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As shown on the Organizational Chart, the City Council is directly responsible to the citizens for the
operation and well being of the City. To carry out these responsibilities, the Council relies on:

1. The administrative skills of a City Manager
2. The legal advice of a City Attorney _
3. The citizen advice rendered by advisory commission, committees, and boards.

City Manager - The City Charter requires the Council to appoint an executive to run the City’s day-to-
day operations. The City Manager is appointed by and directly responsible to the Council for all City
activities. The nine operational departments, through their directors or chiefs, are responsible to the City
Manager.

City Attorney - The City Attorney provides legal services and advice to the Council, the City Manager,
departmental staff, advisory bodies and other City agencies or officials. The City Attorney represents the
City in court, prepares ordinances and other legal documents, and prosecutes cases involving violations
of City laws. The City Attorney is appointed by, and is directly responsible to, the Council.

The following departments are directly responsible to the City Manager.

Administration - The Administration Department is responsible for providing information and
recommendations to the Council, implementing Council policies, and guiding the day-to-day operations
of the City. In addition, the City’s economic development, open space and cultural arts programs are
managed by staff, under the supervision of the Assistant City Manager.

City Clerk - The City Clerk facilitates the preparation of and provides public access to Council agenda
packets, records the minutes, conducts City elections, maintains City records, administers the advisory
body appointment process, codifies ordinances, receives claims against the City, coordinates legal
publications posting and advertising, administers oaths, oversees the management of the Government
Access station, and oversees the administration of PEG (Public-Education Government) Access Funds.
The City Clerk is appointed by, and is responsible to, the City Manager.

Finance & Information Technology - The Finance & Information Technology Department is
responsible for collecting money, paying bills and employees, managing the City’s investments,
providing centralized accounting, preparing financial reports, coordinating budget preparation, and
developing long-term financial plans. The Department also bills and collects charges for water and
sewer, business licenses, and transient occupancy taxes levied on hotel/motel room rentals. Under the
Charter provision that allows for combining positions, it is the City’s longstanding policy that whomever
the City Manager appoints as the Director of Finance & Information Technology also serves as City
Treasurer. The Department is also responsible for managing information technology operations, such as
the City’s fiber optic network, file servers, computer workstations, telephones and radio system. The
Department’s goals are: developing and implementing efficient and effective financial policies, plans and




reporting systems that help the operating departments achieve their objectives and assure the City's long-
term fiscal health; protecting the City’s assets from unauthorized use; effectively using the City's
information technology resources in improving productivity, customer service and public access to City
information; and providing quality service to all of the department’s customers-both external and internal to
the organization.

Human Resources - The Human Resources Department conducts a comprehensive personnel
management program to attract and retain competent City employees. The Director is responsible for
recruiting, testing, classifying, evaluating and training employees, evaluating employee salaries,
administering the City’s Personnel Rules and Regulations and Work Force Diversity Program, and
directing the City’s Risk Management Program. The Director of Human Resources is appointed by, and
is responsible to, the City Manager.

Community Development - The Community Development Department has three divisions, all under
the direction of the Community Development Director who is appointed by, and is responsible to, the
City Manager. '

The Long Range Planning Division of this department is responsible for the preparation, maintenance,
and implementation of the City’s General Plan and its various elements. The Development Review
Division assists the community with land use issues, evaluates all types of development applications,
and maintains the City’s development regulations. '

The Building and Safety Division administers state and local building codes and is responsible for
ensuring safe and sound public and private construction, enforcing zoning requirements, and providing
neighborhood services. Its staff issues building permits, checks building plans, inspects code-regulated
work at construction sites, and coordinates neighborhood services and code enforcement.

Public Works - The Public Works Department oversees a number of different areas. The transportation
Division includes the Transit Division which manages the City bus service, known as SL.O Transit. The
Parking Division keeps the three City parking structures operating, assures turnover of meter spaces
around the downtown, and enforces the provisions of neighborhood parking districts. Traffic
Engineering personnel provide traffic management services to the City’s neighborhoods and each year
evaluate traffic collision patterns in order to make improvements to the road network. The City Traffic
Engineer times and programs the City’s network of traftic signals in order to help traffic flow more
smoothly. Private development projects are processed by the Development Review Division, ensuring
compliance with the City’s engineering and subdivision standards. The City’s Engineering Division has
the responsibility of designing and managing the construction of the Capital Improvement Program
approved by the City Council. Ongoing day-to-day maintenance of the City’s streets, signals, street
lights, parks, landscape areas, vehicles, and buildings is provided by individual Public Works
Maintenance Divisions. The Stormwater Division is responsible for ensuring the City’s compliance with
the provisions of the Clean Water Act and the State regulations included in the Stormwater Management
Plan. The Geographic Information Systems (GIS) Division develops and maintains numerous software
programs that allow staff and the public easy and quick access to maps and geographic data. Finally, the
Administration Division provides support staff for all divisions. The department is managed by the
Public Works Director, who is appointed by, and is responsible to, the City Manager.




Utilities - The Utilities Department is responsible for securing adequate water supplies and providing
safe and aesthetically pleasing drinking water in accordance with State Health Services requirements
through the operation and maintenance of the City’s water supply, treatment, and distribution systems.
The Utilities Department also provides full wastewater services, to meet state and federal requirements,
through the operation and maintenance of the City’s wastewater collection and water reclamation
facilities. An Industrial Pretreatment program ensures that no hazardous materials are discharged to the
City’s wastewater collection system. Solid waste services, provided under franchise by San Luis
Garbage Company, are monitored and managed by the Utilities Department. This department also
coordinates a variety of resource conservation, re-use, and recycling programs The Utilities Director is
appointed by, and is responsible to, the City Manager.

Parks & Recreation - The Parks & Recreation Department plans and manages recreational activities
and rentals at City parks, recreational facilities and open space. It consists of eight divisions, including
Aquatics; Children’s Services; Facilities; Golf; Ranger Service; Recreational Sports; Special Events and
Skate Park; and Teens; Seniors, Boomers and Classes. The department also coordinates the City’s
Public Art and Community Garden programs. The department mission is a diverse program of leisure
activities that enhance and promote personal well-being and sense of community. With the assistance of
the Parks and Recreation Commission, the department plans the development of parks and recreational
facilities and actively seeks state and federal grants to help pay for park projects, consistent with the
Parks and Recreation Element of the General Plan. The department is headed by the Parks & Recreation
Director who is appointed by, and is responsible to, the City Manager.

Police - In addition to the traditional activities of enforcing traffic and other laws, helping citizens in all
types of situations, and investigating crimes, the Police Department promotes community safety. It
conducts crime prevention programs and is responsible for various other programs such as school-safety
patrols. This department is under the direction of the Chief of Police who is appointed by, and is
responsible to, the City Manager. ‘

Fire - The Fire Department does more than fight fires. Its basic purpose is to protect people and
property, not just from fire, but also from floods, earthquakes, and other disasters, and to respond to
medical emergencies. It promotes public safety by educating the public about fire hazards by inspecting
commercial, industrial and public buildings, and by inspecting private property for weeds and debris that
could be a fire hazard or public nuisance. This department is under the direction of the Fire Chief who is
appointed by, and is responsible to, the City Manager.




section 3. how AOVISORy BOOIES
WORK

Each year the Council selects two of its members to be “Liaison Members” to each advisory body. The
primary responsibility of these subcommittees is to review applications of citizens who would like to

~ serve on a particular advisory body and thereafter hold interview sessions and make recommendations to
the full Council for final appointment.

These Council Liaison members can be called upon to facilitate the flow of information between the
Council and that advisory body. From time to time they may attend advisory body meetings.

1. Bylaws - Each advisory body has approved bylaws that set forth procedures, purpose, specific
functions, meetings, officers, budget, etc. (Charter, Article XII, Section 1204).

