taken

in violation of the Brown Act and to stop or prevent future violations. Still, despite all the safeguards and
remedies to enforce them, it is ultimately impossible for the public to monitor every aspect of public
officials” interactions. Compliance ultimately results from regular training and a good measure of self-
regulation on the part of public officials. This chapter discusses the remedies available to the public when
that self-regulation is ineffective.

= INVALIDATION

Any interested person, including the district attorney, may seek to invalidate certain actions of a legislative
body on the ground that they violate the BrownAct.! Violations of the Brown Act, however, cannot be
invalidated if they involve the following types of actions:

» Those taken in substantial compliance with the law;

= Those involving the sale or issuance of notes, bonds or other indebtedness, or any related contracts or
agreements;

« Those creating a contractual obligation, including a contract awarded by competitive bid for other than
compensation for professional services, upon which a party has in good faith relied to its detriment;

» Those connected with the collection of any tax; or

« Those in which the complaining party had actual notice at least 72 hours prior to the meeting at which
the action is taken.

Before filing a court action seeking invalidation, a person who believes that a violation has occurred must
send a written "cure or correct” demand to the legislative body. This demand must clearly describe the
challenged action, the nature of the claimed viclation, and the “cure” sought. This demand must be sent
within 90 days of the alleged violation or 30 days if the action was taken in open session but in violation

of Section 54954.2, which requires (subject to specific exceptions) that only properly agendized items are
acted on by the governing body during a meeting.2 The legislative body then has up to 30 days to cure and
correct its action. If it does not act, any lawsuit must be filed within the next 15 days.
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The purpose of this requirament is 1o offer the body an opportunity 1o consider whether a vickation has
occurred and w0 weigh its options before lidgation is filed. The Brown Act does not specify how 10 cuie or
oofrect 8 viokation, the best method is 1o rescind the action being complained of and to skart over.

Although just about amwone has standing 1o bring an action for invalidation 2 the chalienger must show
prejudics as & result of the allegad vioktion.* An action 1o invalidats fails to state 8 cause of action against

Practice Tip.
the ggency if the body delibetated butdid not take an action.® P

A lawrsuit to invalidate

CIVIL ACTION TQ PREVENT FUTURE VIOLATIONS must be preceded by
i : ; e ) : 2 dernand to cura and
Thi district attorney or any interested person can fik a civil action asking the court o cortect the challenged
+ Stopor prevent violations or threatened violations of the Brown Act by members of the legislative body action in order to give
of & local agancy: the legiskative body an
appertunity to consider

+ Determine the applicability of the Brown Act 10 actions Or freatenad futlire action of the legisiative Body,

+ Detarming whether any rule o action by the legiskative body 1o penalze or otherwise disoourage the
exprassion of one or more of its members is valid under steate or federal ke or

its oplions.

+ Compel the legislative body 1o tane record its chosed sessions.

It is not necessary for a challengzr to prove a past pathern or practice of violations by the
focal agency in order 1o obtain injunctivie relief A court may presume when issuing an
injunction that a single viclation will continue in the future wherne the publicagency refuses
toadmit tothe alleged viclation or o renounce of curtail the practice® Mok, however, that
@ court may ot aompel elected officals 1o disciose their recollections of what transpired in
achsed session?

Upaon findinga wiolation of the Brawh Act peraining to closed $35i0ns, 8 aourt may compel
the kegiskative body (o mpe recond its future closed sessions. Ina subsequent B suit o
enforce the Brown act alleging a violation cocurning in closed session, 8 court may Lpon i
mation of the plaintiff review the tapes if thera is 500d cause tothink the Brown Act has Lﬂ
bezn viclamed, and make puldic the relevant portion of the closad session recording,

COSTS AND ATTORNEY'S FEES

Someone who successfully invalidate s an action taken in violation of the Brown Act or who successfully
enforcas one of the Brown Act's Civil remedies may seak court costs and reasomable athomey's faas, Courts
ez held that athorney™s fees must be awarded 1 a successiul paintft unless special cdreumsm@nces

exist that would make a fee award against the publicagenoy unjust®When evaluating how o respond 1o
assertions that the Brown Act has been violated, electad officials and their lawyers should assume that
attomeys fees will be awarded against the sgendcy if awiokation of the Actis prowen.

AN athor ney fee award may only be direched against the local agency and not the individual member s of the

legislative body f the (ool agency presails, i may be awarded court costs and atthorney’s fees if the court Practice Tip:

findls the v suitwas clarly frivolous and lacking in merit? Attornay’s faes will
likely be sarded if &
CRIMINAL COMPLAINTS violation of the Brown
ACt is proven.

