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THE AD HOC OPEN GOVERNMENT SUBCOMMITTEE WELCOMES YOU!

WELCOME . . . By your presence, you are participating in the process of representative government. To 

encourage that participation, the Ad Hoc Open Government Subcommittee has specified a time for citizen 

comments on its agenda, at which time citizens may address the subcommittee concerning matters relating to the 

open government process. The Ad Hoc Open Government Subcommittee consists of two members of the City 

Council (Mayor Pro Tem Lesser and Councilmember Howorth) who have been asked by the City Council to 

develop recommendations with respect to open government. The subcommittee’s recommendations will be 

considered by the City Council at a future City Council meeting.

Copies of staff reports or other written documentation relating to each item of business referred to on this agenda 

are available for review on the City's website at www.citymb.info, at the County Library located at 1320 Highland 

Avenue, the Police Department located at 420 15th Street, and are also on file in the City Clerk’s Office for public 

inspection. Any person who has any question concerning any agenda item may call the City Clerk's office at 

(310) 802-5056 to make an inquiry concerning the nature of the item described on the agenda.

In compliance with the Americans With Disabilities Act, if you need special assistance to participate in this 

meeting, you should contact the City Clerk’s Office at (310) 802-5056 (voice) or (310) 546-3501 (TDD). 

Notification 36 hours prior to the meeting will enable the City to make reasonable arrangements to assure 

accessibility to this meeting.

A. CALL TO ORDER

B. PLEDGE TO THE FLAG

C. ROLL CALL

D. AUDIENCE PARTICIPATION

E. GENERAL BUSINESS

1. 13-0134Report by Special Counsel on Sunshine Ordinances and 

Recommendation that the Subcommittee Seek Further City Council 

Direction

SEEK CITY COUNCIL DIRECTION

Attachment 1 - Sunshine Ordinance Staff Report from August 30, 2012Attachments:

2. 13-0135Public Records Protocol and Review of Public Records Act Request Log

APPROVE

Attachment 1 - Public Records Protocol Staff Report from August 30, 2012

Attachment 2 - Public Records Protocol

Attachment 3 - Public Records Act Request Log

Attachments:
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3. 13-0136Status Update on Various Open Government Initiatives: Use of Special 

Meetings, Policy on Minutes, Consent Calendar Content, Follow-Up on 

Agenda Items, Staff Reports and Including Public/Stakeholders, Agenda 

Structure and Process

DISCUSS AND PROVIDE DIRECTION

Attachment 1 - Open Government Initiatives Matrix

Attachment 2 - Agenda for the March 21, 2013, Teambuilding Meeting

Attachments:

F. ADJOURNMENT

G. FUTURE MEETINGS

CITY COUNCIL MEETINGS

Mar. 19, 2013 – Tuesday – 6:00 PM – City Council Meeting

Mar. 21, 2013 – Thursday – 8:30 AM – City Council Teambuilding Meeting

Apr. 2, 2013 – Tuesday – 6:00 PM – City Council Meeting

Apr. 16, 2013 – Tuesday – 6:00 PM – City Council Meeting

Apr. 23, 2013 - Tuesday - X:00 - Board & Commission Interviews 

Apr. 30, 2013 - Tuesday - X:00 - City Council Study Session 

May. 7, 2013 – Tuesday – 6:00 PM – City Council Meeting

May. 9, 2013 – Thursday – 6:00 PM – City Council Budget Study Session #1 (Tentative)

May. 14, 2013 – Tuesday – 6:00 PM – City Council Budget Study Session #2 (Tentative)

May. 16, 2013 – Thursday – 6:00 PM – City Council Budget Study Session #3 (Tentative)

May. 21, 2013 – Tuesday – 6:00 PM – City Council Meeting

Jun. 4, 2013 – Tuesday – 6:00 PM – City Council Meeting

Jun. 18, 2013 – Tuesday – 6:00 PM – City Council Meeting

Jul. 2, 2013 – Tuesday – 6:00 PM – City Council Meeting

Jul. 10, 2013 – Wednesday – 8:30 AM – City Council Strategic Plan Meeting

Jul. 16, 2013 – Tuesday – 6:00 PM – City Council Meeting

Aug. 6, 2013 – Tuesday – 6:00 PM – City Council Meeting

Aug. 20, 2013 – Tuesday – 6:00 PM – City Council Meeting
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BOARDS, COMMISSIONS AND COMMITTEE MEETINGS