2. By May 1* of each odd-numbered year, the bylaws of each advisory body shall be reviewed by that
body. Any proposed changes shall be submitted to the Council through the City Clerk for approval.
If no changes are proposed, a report of the review shall be submitted.

3. Code of Ethics - Each body shall be governed by the C1ty s adopted Code of Ethics (Resolution No.
8313 [1994 Series]).

4. Parliamentary Procedures - All advisory body meetings shall be conducted in accordance with City
practices and policies. Robert’s Rules of Order, Newly Revised, shall also be used as a guide in
conducting meetings. Questions should be directed to the appropriate City staff. A quorum of the
Committee shall be as stated in individually adopted advisory body bylaws or procedures.

5. Meetings & Events - Each advisory body may hold an annual dinner meeting for installation of new

- members and recognition of outgoing members. All regular meetings shall be held at the established
time and place set for that body, unless a change is approved by Council. Council may hold an event
from time to time to recognize advisory body members. (See also Page 8, Section K).

1. Continuity - There exists a pattern of continuing work for every advisory body in order that the needs
of the community are served in a thoughtful yet expeditious manner. Advisory body chairpersons
and the assigned professional staff are the responsible parties for establishing an even flow of work.
New members to advisory bodies are expected to familiarize themselves with the workload.

- Normally, it will take new members a bit of time to develop a full understanding of their new work
and confidence in their decision-making abilities. Staff members can be helpful with questions.
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2. New Ideas - Advisory body members should view themselves as an extension of the abilities of the
Council and staff to see and hear matters of importance in our community. Sometimes old policies
and established ways of doing things need to be changed. Sometimes fresh ideas need to be given a
trial. How does the process of developing a new “idea” work?

a. Test the idea on friends; are reactions favorable?

b. Bring the idea to your advisory body under the portion of your agenda where individual member
comments on items not on the agenda are entertained. If fellow members react favorably; the
idea should be formalized in written form.

c. At this point, the “cost” of the idea in terms of staff time and dollars must be evaluated. If staff
sees the cost to be minor and the impact on City operations to be negligible, the idea canbe
agendized, discussed publicly and a final decision can be made for a recommendation to the City
Council.

d. Should the “cost” in staff time and money be deemed high, then the Council should be properly
informed and budgeting and staff time approved before further action is taken by the advisory
body.

A good time for advancing new ideas is during the Financial Plan and City Goal Setting process,
when advisory bodies are actively encouraged to offer such suggestions to the Council, as most of
the resource decisions are made at that time.

1. Written Reports - Advisory bodies are occasionally requested to make special reports or
recommendations to the Council on specific subjects. The Council will make this request in writing,
with specific direction as to the approach, scope, and schedule for the study desired. These
recommendations often play a major role in assisting the Council to reach a final decision on
important issues.

a. Any recommendation or report from an advisory body is required to be in written form. If the
matter is to appear on the Council agenda, the report must be submitted to the City Clerk no later
than two weeks prior to the Council meeting at which the report is to be considered. This report
becomes part of the record and is forwarded to each Council Member for review in advance of
public consideration.

b. - Some advisory bodies may receive study or action requests from citizens or groups. These
requests should also be presented in writing to the advisory body, which will then determine if
the committee wishes to pursue that particular issue. The committee shall advise the Council of
the request and the body’s determination for action.

2. Minutes - To keep current on advisory body activities, minutes of all advisory body meetings shall be
forwarded to the Council in a timely manner.
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3. Goals/Budget - Each advisory body shall prepare proposed major City Goals and Objectives in a
manner established by the City Manager. The advisory body chairperson will be responsible for
speaking to this proposal when the Council conducts its goal setting in study session. The City
Manager will notify the chairperson of time and place of such Council review. More detailed budget
proposals will be made through advisory body staff, consistent with the budget schedule and process.

4. Statements - An advisory body does not have authority to speak for the City. If the body wishes to
recommend that a statement be made, such as a letter written to state a position, it shall be submitted
to and receive approval of the Council. '

5. Public Forums and Surveys - An advisory body shall not sponsor or co-sponsor a public forum,
meeting or survey without the prior approval of the Council.

6. Personal Testimony - If a member of an advisory body appears before the Council (or another
advisory body) in a capacity other than as representative of his/her body, it should be explained in
advance that any statements made are not to be construed as representing the opinions or
recommendations of the advisory body.

7. Changes - Changes in a member’s address or telephone number, and the names of new officers, shall
be submitted to the City Clerk as soon as possible.

8. Quarterly Meetings - The Mayor shall meet quarterly with the chairpersons of all advisory bodies.
The purpose shall be for informational updates and to encourage communication. Quarterly written
reports shall be submitted at this meeting and are shared with all Council Members. The chairperson
shall report back to the full committee at the next regular meeting.

9. Annual Report - Each advisory body is required by the Charter to submit to the Council by May 1%
an annual report describing its activities and evaluating its progress for the year (Charter, Article XII,
Section 1205). To provide more timely information to the Council, most Committees submit reports
at the Mayor/Advisory Body Chairs Quarterly Meetings throughout the year, thereby fulfilling the
Charter requirement. '

Staff support and assistance is provided, but advisory bodies do not have supervisory authority over City
employees. While they may work closely with advisory bodies, staff members remain responsible to
their immediate supervisors and ultimately to the City Manager and Council. The advisory body
members are responsible for the functions of the advisory body and the chairperson is responsible for
committee compliance with the policies outlined in this handbook.

Staff support includes preparation of a summary agenda subject to approval by the Chairperson, and
preparation of agenda reports providing a brief background of the issue, a list of alternatives,
recommendations and appropriate backup material, as necessary. Staff will assist advisory bodies in the
conduct of public meetings and ensure that the business listed on the agenda is addressed. Advisory
body members should have sufficient information to reach decisions based upon a clear explanation of
the issues involved. The assigned staff person serves as Secretary, insuring that minutes are taken as
needed.
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It is important that recommendations the advisory bodies wish to communicate to the City Council are
made through adopted or approved Council agenda procedures. Staff members shall assist the advisory
body chair to insure appropriate legal review or City and state legislation is complied with.

1. Attendance - If an advisory body member fails, for any reason, to attend three consecutive regular
meetings or a total of six regular meetings within any twelve-month period, that member shall
automatically be considered for replacement. The chairperson of the advisory body shall inform the
Council, through the City Clerk, of such a situation, explaining any extenuating circumstances
resulting in the absences.

2. Absences - There shall be no “excused” absences. Because of quorum requirements, when an
absence is anticipated, the individual advisory body member is responsible for notifying the
chairperson or the secretary in advance and the absence shall be counted in that member’s attendance
record.

3. Leaves of Absence - Leaves of absence are not granted to advisory body members except under very
unusual circumstances and when authorized in advance by the Council.

4. Resignation - In the event a member finds it necessary to resign from an advisory body, a letter of
resignation stating the effective date of the resignation shall be immediately directed to the Council
through the City Clerk, with a copy forwarded to the chairperson of the advisory body.

1. Election - When possible, in April, each advisory body, at its regular meeting, shall elect a
chairperson and a vice chairperson.

2. Terms of Office - The term of office of a chairperson or vice chairperson shall be one year,
commencing upon election. No person shall serve in the office of chairperson or vice chairperson
for more than two consecutive terms except if noted elsewhere under specific boards and
commissions.

Completion of a partial term of office as chairperson or vice chairpersori shall not preclude an
advisory body member from serving two additional consecutive full terms, provided that the partial
term served is less than one year. :




section 4. the BROWN AGt

The State Legislature has declared that the actions of public bodies be taken openly and that their
deliberations be conducted openly. California’s Ralph M. Brown Act (found in the Government Code
Section 54950 through 54961), also known as the “open meeting law,” applies to all advisory bodies,
and requires that they:

1. Meet within the jurisdictional limits of the City.

2. Post the agenda 72 hours before a regular meeting containing a brief general description of each item
of business to be transacted or discussed. '

3. -Hold open and public meetings.
4. Give notice of the meetings to any requesting party at least 24 hours prior to the meeting.
5. Provide in bylaws or rules for time and place of regular meetings, if regular meetings are to be held.