A violation of the Brown Act by a member of the legiskative bocy whoacts with the improper intent
described below is punishable as a misdemeanor™

A criminal wiolation has two componants. The first is that there must be an overt ac—a membear of 8
legislative body must atend a meeting at which action is taken in vickation of the Brown Act ™

“Betion Ekien” is notonly an actual wote, but also a collective decision, aommitment or promise by a
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Practice Tip:

Training and exercising
good judgment can

help avoid Brown Act
conflicts. If an arguably
meritorious procedural
challenge is raised, it
may be more prudent to
voluntarily re-notice and
reconsider the action
subject to the challenge.

l

majority of the legislative body to make a positive or negative decision . If the meeting invalves mere
deliberation without the taking of action, there can be no misdermeancr penalty.

A violation oceurs for a tentative as well as final decision.™ In fact, criminal liability is triggered by a
member’s participation in a meeting in violation of the Brown Act—not whether that member has voted with
the majority or minarity, or has voted at all.

The second component of a criminal violation is that action is taken with the intent of a member “to deprive
the public of information to which the member knows or has reason to know the public is entitled” by the
Brown Act.™

Ag with other misdemeanors, the filing of a complaint is up to the district attorney. Although criminal
prosecutions of the Brown Act are uncommon, district attorneys in some counties aggressively monitor
public agencies’ adherence to the requirements of the law.

B VOLUNTARY RESOLUTION

Arguments over Brown Act 1ssues often become emotional on all sides. Newspapers trumpet relatively
rminor viclations, unhappy residents furme over an action, and legislative bodies clam up about information
better discussed in public. Hard lines are drawn and rational discussion breaks down. The district attorney
or even the grand jury occasionally becomes involved. Publicity surrounding alleged violations of the Brown
Act can result in a loss of confidence by constituents in the legislative body There are times when it may be
preferable to consider re-noticing and rehearing, rather than litigating, an item of significant public interest,
particularly when there 1s any doubt about whether the open meeting requirements were satisfied.

At bottomn, agencies that regularly train their officials and pay close attention to the requirements of the
Brown Act will have little reason to worry about enforcement.

Endnotes

1 California Government Code section 54960.1. Invalidation is limited to actions that violate the following sections

of the Brown Act: section 54953 (the basic open meeting provision); sections 54954.2 and 54954.5 (notice and

agenda requirements for regular meetings and closed sessions); 54954.6 (tax hearings): and 54956 (special meetings).

Viclations of sections not listed above cannot give rise to invalidation actions, but are subject to the other remedies

listed in section 5490.1.

California Government Code section 54960.1 (b} and {c)(1)

McKeev. Orange Unified School Districe (2003) 110 Cal. App.dth 1310

Cokhanv. City of Thousand Oaks (1994) 30 Cal. App.th 547, 556,571

Boyle v. City of Redondo Beach (1999) 70 Cal. App.dth 1109, 1117-18

California Alliance for Utility Safety and Education (CAUSE) v. City of San Diego (1997} 56 Cal. App.dth 1024;

Conmmon Cause v, Stirfing (1983) 147 Cal.App.3d 518, 524. Accord Shapiro v. San Diego Ciry Council (2002) 96 Cal.

App. 4th 904,916 & fn.6

7 Kleitman v. Superior Coure (1999) 74 Cal App.4th 324, 334-36

8 Los Angeles Times Commmnications, LLCv. Los Angeles County Board of Supervisors (2003) 112 Cal. App.4th 1313,
1324-27 and cases dited therein.

9 California Government Code section 54960.5

10 California Government Code section 54959, A misdemeanor is punishable by a fine of up to $1,000 or up to six
menths in county jail, or both. California Penal Code section 19, Employees of the agency who participate in
violations of the Brown Act cannot be punished criminally under section 54959, However, at least one district
attorney instituted criminal action against employees based on the theory that they criminally conspired with the
members of the legislative body to commit a crime under section 54949,

11 California Government Code section 54959

12 California Government Code section 54952.6

13 61 Ops.CalAtty.Gen. 283 (1978)

14 California Government Code section 54959

[V RN TER 8

Updates to this publication responding to changes in the Brown Act or new court interpretations are avallable at
www.cacities.org/opengovernment. A current version of the Brown Act may be found at www.leginfo.ca.gov.
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DISCLAIMER

The material in this handbook and resource guide is intended to provide general
information. The Clerk of the Council Office deems the contents presented herein to be
correct as of the publication date. However, the reader is advised that the various
provisions relating to City boards and commissions are subject to change by the City
Council and/or other enabling authorities.

For questions please call the Clerk of the Council Office at (714) 647-6520.

Rev.: 04/2017
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