Mar. 13, 2013 – Wednesday – 6:30 PM – Planning Commission

Mar. 25, 2013 – Monday – 6:30 PM – Parks & Recreation Commission

Mar. 27, 2013 – Wednesday – 6:30 PM – Planning Commission

Mar. 28, 2013 – Thursday – 6:30 PM – Parking & Public Improvements Commission

Apr. 3, 2013 – Wednesday – 6:00 PM – North Manhattan Beach Business Improvement District

Apr. 8, 2013 – Monday – 6:30 PM – Library Commission

Apr. 9, 2013 – Tuesday – 6:00 PM – Cultural Arts Commission

Apr. 10, 2013 – Wednesday – 6:30 PM – Planning Commission

Apr. 22, 2013 – Monday – 6:30 PM – Parks & Recreation Commission

Apr. 24, 2013 – Wednesday – 6:30 PM – Planning Commission

Apr. 25, 2013 – Thursday – 6:30 PM – Parking & Public Improvements Commission

May. 1, 2013 – Wednesday – 6:00 PM – North Manhattan Beach Business Improvement District

May. 8, 2013 – Wednesday - 6:30 PM - Planning Commission

May. 13, 2013 – Monday - 6:30 PM – Library Commission

May. 14, 2013 – Tuesday - 6:00 PM - Cultural Arts Commission

May. 22, 2013 – Wednesday - 6:30 PM - Planning Commission

May. 23, 2013 – Thursday - 6:30 PM - Parking & Public Improvements Commission

Jun. 5, 2013 – Wednesday – 6:00 PM – North Manhattan Beach Business Improvement District

Jun. 10, 2013 – Monday- 6:30 PM - Library Commission

Jun. 11, 2013 – Tuesday - 6:00 PM - Cultural Arts Commission

Jun. 12, 2013 – Wednesday-  6:30 PM - Planning Commission

Jun. 24, 2013 – Monday - 6:30 PM - Parks & Recreation Commission

Jun. 26, 2013 – Wednesday - 6:30 PM - Planning Commission

Jun. 27, 2013 – Thursday - 6:30 PM - Parking & Public Improvements Commission

H. CITY HOLIDAYS

CITY OFFICES CLOSED ON THE FOLLOWING DAYS:

May. 27, 2013 – Monday – Memorial Day

Jul. 4, 2013 – Thursday – Independence Day

Sep. 2, 2013 – Monday – Labor Day

Oct. 14, 2013 – Monday – Columbus Day

Nov. 11, 2013 – Monday – Veterans Day

Nov. 28-29, 2013 – Thursday & Friday – Thanksgiving Holiday

Dec. 25, 2013 – Wednesday – Christmas Day

Jan. 1, 2014 – Wednesday – New Years Day

Jan. 20, 2014 – Monday – Martin Luther King Day

Feb. 17, 2014 – Monday – President's Day

May. 26, 2014 – Monday – Memorial Day

Page 4 City of Manhattan Beach Printed on 3/8/2013

Page 5 of 46



Page 6 of 46



Agenda Date: 3/12/2013  

TO:

Ad Hoc Open Government Subcommittee

THROUGH:

David N. Carmany, City Manager

FROM:

Roxanne Diaz, Special Counsel

SUBJECT:

Report by Special Counsel on Sunshine Ordinances and Recommendation that the 

Subcommittee Seek Further City Council Direction

SEEK CITY COUNCIL DIRECTION

_____________________________________________________________________

RECOMMENDATION:

Staff recommends the Open Government Ad Hoc Subcommittee refer to the City Council the 

question of whether the City should engage in a process of reviewing “sunshine ordinances.” 

FISCAL IMPLICATIONS: 

No fiscal implication is associated with this recommendation.

BACKGROUND: 

At the August 30, 2012, Ad Hoc Subcommittee meeting, there was a lengthy discussion 

regarding the interplay of the Public Records Act Protocol and “sunshine ordinances .”  The 

direction of the Ad Hoc Subcommittee was to bring back to a subsequent meeting a more 

robust review of sunshine ordinances and how they might operate in the City of Manhattan 

Beach.  