A meeting is defined as a gathering of a majority (quorum) of the advisory body for the purpose of
discussing items before the body or conducting other business of the body. It is important to understand
that the Brown Act generally prohibits any action or discussion of items not on the posted agenda.

There are special posting requirements for advisory body agendas:

e Regular Meetings — 72 hours in advance

e Special Meetings — 24 hours in advance

e Adjourned Meetings — a regular or special meeting may be adjourned to a specific time and place
(usually to continue a public hearing or other business). A special notice is required and should
be posted within 24 hours of adjournment.

" The Brown Act mandates that regular meeting agendas allow for two types of public comment periods.
The first is a general audience comment period, where the public can comment on any item of interest

that is within subject matter jurisdiction of the local agency and that is not listed on the posted agenda.
This general audience comment period may come at any time during a meeting (§54954.3).

The second type of public comment period is the specific comment period pertaining to items on the
advisory body’s agenda. The Brown Act requires that the advisory body allow these specific comment
periods on agenda items to occur prior to or during the advisory body’s consideration of that item
(§54954.3), including consent calendar items.

Public Comments at Special Meetings. The Brown Act requires that agendas for special meetings
provide an opportunity for members of the public to speak about any item listed on the agenda prior to
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the advisory bo‘dy’s consideration of that item (§54954.3). Therefore, for special meetings, advisory
bodies must allow public comments for items on the agenda, however (unlike regular meetings), a public
comment period for items not on the agenda is not required.

Limitations on Length and Content of Public's Comments. The Brown Act allows a legislative body to
adopt reasonable regulations limiting total amount of time allocated for public testimony. In San Luis
Obispo, the typical time limit for speakers is three (3) minutes.

It is not permissible to prohibit public criticism of policies, procedures, programs, or services of the City
or acts or omissions of the City (§54954.3(c)). This does not mean that a member of the public may
speak on “anything.” If the topic is not within the subject matter jurisdiction of the advisory body, the
Chair should remind the speaker to direct his/her comments to only those subjects within the advisory
body’s purview.

The following is intended to give advisory body members a broad understanding of the Brown Act.
Please consult with the staff liaison, the City Clerk, or the City Attorney for more specifics.

1. What are serial meetings?

A serial meeting is any direct communication amongst a majority of the members, outside of a
meeting, to develop a collective concurrence as to action to be taken on an item by the members.
Serial meetings are strictly prohibited by the Brown Act.

Even though a majority of members never gather in a room at the same time, a Brown Act violation
may occur if ideas are exchanged among the majority by going through any person acting as an
intermediary (including staff), and/or through the use of a technological devices, e.g. telephone
answering machine, computer email, or voice mail.

2. What are some examples of serial meetings?

The most common example of a serial meeting is when “Member A” calls “Member B” and then
“Member B” calls “Member C,” and so on to share ideas among a majority of the advisory body.

Another example: A member of a five-member advisory body receives a letter regarding City
business and writes a note on that letter that says "I agree," and then provides a copy of the letter to
two other members.

Email can also be troublesome. Here’s an example of how easy it can be to unintentionally conduct
a serial meeting: A staff member sends out via email a document in draft form for review by the
advisory body prior to a meeting. “Member A” recommends to staff a revision and copies fellow
advisory body members. “Member B” disagrees with the proposed change and others begin to
“weigh in” on the subject.

3. This seems restrictive . . . aren’t there any exceptions?




Of course, prohibition against serial meetings does not prohibit all communication between

- individuals regarding City business. The Brown Act only prohibits use of serial meetings for the

purpose of "developing a collective concurrence" concerning an issue. This does not prohibit a staff
person from "briefing" members provided that the briefing is limited to furnishing information, and
the staff person does not solicit opinions concerning an appropriate course of action for City and then
share them among the members.

What’s a Quorum?

A quorum is the majority (more than half) of the total number of established members of the
committee. A quorum must be present for any business discussion or action to take place. A
quorum must be present for the duration of a meeting. If a member leaves during the meeting,
resulting in the lack of a quorum, no further business may be conducted and the meeting must be
adjourned.

If vacancies exist on the advisory body, those vacant positions still count towards the quorum. For
example, if one seat is vacant on a five-member body, and two members are absent there is not a
quorum.

If a member is absent, can he/she still vote?

No, only members physically present at a meeting may participate and vote when a quorum is
present. Voting shall not occur by proxy or by telephone.

What are some exceptions to the Brown Act?

Advisory body members may attend and/or participate in the following as long as a majority of the
members do not discuss amongst themselves matters that are within the subject jurisdiction of the
advisory body:

¢ Informational or educational workshops or conferences
¢ Community meetings, such as town hall meetings, workshops, forums, etc. not sponsored by the
advisory body ’

- o A meeting of another body of the local agency

e Social or ceremonial events.

Can an advisory body conduct a retreat?

“Team building” or “goal setting” retreats may be held, but they must be held within the City, be
properly noticed, and be open to the public.




SECtION 5. AOVISORY BOOY summanry

Permanent advisory bodies are established by the City Council by either ordinance or resolution.
Membership is defined in the enabling legislation and all members are appointed by the Council.
Members are selected:

e On the basis of interest, experience and knowledge in the field pertinent to the committee
e To represent a particular segment of the community (student, elderly, disabled)
e From a broad representation of community interest and expertise.

Most advisory bodies meet regularly at established times. Some advisory bodies are defined as technical

or special-purpose. They may meet regularly or only when projects or proposals require their attention.
Technical and/or Special Purpose Advisory Bodies are denoted in the Summary with an asterisk (*).
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PURPOSE

The Advisory Committee on Joint Use of Recreational Facilities advises Council and the San Luis
Coastal Unified School District Board regarding policies for operations of City/School District joint use
recreational facilities, priorities for granting use of those facilities, and plans for balanced integration of
school district property being developed. The Committee also advises Council on potential joint use
agreements with other agencies. (SLOMC Chapter 2.52, Ordinance No. 1379 [2000 Series])

STATUS

The Committee was established in 1981 and is supported by staff in the Parks & Recreation Department
and the Public Works Department, as well as a staff member of the San Luis Coastal Unified School
District. (SLOMC Chapter 2.52, Ordinance No. 906 [1981 Series])

MEMBERS

The Committee consists of seven members, one of whom is a representative of the Parks and Recreation
Commission. Members of the Committee appointed by the City Council must be residents and
registered voters of the City and will serve a term of four years.

'TERMS/LIMITS

Members of the Committee serve a term of four years. Members are eligible for re-appointment for an
additional four years. Members are subject to a term limit of eight years, or two consecutive four-year
terms. ‘

MEETINGS

The Committee meets the fourth Tuesday of every month, except July and December, at 12:00 noon at
the Ludwick Community Center at 864 Santa Rosa Street.
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PURPOSE

The City of San Luis Obispo has a number of unique characteristics, including ideal climate, spectacular
natural vistas, and an outstanding man-made environment that has evolved from historic traditions of the
community. The Architectural Review Commission (ARC) has a vital role in the preservation and
enhancement of the beauty and visual character of the City. ‘

FUNCTIONS

The primary goals of the City’s design review process are to:

Maintain the community’s quality of life for residents;
Maintain property values;

Attract growth in the local economy; and

Preserve the City’s natural beauty and distinct visual character.

The Commission is responsible for establishing (with Council approval) guidelines for determining what
is “good design.” These Community Design Guidelines are published in the form of a booklet with
pictorial illustrations to help applicants understand the Commission’s goal of maintaining a high level of
architectural excellence in the City.