DISCUSSION:

Notwithstanding the direction at its last meeting, the question of whether the City should 

engage in a process of reviewing “sunshine ordinances” is an item that should be reviewed 

by the entire City Council rather than the Ad Hoc Subcommittee at this time.  The Ad Hoc 

Subcommittee is an advisory committee with a limited purpose.  It has a specific task-to go 

through a Matrix of Open Government Initiatives (the “Matrix”) and make recommendations 

to the City Council.  Once that task is complete, the Ad Hoc Subcommittee dissolves.  When 

the City Council received an update on the Matrix on January 3, 2012, a discussion 

regarding sunshine ordinances was not on the list of Matrix initiatives nor was it discussed by 

the City Council or the Ad Hoc Subcommittee.  
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In addition, two new City Council members are scheduled to be sworn-in on March 19, 2013.  

It is appropriate for the new Council to provide direction before the Ad Hoc Subcommittee 

embarks on a review of new initiatives. An August 30, 2012, Staff Report providing an 

overview on sunshine ordinances is attached for reference (Attachment 1).

CONCLUSION:

Staff recommends the Open Government Ad Hoc Subcommittee refer to the City Council the 

question of whether the City should engage in a process of reviewing “sunshine ordinances.” 

Attachment:

1. Sunshine Ordinances Staff Report from the August 30, 2012, Ad Hoc 

Subcommittee Meeting
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Agenda Date: 3/12/2013  

TO:

Ad Hoc Open Government Subcommittee

THROUGH:

David N. Carmany, City Manager

FROM:

Roxanne Diaz, Special Counsel

SUBJECT:

Public Records Protocol and Review of Public Records Act Request Log

APPROVE

_____________________________________________________________________

RECOMMENDATION:

Staff recommends that the Open Government Ad Hoc Subcommittee forward the Public 

Records Act Protocol to the City Council for review and approval and provide feedback on 

the Public Records Act Request Log.  

FISCAL IMPLICATIONS: 

There are no fiscal implications associated with this action.

BACKGROUND: 

In March 2011, the City Council entered into a settlement agreement with the late Richard 

McKee with regard to the lawsuit he filed seeking relief “for alleged violations of the Brown 

Act and the California Public Records Act.”1 As part of the settlement agreement, the City 

agreed to “develop and adopt a protocol for responding to requests for public records which 

complies with the Public Records Act.”2 In 2011, the Ad Hoc Subcommittee was directed to 

review initiatives on open government, conduct research, and report back to Council.  While 

the settlement agreement with Mr. McKee delegated to the City Manager the authority to 

develop and adopt a Public Records Act protocol, development of a policy regarding Public 

Records Act procedures and the implementation of the settlement agreement were listed as 

items on an Open Government Initiatives Matrix (“Matrix”).3  Accordingly, the proposed 

Public Records Act Protocol (“Protocol”) was presented to the Ad Hoc Subcommittee for 

review at its public meetings on July 19, 2012, and August 30, 2012. 

 

At the August 30, 2012, Ad Hoc Subcommittee meeting there was a lengthy discussion 

regarding the interplay of the Protocol and “sunshine ordinances. ”  The direction of the Ad 

Hoc Subcommittee was to bring back the Protocol to a subsequent meeting and include a 
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more robust discussion of sunshine ordinances.  As indicated in the Staff Report for the 

agenda item on the sunshine ordinance, Staff is recommending that the question of whether 

to consider a sunshine ordinance for the City of Manhattan Beach be referred to the City 

Council. 

Accordingly the Protocol should be viewed as a stand-alone item unless otherwise directed 

by the City Council.  The remainder of this report provides additional information regarding 

the Protocol.  For background regarding the substance of the Protocol, the Staff Report on 

the Protocol from the August 30, 2012, Ad Hoc Subcommittee meeting is attached 

(Attachment 1). The Protocol is also attached to this report (Attachment 2). 