The Commission spends the majority of its time reviewing development plans for private and City
projects after visiting project sites. They work with applicants and their designers to ensure that projects
are consistent with required ordinances and standards as well as the Community Design Guidelines.
Although Commissioners do consider the rights and desires of property owners/developers, they must
make their decisions pursuant to the General Plan, Community Design Guidelines, ordinances, and other
standards and procedures set forth in State and City law. When the ARC is the final reviewing body, the
Commission may be responsible for environment determinations pursuant to the California
Environmental Quality Act (CEQA).

Good design, obviously, is a subjective matter. For this reason, the guidelines state generahzed
preferences for different types of projects and components of design, but also provide for flexibility to
encourage creative designs. To allow for flexibility and to encourage excellence, the Commission may
add to and modify project conditions at the public hearing where projects are considered. This “give and
take” discussion with designers helps create projects that are not only designed technically well, but
enhance and are compatible with the character of the immediate neighborhood and the City at large. Itis
important to understand that the Commission does not seek to dictate any particular style of archltecture
but instead seeks a harmonious variety of compatible building styles.




SCOPE OF AUTHORITY

Most building projects in the City, including exterior remodeling, require ARC approval before a
building permit can be issued. The only types of projects that do not require ARC approval are:

1. Individually built houses, with a few exceptions, as determined by the Community Development
Director.

2. Small projects, such as minor sign exceptions, building additions or remodels, or a new or small
structure that is minor, or incidental to a larger, previously approved project (known as minor or
incidental projects — require planning application and fee, but don’t involve a hearing).

3. Very minor changes or additions to an existing building, or other site feature (known as aesthetically
insignificant projects — no separate planning application is required).

4. Signs that meet the minimum standards of the si gn ordinance (and are not part of a larger project that
does require ARC approval).

In reviewing a specific project, the ARC looks at all of the project components that affect its exterior
appearance and site design. Plans need to include complete information on site planning, grading,
building design, colors, materials, signage, and lighting. Given the range of projects reviewed by the
ARC, additional information or presentation products are sometimes requested to help the Commission
and interested public better understand the project. The ARC is not concerned with interior function and
design, except where it may impact the exterior appearance.

Occasionally, some of the factors considered by the ARC, such as site layout and parking, may overlap
with the jurisdiction of the Planning Commission. This overlap is to be expected and does not
necessarily mean that the two committees are duplicating work. The Planning Commission primarily
concerns itself with general site design only in connection with land-use decisions, leaving the details to
the ARC. However, when a specific site layout is approved by the Planning Commission, the ARC is
expected to work with the general layout established by the Planning Commission action.

ARC approval by itself does not take the place of a building permit or other special approvals that might
be required for a new project. Complete architectural review guidelines and more information about the
ARC are contained in the Community Design Guidelines, which are available at the Community
Development Department.

STATUS

The ARC was established by City ordinance in November, 1973. It is supported by planners in the
Community Development Department who do initial evaluation of development plans, confer with
designers, prepare meeting agendas and assist the Commission in its duties. The Commission is ,
responsible directly to the Council, which hears all appeals of ARC decisions. (SLOMC Chapter 2.48,
Ordinance. No. 600 [1973 Series]; Guidelines amended by Resolution No. 5086 [1983 Series];
Ordinance No. 1138 [1989 Series]; Ordinance No. 1417 [2002 Series]). Commissioners are
compensated at $50.00 per meeting with a monthly maximum of $200.00. (Resolution No. 9189 [2001
Series]).
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MEMBERS

The ARC has seven members. Members must be residents and registered voters of the City. The only
special qualifications for membership are a proven interest in the City’s physical environment and the
ability to make positive and fair aesthetic evaluations.

TERMS/LIMITS

Members of the Commission serve a term of four years. Members are eligible for re-appointment for an
additional four years. Members are subject to a term limit of eight years, or two consecutive four-year
terms.

MEETINGS

The ARC meets at 5:00 p.m. on the first and third Monday of each month in the Council Hearing Room,
City Hall.
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PURPOSE

The purpose of the Bicycle Advisory Committee (BAC) is to provide oversight and policy direction on
matters related to bicycle transportation in San Luis Obispo and its relationship to bicycling outside the
City. The BAC makes recommendations regarding the implementation of the City’s Bicycle
Transportation Plan, which includes information on the network of bike lanes and bike paths, as well as
a variety of programs to promote and support bicycle transportation.

STATUS

The BAC was established as a permanent committee in January of 1994, (Resolution No. 8280 [1994
Series])

MEMBERS
The BAC has seven members. Members must be residents and registered voters of the City.
TERMS/LIMITS

Members of the Committee serve a term of four years. Members are eligible for re-appointment for an
additional four years. Members are subject to a term limit of eight years, or two consecutive four-year
terms.

MEETINGS

Generally meets bimonthly on the third Thursday of the month (January, March, May, June, September
and November) at 7:00 p.m. in the Council Hearing Room, City Hall.
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PURPOSE

The Construction Board of Appeals meets as necessary in order to hear and decide appeals of orders,
decisions or determinations made by the building official relative to the application and interpretations
of various technical codes. In addition, the Board of Appeals may meet as the Appeals Board for
Disabled Access for the purpose of considering appeals to the standards contained in the California
Building Standards Code regarding accommodations for persons with physical disabilities.

STATUS

The Construction Board of Appeals was established in 1979 and is required under provisions of the
City’s Building Code. The Board is staffed by the Chief Building Official. (SLOMC Chapter 15,
Section 204.1, Resolution No. 4017 [1979 Series])

MEMBERS

The Board consists of seven members. Members must be residents and registered voters of the City.
Five of the seven members shall be qualified by experience and training to pass on matters pertaining to
building construction and building service equipment, and who are not employees of the City. Two
members of the Board shall be physically handicapped, as defined by the California Building Code.

TERMS/LIMITS

Members of the Board serve a term of four years. Members are eligible for re-appointment for an
additional four years. Members are not subject to term limits.

MEETINGS - Held on call.
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PURPOSE

The Cultural Heritage Committee (CHC) promotes the preservation of architectural, archaeological,
historical and cultural resources in San Luis Obispo by: a) helping the public pursue cultural resource
preservation projects; b) sponsoring educational programs and research that improves our understanding
of the community’s history and archaeology; ¢) on request, commenting on the effects of public and
private actions on community cultural resources; and d) helping with the administration of City-
sponsored benefit programs.

FUNCTIONS

1. Collect, consolidate, and make available information about historical resources and historical
resource sites, and promote, participate in, or sponsor educational and interpretive programs.

2. Provide advice and guidance for the restoration, alteration, decoration, landscaping, or maintenance
of historical resources or properties within Historical Preservation Districts.

3. Review the Inventory of Historical Resources and recommend to the Council any amendments.

4. Assist property owners with the preparation of National Register applications for historical resource
sites.

5. Help to administer benefit programs approved by the Council that are directed at preserving
historical resources or resources within Historical Preservation Districts.

6. Publish and maintain Historical Preservation Program Guidelines which present, a) benefit programs
sponsored by the City; b) procedures for adding properties to the Inventory of Historical Resources
or for establishing a historical district; and c) other information concerning historical preservations.

7. Review actions proposed by public agencies and provide information on how such actions may affect
designated or eligible properties within or adjacent to historical districts.

8. Cooperate with local, state and federal agencies in the pursuit of historical preservation.

9. Provide direction on the application of the California Environmental Quality Act (CEQA) on specific
development proposals where possible impacts of development on historic resources are uncertain.

10. Function within the guidélines and policies of the Advisory Bodies Handbook and perform other
duties as assigned by the Council. '
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STATUS

The CHC was established in 1981 as a technical committee and is staffed by a Planner from the
Community Development Department. This committee became permanent in February 1987 when
Council adopted Resolution No. 6158 (1987 Series) that establishes CHC functions and duties. (Bylaws
amended by Resolution No. 9468 [2003 Series]). See also SLOMC Chapter 17.54, Ordinance No. 1086
(1987 Series) establishing Historical Preservation Districts, and Resolution No. 8002 (1992 Series)
allowing members to reside outside the three Historical Preservation Districts.