DISCUSSION:

Reason for the Protocol

The Protocol should be viewed as a stand-alone item based on the McKee litigation.  The 

settlement agreement requires the adoption of a “protocol for responding to requests for 

public records which complies with the Public Records Act.”  While this office did not handle 

the matter, from our review of the litigation file from activities that took place three years ago 

as well as information provided by third parties, the issue that was brought to the forefront by 

the McKee litigation was that the City was not complying with the Public Records Act .   That 

is, there were examples presented where the City had not responded to requests, the City 

was not complying with the statutory deadlines in the Act, the City took months to provide 

responsive records or in the case of the McKee litigation, the City withheld records that were 

public.  Accordingly, the settlement agreement required the City to comply with state law at a 

minimum.  

The Protocol presented to the Ad Hoc Subcommittee does exactly what the settlement 

agreement intended.  It is a document that sets forth in writing the procedures City Staff 

must follow in responding to Public Records Act requests.  This certainly was important for 

the parties in the McKee matter because from their point of view the City was not always in 

compliance with the Act.  In addition, the Protocol informs the public of the procedures by 

which it may request a public record and will be followed in responding to their requests.  

Adoption of a policy or protocol is not unique among cities

The adoption of a Public Records Act policy or protocol is common and such policies come 

in many forms.  There are cities that have adopted formal written policies regarding the 

public’s right to access records and those policies include procedures describing how 

records will be made available.  Cities that have adopted such policies include San Jose, 

Oakland, Azusa and Vernon.4  

Other cities have included information regarding the Public Records Act procedures simply 

as part of information provided on the city website such the Cities of Mission Viejo and 

Berkeley.5 Other cities such as Seaside and Lomita have more detailed information on a 

“form” they ask members of the public to utilize when making requests.  

Provisions of the Protocol that go beyond the text of the statute

While the Protocol is not a “sunshine regulation,” the City does strive to exceed the 

mandates required by State law as summarized below.   
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1. Requests for Inspection/Copies of Identified and Readily Available Records

Under the Public Records Act, the City has 10 days to respond to any request for public 

records.  Oftentimes, however, members of the public seek records that are easily 

identifiable and readily available.  In those instances, the City has committed to provide 

these records “expeditiously” and ideally on the day they are requested.  This has been 

incorporated into the Protocol so that City Staff knows that while ten days is the law, the 

expectation is that straightforward records requests should be responded to quickly-the 10 

day rule should not be the floor 

2. Maintenance of a Public Records Act Request Log

The Protocol requires the City Clerk’s office to enter all records request into a “Public 

Records Act Request Log” (“Log”).  The maintenance of this Log is not required by state law 

yet it provides important information for both the public and Council in terms of the City’s 

adherence to the Protocol and State law.  Even though the Protocol has not been adopted 

by the City, the City Clerk and the City Attorney began implementation of the practices 

discussed in the Protocol including the maintenance of the Log, which is attached as 

Attachment 3.   

There are several observations from the Log.  First, since July 27, 2012, through February 

25, 2013, the City Clerk has logged 95 Public Records Act requests.  Second, a review of 

the Log indicates that when the request is for a document that is easily identifiable, Staff has 

responded quickly.  For example, requests no. 6, 9 and 14 sought records such as a 

provision of the municipal code, the compensation range for a community services officer 

and commercial refuse rates.  These requests were completed on the day the request was 

received and in one instance within two days of receipt. Last, a review the Log indicates that 

certain requests by their very nature require staff to conduct more research to understand 

what is being requested or to look for the responsive records and thus additional time was 

needed.  The action of City staff is noted in the last column.

The Log, while not required by state law, is an important piece of the City’s commitment to 

transparency so the public as well as the City Council can have a tool to measure the City’s 

commitment in providing the public access to records.  We request that the Ad Hoc 

Subcommittee provide its feedback on the Log so that it can be a useful tool for both the City 

and the public.  

CONCLUSION:

Staff recommends that the Open Government Ad Hoc Subcommittee forward the Public 

Records Act Protocol to the City Council for review and approval and provide feedback on 

the Public Records Act Request Log

Attachments:

1. Staff Report on the Protocol from the August 30, 2012, Ad Hoc Subcommittee meeting.

2. Public Records Protocol

3. Public Records Act Request Log

End notes:

1. Recital C of the Settlement Agreement and Release dated March 15, 2011.

2. Section 1(a) (iv) of the Settlement Agreement and Release dated March 15, 2011. 
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3. The Matrix was developed by the Ad Hoc Subcommittee to list open government initiatives 

and was subsequently reviewed by the City Council on January 3, 2012. 

4. It should be noted that both San Jose and Oakland have “sunshine ordinances” yet both 

cities adopted a separate “policy” to inform the public about the procedures for making public 

records act requests and how city staff responds to those requests .  

5. It should be noted that Berkeley has adopted a “sunshine ordinance” and the information 

regarding their policies on obtaining public records is separate and apart from their sunshine 

ordinance. 
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TO:

THROUGH:

FROM:

DATE:

Agenda Item #:

Staff Report
City of Manhattan Beach

Mayor Pro Tem Lesser and Council Member Howorth
Open Government Ad Hoc Committee

Quinn Barrow, City Attomey

Roxanne Diaz, Esq.

August 30,2012

SUBJECT: Discussion and Direction Regarding Public Records Protocol

RECOMMENDATION:
It is recommended that the Open Govemment Ad Hoc Committee discuss the Public Records Act
Protocol and provide comments and/or direction to Staff.

BACKGROUND:
In March 20II, the City Council entered into a settlement agreement with Richard McKee with
regard to the lawsuit he filed seeking relief "for alleged violations of the Brown Act and the
California Public Records Act."l As part of the settlement agreement, the City agreed to "develop
and adopt a protocol for responding to requests for public records which complies with the Public
Records Act."' While the settlement agreement delegated to the City Manager the authority to
develop and adopt a Public Records Act protocol, Staff believes it would be appropriate for the
Open Govemment Ad Hoc Committee to provide its input on the protocol prior to implementation.

DISCUSSION:
The California Public Records Act codified at Govemment Code Section 6250 et. seq., is a

Califomia statute that affords the public the right to obtain a copy of and the right to inspect most
government records retained by State and local agencies. The fundamental principal is that records
of a state or local agency (as defined by the Public Records Act) shall be disclosed to the public
upon request, unless there is a legal basis not to do so.

The Public Records Act permits local agencies to adopt regulations stating the procedures to be
followed when making their records available to the public. Accordingly, the proposed Public
Records Act Protocol ("Protocol") is a formal written policy affirming the public's right to access

records as well as set forth the procedures by which such records will be made available to the
public. The Protocol also describes the process for City Staffto follow when responding to requests

for public records. The Protocol is summarized below.

' Recital C of the Settlement Agreement and Release dated March 15,20ll
2 Section l(a)(iv) of the Settlement Agreement and Release dated March 15, 201L
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Procedures for Making Public Records Act Requests.

The Protocol provides that requests for public recordi should be made on a "Request for Public
Records Form" ("PRA Form") and be submitted to the City Clerk's Office. If a request for public
records, however, is not placed on the PRA Form, the City cannot deny the request. The Protocol
recognizes that public records requests come in variety of ways such as email, phone requests, fax,

letter and in person. In cases where the requestor does not complete the PRA Form, the PRA Form
shall be filled out by City Staff. The central reason for the PRA Form is to reduce any

misunderstandings between the requestor and City Staff as to what records are sought. The PRA
Form also serves as the basis for tracking requests to ensure that Staffresponds to records requests

in a timely manner and with greater efficiency.

Under the Public Records Act and as reflected in the Protocol, persons making requests should
specify the records to be copied or inspected with sufficient detail to allow the city to identi$ the
responsive public records. If City Staff determines that the request is unfocused or not clear, it is
the role of the Staff to make a reasonable effort to obtain information from the requestor to clariS
the request or otherwise assist the requestor in identiffing records that may be responsive to a
request. This is more fully discussed in Section trV.C. of the Protocol.

Last, the Protocol recognizes that the public has the right to not only request a copy of a public
record, but that the public may also request to "inspecf' a public record. Accordingly, the Protocol
provides that public records are open to inspection during regular City business hours. The City,
however, does not maintain a centralized system for all City records. Therefore the Protocol
provides that requests for inspection of specifically identified and readily available public records

should be handled as soon as possible, ideally on the day they are requested. However, some

requests may require the City to locate, review and assemble records before fulfilling the request.