MEMBERS

The CHC is a seven-member committee. Members must be residents and registered voters of the City.
When possible, membership includes a person knowledgeable in local history, a person with training or
experience in structural rehabilitation, a person with knowledge of architecture, and, when possible, a
person knowledgeable in local archaeology. The membership also includes a resident from each of the -
City’s three Historical Preservation Districts, when possible.

TERMS/LIMITS

Members of the Committee serve a term of four years. Members are eligible for re-appointment for an
additional four years. Members are subject to a term limit of eight years, or two consecutive
four-year terms.

MEETINGS

Meets the fourth Monday of the month at 5:30 p.m. in the Council Hearing Room at City Hall.
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PURPOSE

The Housing Authority Commission advises the Council on housing issues and needs of the low- and
moderate-income households in the City.

FUNCTIONS

The Commission is responsible for developing, maintaining, and managing the City’s low-rent housing
and rental subsidy programs. It has direct legal responsibility for policy, staff, and management of the
Authority’s multi-million dollar annual operating budget.

. STATUS

The Commission was established by the Council in 1968 to fulfill the responsibilities related to the
creation of the Housing Authority. The Housing Authority is a separate public corporation that, under
state and federal law, is responsible for implementing programs which assist families or elderly persons
who lack the income necessary to obtain housing that is decent, safe, and sanitary. The legal authority,
powers, duties and responsibilities of the Commission are defined by the California Health and Safety
Code (Housing Authorities Law) and the corporation bylaws of the Commission. Its bylaws are not
approved by the City Council. (Authorized by City Election held 6/4/68)

MEMBERS

Terms of office, qualifications for appointment and grounds for removal from office are defined by state
law. Appointments to the Housing Authority are not subject to residency requirements. The ‘
Commission has seven members. Five of the members are at-large and are appointed by the Mayor
subject to confirmation by the Council. The other two members are appointed by the Mayor from the
Housing Authority’s tenant population and each serves a two-year term. At least one of the tenant
members must be 62 years of age or older.

TERMS/LIMITS

The at-lafge members serve four-year terms. The tenant members serve two-year terms. Members of
the Commission are not subject to term limits.

MEETINGS

Meets the third Thursday of the month at noon in the Housing Authority offices located at 487 Leff
Street.
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PURPOSE

The Human Relations Commission (HRC) advises the Council in creating an environment within the
City in which all persons can enjoy equal rights and opportunities regardless of race, religion, sex,
national origin, age, physical, mental, sexual orientation, or economic status. The Commission makes
recommendations to the Council or the City Manager on how these social concerns and human needs can
best be addressed. It is desired and expected that specific functions of the HRC will change as solutions
are found to specific problems or as times change, and the needs and priorities of the community in this
field evolve. '

FUNCTIONS

1. To promote mutual understanding and foster harmonious relations between persons and groups
within the community, and provide a forum for residents to discuss problems relating to human
rights and relations;

2. To receive and investigate complaints concerning community tensions and acts of discrimination,
and cooperate with and assist other human services groups that have similar purposes;

3. To make recommendations to the Council when action is proposed as a means to insuring
community cooperation and understanding;

4, To evaluate perceived inadequacies in human rights and services and to recommend possible action;

5. To review, evaluate, and make recommendations on all City funding requests from groups that
provide human services and Community Development Block Grants (CDBG); to provide liaison to
recipients of grants-in-aid monies, through personal contact and required activity and budget reports;

6. Such duties, including studies and research, as the Council deems necessary and appropriate and
assigns to the Commission.

7. To help foster good relations between the Homeless Shelter and surrounding neighborhood and the
integration of homeless services.

STATUS

The Commission was established by the Council in 1964. (Established by motion 1/6/64, SLOMC
Chapter 2.56, amended by Ordinance No. 1150 [1989 Series]; Bylaws amended by Resolution No. 9057
[2000 Series]). The Commission oversees City-approved programs such as a referral service for those
members of the community in need. The HRC staff is in contact with other human service agencies
throughout the City, county and state. The HRC is staffed by the Human Resources Department.

MEMBERS
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The HRC has seven members. Members must be residents and registered voters of the City. While
there are no special qualifications for applicants, the Council usually seeks individuals w1th experience,
or a demonstrated interest in community social issues.

MEETINGS
Monthly — First Wednesday of the Month at 5:00 p.m., in the Council Hearing Room, City Hall.

TERMS/LIMITS

Members of the Commission serve a term of four years. Members are eligible for re-appointment for an
additional four years. Members are subject to a term limit of eight years, or two consecutive four-year
terms.




PURPOSE

The Jack House Committee assists the Council and Parks and Recreation Department in the
administration and restoration of the historic Jack Residence at 536 Marsh Street. The Committee
makes recommendations for basic rules and regulations that will allow for the greatest possible public
use and enjoyment of the house and grounds, while protecting and preserving the history and integrity of
this cultural and recreational facility.

STATUS

The Committee was established in 1975 as a condition of a deed granting the former residence of the
Jack family to the City of San Luis Obispo. The Committee is staffed by the Parks and Recreation
Department staff. (Resolution No. 2761 [1975 Series])

MEMBERS

The Committee has seven members who are required to be residents and registered voters of the City.
Membership consists of one person each from the County Historical Society, Cal Poly School of
Architecture faculty, Cal Poly Department of Ornamental Horticulture faculty, and City Parks &
Recreation Commission. (Retired Cal Poly faculty members qualify for these positions.) Additionally,
there are three members-at-large appointed for four-year terms by the Council.

TERMS/LIMITS
There are no term limits for members serving on the Jack House Committee.
MEETINGS

Meetings are held on the second Wednesday of the month at the Parks and Recreation Department
Office, 1341 Nipomo Street, at 5:30 p.m.
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PURPOSE

The Mass Transportation Committee assists with an ongoing program of public transit in the City and
Cal Poly. As requested, the Committee provides advisory recommendations and input to the Council
regarding routes, schedules, capital projects, fares, marketing, and additional services.

STATUS

The Committee was established in 1972 to study the feasibility of a public mass transit system to serve
City residents and visitors. It is staffed by the Transit Manager in the Public Works Department.
(SLOMC Chapter 2.20; Bylaws last amended by Resolution No. 9435 [2003 Series])

MEMBERS

The Committee has seven voting members, consisting of one Cal Poly employee designated by Cal Poly
and one Cal Poly student representative designated by Associated Students, Inc. (ASI); one senior citizen
(62 years of age or older); one person from the business community; one person with technical
transportation planning experience; one disabled person; one member-at-large, and one student. In
addition, when possible, two Alternate members selected from the general public will be appointed. The
Cal Poly representatives are exempt from the residency requirements. All other members must be
residents and registered voters of the City. '

TERMS/LIMITS

Members of the Committee serve a term of four years. Members are eligible for re-appointment for an
additional four years. Members are subject to a term limit of eight years, or two consecutive four- year
terms.

MEETINGS

Meetings are held quarterly. The Committee establishes in June annually a regular meeting schedule for
the period from July 1 through June 30. The annual meeting schedule includes date, time, and location.
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PURPOSE

The Parks and Recreation Commission is a body of citizens appointed to advise the City’s Parks and
Recreation Department and the Council on the development and operation of recreation programs and
parks, and on the implementation of the Parks and Recreation Element of the General Plan.

The Commission works closely with the Recreation Director and staff, and with the Parks Maintenance
Division of the Public Works Department. ‘

FUNCTIONS

The Commission advises and makes recommendations on all aspects of the City’s parks and recreation
programs. The Commission is expected to:

1.. Provide leadership in developing a comprehensive recreational program for City residents of all ages.
2. Be familiar with the types of recreation programs and parks that residents need and want.

3. Plan, through implementation of the Parks and Recreation Element, for parks that will be needed in
the future as the City grows.

4. Advise the Parks and Recreation Director, as requested, on department administration.
STATUS

The Commission was originally created in 1941 by Charter. In 1978, the Charter was revised and the
Parks and Recreation Commission was re-established by ordinance. (SLOMC 2.16) The Commission is
staffed by the Parks and Recreation Department.

MEMBERS

The Parks and Recreation Commission consists of seven members. Members must be residents and . -
registered voters of the City. ' '

TERMS/LIMITS

Members of the Commission serve a term of four years. Members are eligible for re-appointment for an
additional four years. Members are subject to a term limit of eight years, or two consecutive four-year
terms. ‘
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MEETINGS

Meetings are held the first Wednesday of the month at 7:00 p.m. in the Council Chamber located at City
Hall, 990 Palm Street. '
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PURPOSE

The Personnel Board exists to provide a forum for hearing both sides of unresolved employee grievances
and disciplinary matters. The Board’s goal is to ‘bring out all information pertinent to a case and give all
interested parties an opportunity to state their views. The Board can then make recommendations to the
Council based on complete information, thus relieving the Council of what can be a very time-
consuming process. The Board may perform other advisory roles as directed from time to time which
are consistent with the Charter and best use the skills and talents of the Board members.

FUNCTIONS

The Board makes recommendations in two general areas: 1) When an employee appeals a disciplinary
action taken against him/her; and 2) When an employee files a grievance that cannot be settled at an
administrative level.

In the case of a grievance, the Board will give the City Manager an advisory opinion, based on either the
written record alone, or on the written record plus sworn testimony taken at a hearing.

For a disciplinary case, the Board always holds a hearing—open or closed, according to the employee’s
wishes. The Board then forwards its findings and recommendations to the Council. :

The Board has the power to subpoena witnesses and documents for its hearing. If either party asks for a
subpoena before the hearing, the Board must issue it. After the hearing begins, subpoenas may be issued
at the Board’s discretion.

Three members constitute a quorum. A member may vote on a recommendation only if he/she is present
for the entire hearing, or if the member certifies he/she has listened to a recording, or read the transcript
of that portion of the hearing that he/she missed.

STATUS

In June 1978, City voters approved an amendment to the Charter that required the Council to set up an
advisory board for personnel matters. The Board, responsible to the Council, began operating in July
1979. The Human Resources Department provides staff support to the Board. (SLOMC Chapter
2.36.540, Ordinance No. 808 [1979 Series])

" MEMBERS

The Personnel Board has five members. Members must be residents and registered voters of the City.
Although there are no special qualifications for appointment, some knowledge or background in
personnel matters is helpful.

MEETINGS
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The Board meets when a personnel matter requires it. The meetings are held at a time mutually
“convenient to Board members, staff and other involved persons.

TERMS/LIMITS

- Members of the Board serve a term of four years. Members are eligible for re-appointment for an
additional four years. Members are subject to a term limit of eight years, or two consecutive four-year
terms.
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PURPOSE

The Planning Commission must regularly make decisions regarding land use policies and specific
development applications. Some are recommendations to the Council and some are final, subject to
appeal to the Council. The Commission also reviews and recommends long -range plans for the City’s
growth and development.

FUNCTIONS

The Planning Commission makes recommendations to the Council in five areas:

1. General Plan - The Commission reviews proposals on long-range planning policies. These may be
in the form of new sections for the General Plan or amendments to the existing plan, or development
of Specific Plans or Area Plans, and are brought to the Commission by City planning staff,
consultants, and private applicants.

2. Zoning - The Commission reviews proposals for changes in the zoning of land, or in the zoning
regulations, and makes recommendations to the Council. In some matters, such as use permits, the
Commission’s decision is final, unless appealed to the Council.

3. Subdivisions - The Commission makes recommendations to the Council on the subdivision of land.

4. Capital Improvement Program - The City’s long-range financial plan for major municipal
construction projects, equipment purchases and planning studies is reviewed for General Plan
conformance by the Commission, and its recommendations are forwarded to the Council.

5. City Services and Resources - The Commission reviews the adequacy of City services and
resources needed for proposed development. When City facilities or resources are in danger of being
overburdened, the Commission offers recommendations to the Council on possible remedies.

When Planning Commission decisions are final, the Commission also takes final action on
environmental determinations pursuant to the California Environmental Quality Act (CEQA). In
weighing decisions on the growth and development of the City of San Luis Obispo, the Commission
provides a sounding board for public opinion. Although commissioners do consider the rights and
desires of property owners/developers and the general public, they must make their decisions pursuant to
the General Plan, ordinances, and other standards and procedures set forth in State and City law.
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STATUS

The Commission was established in the 1940s. It is staffed by planners in the Community Development
Department who prepare meeting agendas, meet with developers, and handle other functions for the
Commission. The Commission is responsible to the Council. (SLOMC Chapter 2.12, Ordinance No.
254N [1944 Series], Ordinance No. 1139 [1989 Series] Bylaws amended by Resolution No. 9467 [2003
Series]) Commissioners are compensated $50.00 per meeting with a monthly maximum of $200.00.
(Resolution No. 9189 [2001 Series])

MEMBERS

The Planning Commission has seven members who are not necessarily planning professionals.
Members must be residents and registered voters of the City. No special training is required for
appointment. Members occasionally may be requested to attend seminars and workshops to enhance
skills in planning.

TERMS/LIMITS

Members of the Commission serve a term of four years. Members are eligible for re-appointment for an
additional four years. Members are subject to a term limit of eight years, or two consecutive four-year
terms.

MEETINGS

Meetings are held on the second and fourth Wednesday of the month at 7:00 p.m. in the Council
Chamber, City Hall.
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PURPOSE

The Promotional Coordinating Committee’s (PCC) goals are to: 1) improve the quality of life available
to all residents of and visitors to San Luis Obispo; and 2) promote, in a manner consistent with long-
range community goals, the development of San Luis Obispo as a regional hub and tourist center.

FUNCTIONS

1. Planning a comprehensive, long-range program to promote tourism in the City.
2. Preparing an annual program consistent with the long-range program.

3. Developing City advertising and promotional programs and projects.

4. Hearing requests from cultural and promotional groups seeking City grants; recommending groups to
the Council for funding.

5. Initiating and supporting community cultural activities that are meaningful to residents and visitors
alike.

6. Providing a liaison between City committees and civic organizations outside of government that
work to promote the quality of life for residents and visitors of the City of San Luis Obispo.

STATUS

The PCC was established in 1970 as a permanent body responsible to the Council. This Committee is
unusual in that it has an annual budget which, while originally developed by formula based on transient
occupancy tax and business tax receipts, is no longer formula-funded, but based on annual cost-of-living
increases to the prior year’s budget. (Council Minutes dated 6/23/70 and Resolution No. 4948 [1982
Series] establishing Bylaws, Bylaws amended by Resolution No. 6592 [1989 Series]) The PCC is
staffed by an Administration employee.

The PCC has two standing subcommittees. The Grants-in-Aid Committee meets from January to May to
evaluate grant applications and make preliminary recommendations to the PCC.

The Marketing Subcommittee is responsible for preliminary contract evaluations and the City’s
Marketing Plan for preliminary recommendations to the PCC.
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MEMBERS

The PCC has seven members. Six of the seven members must be residents of the City of San Luis
Obispo. The seventh member is a representative from the Tourism Business Improvement District
Board, who is exempt from the residency requirement. The Council usually seeks appointees with
experience in some aspect of promotion, advertising and tourism or in community cultural activities.