Therefore in such cases it is likely that inspection will not be contemporaneous with the request.

Procedures for Processing Public Records Act Requests.

The Protocol centralizes the processing and handling of public records requests in the Office of the

City Clerk. Under the Protocol, the City Clerk's office is responsible for accepting public records

requests as well as transmitting responses and responsive public records to persons making a
request. The Public Records Act provides that a local agency has 10 calendar days from receipt of
the public records request to notiff the requestor "whether the request, in whole or in party, seeks

copies of discloseable public records in the possession of the [city]. . . ." Accordingly, the Protocol
provides that the process for handling records requests shall be implemented within the ten days

after receipt of a request. The process is summarized below:

1. Upon receipt of a public records request, the City Clerk's Office enters the request into the

"Public Records Act Request Log."

2. The City Clerk's Office forwards the request to the appropriate City department for
processmg.

3. The designated department employee(s) reviews the request and its files to determine
whether the department has the requested public records in its possession.
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4. If the department determines it has responsive public records, the department is required to
contact the City Clerk to provide an estimated amount of time needed to prepare the records
and an estimate of the copying charges if possible.

5. If the department determines that it does not maintain any responsive records, the

department must immediately notiff the city clerk.

6. After receipt of the information from the department, the City Clerk responds to the

requestor by advising the requestor in writing whether the request, in whole or in part, seeks

copies of discloseable public records in the possession of the City. The City Clerk shall also
provide an estimated date as to when the records will be made available and the estimated

copying charges, if available.

Although the Act prescribes the time for responding to a records request, the law does not provide a

specific time-frame in which a local agency is required to disclose the records. The Act provides

that copies of records must be provided "promptly." That said, the Protocol requires the department

to provide the City Clerk with the estimated amount of time needed by the department to prepare

the records (i.e. search for, gather, review and copy the records). The expectation is that the

department will forward the responsive records to the City Clerk within this time-frame so that the

City Clerk can make those records available to the requestor upon the payment of the fees to cover
the costs of duplication.

If a request for public records is denied in whole or in part, the requestor must be notified in
writing.

CONCLUSION:
In conclusion, it is recommended that the Open Govemment Ad Hoc Committee discuss the Public
Records Act Protocol and provide comments and/or direction to Staff

Attachments: A. Public Records Act Protocol
B. Public Records Request Log
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il.

CITY OF MANHATTAN BEACH

PUBLIC RECORDS ACT PROTOCOL

INTRODUCTION/PURPOSE

The California Public Records Act ("Act") is the State law that establishes and
guides the public's right to access records concerning the conduct of the people's
business. The purpose of this protocol (known as the "Public Records Act
Protocol") is to affirm in writing the public's right to access City Public Records
and to set forth the procedures by which such Public Records will be made
available to the public in accordance with the Act. City Staff receives requests
for Public Records frequently. Responding promptly and appropriately to public
records requests is an important aspect of the City's open government process.

GEN ERAL RESPONSI BILITI ES

The City Clerk's Office shall be responsible for accepting Public Records
requests from members of the public and transmitting responsive records to the
person making a Public Records request. Each department shall be responsible
for providing the City Clerk with Public Records under the Department's control.

DEFINITIONS

A. City Clerk shall mean the City Clerk of the City of Manhattan Beach or her
designee.

B. Public Records includes any writing containing information relating to the
conduct of the public's business prepared, owned, used, or retained by the
City of Manhattan Beach regardless of physical form and characteristics.

C. Writing means any handwriting, typewriting, printing, photostating,
photographing, photocopying, transmitting by electronic mail or facsimile,
and every other means of recording upon any tangible thing any form of
communication or representation, including letters, words, pictures,
sounds, or symbols, or combination thereof, and any record thereby
created, regardless of the manner in which the record has been stored.

PROCEDURES FOR MAKING PUBLIC RECORDS ACT REQUESTS

A. Public Records Act requests can come in different forms: (i) letter
requests; (ii) email requests; (iii) fax requests; (iv) phone requests; and (v)
requests made in person.

ilt.

tv.

-1-
l2 100-0001\l 46601 6v 1.doc
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c.