TERMS/LIMITS

Members of the Committee serve a term of four years. Members are eligible for re-appointment for an
additional four years. Members are subject to a term limit of eight years, or two consecutive four-year
terms. :

MEETINGS

Meetings are held the second Wednesday of the month at 5:30 p.m. in the Council Hearing Room, City
Hall. '
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PURPOSE

The Tourism Business Improvement District (TBID) Board advises the Council in the administration
and use of the TBID assessment funds. The Board recommends projects to promote tourism to the City
of San Luis Obispo to benefit directly the City’s lodging industry.

FUNCTIONS

1. Develops a comprehensive program to promote tourism to the City of San Luis Obispo and prepares
an annual marketing program consistent with industry goals and objectives.

2. Develops advertising and promotional programs and projects to benefit the lodging industry in the
City.

3. Presents an annual assessment report to the City Council regarding promotional programs and
projects that have been implemented. :

4. Performs any other lawful tasks as directed by the Council.
STATUS

The Tourism Business Improvement District Board was established in 2008 (Ordinance No. 1517). It is
staffed by an Administration employee.

MEMBERS

The Board consists of five members from the San Luis Obispo City lodging industry; One of those
members serves as a representative to the Promotional Coordinating Committee.

TERMS/LIMITS

Members of the Board serve a term of four years. Members are eligible for re-appointment for an
additional four years. Mempbers are subject to a term limit of eight years, or two consecutive four-year
terms. .

MEETINGS

The TBID Board meets at 11:00 on the second Wednesday of each month at City Hall, 990 Palm Street.
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PURPOSE

~ The Tree Committee makes recommendations to the Council and staff on tree policies and regulations.
FUNCTIONS
1. The Committee considers tree removal requests.

2. Working with staff, the Committee prepares and maintains a Master Tree List and a Tree Planting
Plan, as provided in the Tree Regulations. (SLOMC 12.24 et. al.)

STATUS

The Tree Committee was established in 1977, is staffed by the City Arborist, and meets on the fourth
Monday of the month to consider tree removal requests and other issues.

MEMBERS

The Committee has five members who have an interest or expertise in horticulture; one of which is a
representative of the Architectural Review Commission. Members must be residents and registered
voters of the City.

TERMS/LIMITS

Members of the Committee serve a term of four years. Members are eligible for re-appointment for an
additional four years. Members are subject to a term limit of eight years, or two consecutive four-year
terms.

MEETINGS

The Tree Committee meets at 5:00 p.m. on the fourth Monday of the month at the City’s Corporation
Yard located at 25 Prado Road.
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section 6. tIps fOR BEING an |
cffective memBeER and chair Of an
AOVISORY BOOY

After appointment by the Council, the City Clerk will present new advisory body members with a useful
binder of information about the City, which includes this handbook. In addition, the City staff member
designated to serve in support of your advisory body will schedule an orientation appointment with you.
This is your chance to learn more about City government and the scope of responsibility of the advisory
body to which you have been appointed. In addition to reading this Handbook (which will answer many
of your questions), start preparing for your new role by:

1. Reviewing the City’s Mission Statement, Organizational Values, and your advisory body by-laws.

2. Reading the other information provided to you in your orientation binder about the City and your
specific advisory body. Keep the binder handy for easy reference and review.

3. Getting to know fellow advisory body members and staff. Learn the history and “language” of your
advisory body. Ask about upcoming issues.

4. Considering meeting with the Chair of your advisory body and/or a Council Liaison to learn more
about your role and to understand expectations. This will help you focus in on the “big picture” and
how you fit in.

5. Becoming familiar with basic meeting management and diplomatic decision-making procedures.

6. Attending training programs and workshops offered to you by the City.

Most citizens understand when they apply to serve on an advisory body that they will be making a
commitment of time to attend meetings, but many are often surprised by the amount of time it takes to
prepare properly for a meeting. Being prepared is key to making good decisions and will strengthen the
value of your advisory body’s recommendations.

1. Do your homework! This involves setting enough time aside to review thoroughly and consider the
entire agenda packet.
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2. When you receive your agenda packet, read it carefully. Be prepared to discuss fully, evaluate, and
act on all matters scheduled for consideration. Think about:

The number of items.

Those items that may be controversial.
Difficult procedural items.

Issues you know little about.

e o

3. Visit any sites or facilities that will help you understand the issues.

4. Start a list of questions for staff.

5. Call or meet with staff before the meeting to learn more, if need be. Getting more information ahead
of time may make your decision-making easier and help move the meeting. Your questions may also
alert staff to issues that others may also be pondering. Advance knowledge assists staff with

preparing oral reports and adequately addressing the issues during the meeting.

6. Show up on time and be ready to work. (It’s also helpful to be well rested!)

Being selected by the City Council to serve on an advisory body is a high honor and provides a unique
opportunity for genuine public service. Open, honest and supportive relationships with the City Council,
with City staff and fellow members of your advisory body will ensure your success and effectiveness.

1. The proper channel to contact City staff on items of consideration is through the designated City staff
person providing support to your advisory body.

2. Demonstrate respect to your fellow advisory body members by being a good listener, by
communicating honestly, and by being dependable.

3. Adopt a positive attitude and become a problem-solver.

4, If you have a new idea, propose it to the group as a whole. (See also Section 3.C.2, Continuity of
Work and New Ideas.)

5. If friction develops, individuals should make every attempt to clarify differences and make certain
that clear communication is taking place. The public meeting should not be used to express anger or
disagreement.

6. If differences cannot be resolved, consider consulting with the appropriate individual/s next in line in

the “chain of command”: 1) Staff Liaison or Chair, 2) the Department Head, 3) City Manager or
Council Liaison.
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To get the most out of your experience and to be truly effective as a member of an advisory body, it is
strongly suggested you participate as fully as possible.

1.

Your attendance at meetings is vital. Recognizing that a scheduling conflict may come up from time

to time, commit to attending all the meetings of your advisory body. If you are unable to attend,

contact the Chair and/or staff liaison as soon as possible prior to the meeting. Advance notice of
your absence will prevent an unexpected lack of a quorum and may also avoid delays in project or
program approvals.

Take an active role. Be an enthusiastic member of the team.

If time permits, attend meetings of other advisory bodies or the City Council to stay abreast of
current City issues.

Volunteer to chair the group or serve on a sub-committee.

The City Council looks to its advisory bodies to be their “eyes and ears” of San Luis Obispo. Talk to
members of the community about your role, get their input and invite public participation. (See also
this section, G-6, Communicate Effectively.)

Some advisory body meetings are well attended by the public and others are not. Nevertheless, it’s

“important to remember that everyone is entitled to his or her own opinions.

Some members of the public are quite used to speaking before a public body, but most are not.
Individuals may address the advisory body to either present an issue or concern, or to speak for or
against an item. This may be the first time they have ever done this, and they may find the experience

intimidating. Anxiety can be expressed in a variety of ways, including aggressiveness or forgetfulness,

so be patient and remember to:

1.

A

Be fair and consistent

Pay attention to all speakers and actively listen to what they are saying

Ask questions for clarification, but avoid debate or “cross-examining”

Be sure that your body language is not sending mixed or negative messages

See also this section H: Special Tips for the Chairperson.
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Although it may seem like this tip could simply go unsaid, it is important to remember it (especially
when you feel very strongly about a matter): Treat fellow members of your advisory body, staff, and the

public with respect and courtesy at all times.

AN o

Allow others time to present their views fully
Actively listen and seek to understand

Avoid interrupting others

Be open to new ideas

Explore alternatives

When necessary, agree to disagree.

Advisoi'y body members serve as a communications link between the community, staff, and City
Council. You provide a channel for citizen expression. Not only is it important for you to listen

carefully to others, but you also need to be able to communicate effectively what you are hearing and
thinking.

1.

2.

Take notes to remind yourself of questions you want to ask or important comments you wish to make

Be direct, open, and forthright

. Provide rationale for opinions or recommendations

Stay on topic
Take your charge seriously, but maintain composure and keep your sense of humor

When speaking to the public and/or press, be sure you are representing the majority views of your
individual advisory body. Personal opinions should be clearly identified as such.

Speak clearly and be sure people can hear you.
If you wish to communicate using electronic mail (email), use the tool wisely. It is easy to

unintentionally violate the Brown Act, so certain caution must be exercised when using email. (See
Section 4, Common Questions about the Brown Act.)
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The Chairperson’s main role is to provide the advisory body with group direction and to set the tone for
meetings. The Chair must balance being strong enough to move the meeting along and democratic
enough to involve all members in the meeting. The effective chairperson:

1.

10.

11.
| 12.
13.

14.

Remembers to explain the public participation process to the audience. (For example: “The
commission will hear first from staff who will present the staff report. Commission questions to
staff will follow and then the floor will be open to the public, who may comment on the matter.
Following public comment, the matter will come back to the commission for our deliberation and
action.”)

Announces each item before discussion begins.

. Is even-handed and fair to all participants.

Observes specified time limits.

Protects commissioners and staff from verbal attacks.

Solicits opinions, feelings, aﬁd positions from all members.

Encourages the generation of alternative solutions.

Protects new thoughts from being rejected prior to fair evaluation.
Discourages finger pointing and blame-orientated statements or questions.
Keeps the discussion focused on the issue.

Delays evaluation and analysis of alternatives until all are on the table.
Guides the process of screehing alternatives and selecting the solution.

Attempts to obtain consensus.

Moves the meeting along and does not let the advisory body drift off the subject at hand.

Here are some additional tips for managing any meeting, but particularly the difficult ones:

1.
2.
3.

Encourage the designation of a spokesperson for any groups
Ask staff to make sure there are plenty of extra agendas and staff reports

Establish and announce rules before the meeting begins
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4. Introduce each item and possible actions

5. Try not to waste time on routine items

6. ‘Encourage speakers to address the advisory body and not the audience
7. Discourage clapping and shouting

8. Use recesses to help diffuse hostility

9. Adhere to speaker time limits

10. If you don’t already, use speaker slips/cards

11. Make sure that all advisory body members are addressing each other, through you, and not the
audience

12. Consider continuing an item for further discussion if it appears consensus may not be reached.
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SAN LUIS OBISPO STYLE
Quality with Vision

WHO ARE WE?

People Serving People

B A team that puts high value on each citizen it
serves.

®  Providers of programs that meet basic service
needs of each citizen.

B Enhancers of the quality of life for the community

as a whole.

WHAT DO WE STAND FOR?

Quality in all Endeavors — Pride in Results

Service to the community — the best — at all times.
Respect — for each other and for those we serve.

Value — ensuring delivery of service with value for
cost.

Community involvement — the opportunity to
participate in attaining the goals of the City.

WHERE ARE WE GOING?
Into the Future with a Design

Planning and managing for levels of service
consistent with the needs of the citizens.

Offering skills development and organizational
direction for employees in order to improve the
delivery of municipal services.

Developing sources of funding and establishing a
sound financial management program which will
result in fiscal independence and flexibility in the
delivery of City Services.

Providing the residents of the City with accurate
and timely information on issues which affect
them, and encouraging the full utilization of City
services. '

Promoting the City as a regional trade, recreational
and tourist center and improving the quality of life
for residents and visitors.
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We, as an organization, embrace opportunities to improve our services and the quality and effectiveness of our
relationships with the community and our teams. The following values guide and inspire our efforts.

Shared Vision, Mission and Goals

Honesty, Respect and Trust

We have a sense of common purpose and direction
pursued with passion and translated into concrete
actions. ‘

Service

We honor commitments, acknowledge legitimate
differences of opinion and accept decisions reached
with integrity.

Initiative and Accountability

We are dedicated to the best use of resources to fulfill
identified community goals and needs.

Leadership and Support

We take personal responsibility to do what needs to be
done and report the results in a straightforward manner.

Innovation and Flexibility

We recognize that the ability to lead can be found at all
levels and that to create an environment to succeed
requires leading by example.

Communication

We are open to change and willing to try new ways to
fulfill the organization’s vision, mission, and goals
more effectively.

Employee Development and Recognition

We foster open and clear discussion that encourages
the willingness to speak up and to listen, within a
framework of respect and understanding.

Team Players

We encourage and support each employee to improve
relevant job skills and celebrate personal and team
accomplishments.

Stewardship and Ethics

We encourage effective working relationships within
and between departments and the public to address
issues and achieve valuable results.

We promote public trust by using City resources
wisely, and through consistent fulfillment of these
values.
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ADVISORY BODIES IN-BRIEF

Adv1sory C0mm1ttee on
Joint Use of Recreational
| Facilities

sulal
4" Tuesday, Noon
Ludwick Community
Center, 864 Santa Rosa St.

To Advise the Council and San Luis Coastal Unified School District regarding g;ollcy for operation of
school district facilities and planning for balanced integration of school district property being
developed.

Architectural Review 1 & 3™ Mondays, To establish guidelines for architectural design and to review development plans.
Commission 5:00 p.m., Council
Hearing Room, City Hall ,
Bicycle Advisory 3" Thursday, 7:00 p.m. Provide oversight and policy direction on matters related to bicycle transportation and its relationship
Committee January, March, May, to bicycling outside the City
July, September, and
November. Council
Hearing Room, City Hall
Board of Appeals As Needed, To hear and decide appeals of orders, decisions, or determinations made by the Building Official
: City Hall relative to the application and interpretations of the Building Codes.
Cultural Heritage 4" Monday, To promote the preservation of architectural, Archeological, historical cultural resources in San Luis
Committee 5:30 p.m., Council Obispo by helping the public pursue cultural resources preservation projects and by sponsoring
Hearing Room, City Hall | educational programs.
Housing Authority 3" Thursday, To develop and manage programs to help low and moderate-income families, the elderly, and
12:00 Noon, disabled with housing problems.
487 Leff Street

Human Relations
Commission

1® Wednesday, 5:00 p.m.,
Council Hearing Room,
City Hall

To provide a forum for residents to discuss social problems and to review City funding requests from
groups providing human services, and encourage non-governmental organizations to provide human
services needs.

Jack House Committee

2™ Wednesday, 5:30 p.m.,

1341 Nipomo Street

To advise the City Council in the administration of the Jack Residence for the greatest possible
public use and enjoyment including making recommendations for basic rules and regulations.

Mass Transportation
Committee

2" Wednesday, 2:30 p-m.,

January, March, May,
July, September, and
November, Council

To assist with the ongoing program of public transit in the City and Cal Poly. The committee makes
recommendations to the Council regardmg routes, schedules, capital projects, fares, marketing and
additional services.

Hearing Room, City Hall
Parks & Recreation 1™ Wednesday, 7:00 pm., | To advise and recommend on all aspects of the City’ parks and recreation programs.
Commission Council Chamber, City

Hall ,
Personnel Board To provide a forum for employees appeals of disciplinary actions and employee grievances.

As Needed
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Planning Commission

2" & 4™ Wednesday, 7:00
p.m., City Hall

To make recommendations on the General Plan, zoning, subdivisions, the capital improvement
program and the City services and resources.

Promotional Coordinating
Committee

2™ Wednesday, 5:30 p.m.,
Council Hearing Room;
City Hall

Recommendations on projects to help promote the City as a regional trade, recreation and tourist
center, consistent with long-range community goals.

Tourism Business
Improvement District

2" Wednesday, 11:00
a.m., Council Hearing

To advise the Council in the administration and use of the Tourism Business Improvement District
funds and to recommend projects promoting tourism to directly benefit the City’s lodging industry.

Board Room, City Hall
Tree Committee 48 Monday, 5:00 p.m., Makes recommendations to the Council on tree policies and regulations. Prepares and maintains a
25 Prado Rd. ’ Master Tree List and Tree Planting Plan,
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