Requests to be Submitted to the City Clerk's Office. Requests for Public
Records should be made on the Request for Public Records Form
("Form") and should be submitted to the City Clerk's Office. Written
requests reduce any misunderstandings between the requestor and City
Staff, which allows City Staff to respond to records requests in a timely
manner and with greater efficiency. However, the City will not deny a
request for Public Records solely because it is not submitted in writing.

1. lf the Form is not completed by the person making the request, the
Form should be prepared by City Staff and if applicable, City Staff
should attach the letter, email, or other writing prepared by the
requestor. lf a request is received by phone or made in person and
the person making the request is unable or unwilling to complete
the Form, the Form should be prepared by City Staff, A notation
should be made on the Form stating the manner by which the
request was received.

2. Requests for inspection and/or copies of specifically indentified and
readi[ available Public Records such as limited sections of City
regulatory documents, specific sections of the Zoning Code, and
specifically identified resolutions, do not require completion of the
Form, and such requests should be handled as soon as possible
and copies provided expeditiously, ideally on the day they are
requested.

3. lf City Staff must search and examine files or collect records from a
variety of departments, or the request requires research as to the
existence of the requested Public Records and/or their location, a
Form should be completed.

Requests Should ldentify the Public Records. The person making the
request should, in writing, specify the Public Records to be
inspected/copied with sufficient detail to enable the City to indentify the
particular Public Records. lf the request seems ambiguous or unfocused,
City staff should make a reasonable effort to obtain additional clarifying
information from the requestor that will help identify the Public Record(s).
Pursuant to Government Code Section 6253.1, City staff shall do all of the
following, to the extent reasonable under the circumstances:

1. Assist the member of the public to identify records and information
that are responsive to the request or to the purpose of the request,
if stated.

2. Describe the information technology and physical location in which
the records exist.

-2-
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D.

3. Provide suggestions for overcoming any practical basis for denying
access to the records or information sought.

Right to Inspect Public Records. Public Records are open to inspection at
all times during regular City business hours. The Public Records Act
provides that every person has a right to inspect any public record, except
as othenruise provided in the Act. Upon receipt of a written or oral request
for inspection of Public Records, the City shall make the records promptly
available to the requestor. However, the City does not maintain a
centralized system for all City records. Therefore, some requests to
inspect records may require that the City locate, review and assemble
records before fulfilling the request.

Any department that receives a request for a copy of Public Records shall
time stamp the request and promptly forward the request to the City
Clerk's Office.

PROCEDURES FOR HANDLING PUBLIC RECORDS ACT REQUESTS.

The City Clerk, upon a request to inspect or obtain a copy of Public Records,
shall, within ten (10) days, determine whether the request, in whole or in part,
seeks disclosable Public Records in the possession of the City. The ten (10) day
time period shall be calculated from the date the request is received during
regular City Hall business hours. The following procedures shall be followed
within the ten days after receipt of a request.

A. Upon receipt of a request, the Clerk's Office shall immediately enter the
request into the "Public Records Act Request Log" maintained by the City
Clerk's Office. The City Clerk shall then fonruard the request to the
appropriate Department Head or department designee.

B. Upon receipt of the Public Records request by the Department Head or
designee, the department shall promptly begin reviewing the request and
department files to determine if the department has the requested Public
Records in its possession. The Department Head or designee may note
his or her calendar with the last date to respond to the request as required
under Government 6253(c). The department shall contact the City Clerk
to provide an estimated amount of time needed to prepare the records (i.e.
search for, gather, review and copy the records), and an estimate as to
the duplication charges (if possible). lf the request seeks a voluminous
amount of Public Records, the department shall contact the City Clerk's
office prior to preparing the records. lf the department has determined
that it does not maintain any Public Records responsive to the request, the
department shall immediately notify the City Clerk.

C. Upon receipt of the information from the department, the City Clerk shall
respond to the person requesting Public Records by advising the

E.

V.

-3-
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D.

requestor in writing as to whether the request, in whole or in part, seeks
copies of disclosable Public Records in the possession of the City, and if
so, the estimated date and time when the records will be made available
and the estimated duplication charge (if available). This determination
shall be communicated to the requestor within the 10 day time period.
The City is required to make the Public Records promptly available to any
person upon payment of fees covering the direct costs of duplication, or a
statutory fee if applicable.

Requests that are related to pending or potential litigation shall be
coordinated with the City Attorney's office. Questions regarding the Public
Records Act or regarding whether or not any Public Record is subject to
disclosure shall promptly be forwarded to the City Attorney's Office for
review.

In unusual circumstances, the 10 day period for determining whether the
request, in whole or in part, seeks copies of disclosable Public Records in

the possession of the City, may be extended by written notice from the
City Clerk or City Attorney to the person making the request, setting forth
the reasons for the extension and the date on which a determination is

expected to be made in the manner set forth in Government Code Section
6253. No notice shall specify a date that would result in an extension for
more than 14 days. The written determination shall include the estimated
date and time when the Public Records shall be made available.

lf a request for Public Records seeks the production of records or
documents that are not in existence at the time the request is made, the
City is not obligated to create a document in order to respond to the
request.

A determination that a Public Record is exempt from disclosure under the
Public Records Act shall be made in consultation with the City Attorney's
office.

E.

F.

G.

vt. TRANSMITTAL OF RECORDS

A. Unless othenarise directed by the City Clerk, the department shall fonuard
the Public Records and the final cost of duplication to the City Clerk within
the time period estimated by the department.

The City Clerk's office shall then make the Public Records available to the
requestor upon payment of fees covering the direct costs of duplication or
a statutory fee, if applicable.

B.

-4-
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VII. GENERAL

A. Each Department shall designate a person or persons, who will be
responsible for responding to Public Records Act requests and
coordinating the response with other City Departments, when appropriate.

B. lf a request for Public Records is denied in whole or in part, the denial
shall be in writing and shall contain the names and titles or positions of
each person responsible for the denial as required by Government Code
Section 6253(d) and 6255(b).

C. Nothing in this Public Records Act Protocol shall be construed to permit
the City to delay or obstruct the inspection or copying of Public Records,
nor shall the Public Records Act Protocol be construed as limiting the
City's rights under the Public Records Act and applicable case law.

VIII. ATTACHMENT: Public Records Request Transmittal Form
Sample of Public Records Act Request Log

APPROVED:

City Manager

-5-
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Agenda Date: 3/12/2013  

TO:

Ad Hoc Open Government Subcommittee

THROUGH:

David N. Carmany, City Manager

FROM:

Roxanne Diaz, Special Counsel

SUBJECT:

Status Update on Various Open Government Initiatives: Use of Special Meetings, Policy on 

Minutes, Consent Calendar Content, Follow-Up on Agenda Items, Staff Reports and 

Including Public/Stakeholders, Agenda Structure and Process

DISCUSS AND PROVIDE DIRECTION

_____________________________________________________________________

RECOMMENDATION:

Staff recommends that the Open Government Ad Hoc Subcommittee receives a status 

update and discuss and provide direction on the Open Government Initiatives Matrix as 

outlined in this report and forward its recommendation to the City Council.

FISCAL IMPLICATIONS: 

There are no fiscal implications with the recommended action at this time.

BACKGROUND: 

The Ad Hoc Subcommittee has been reviewing and providing direction to staff on the items 

listed on the Open Government Initiatives Matrix (Attachment 1) and to date a majority of the 

items listed on the Matrix have been implemented.  On January 3, 2012, the City Council 

was provided an update on the Matrix and the Council provided the Ad Hoc Committee with 

further direction on the Matrix initiatives with respect to certain items that require policy 

direction from the entire City Council.  The purpose of this report is to provide further 

information on those items to the Ad Hoc Subcommittee so that the Subcommittee can 

discuss and provide its recommendation to the City Council for a future City Council 

meeting.

DISCUSSION:

Question:  Should there be any restrictions on the calling of special meetings?

Item 2 on the Matrix is to explore the concept and limits of the use of special meetings.  By 

way of background, in the context of the Brown Act, there are three types of meetings that a 
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legislative body can hold:  regular, special or emergency meetings.   Pursuant to the Brown 

Act, every legislative body must establish a time and place for holding regular meetings.  In 

addition, the Brown Act requires that a legislative body publicly post an agenda prior to 

holding a meeting.

Almost all meetings of a legislative body, such as meetings of the city council, are “regular” 

meetings.  A “regular” meeting is a meeting that occurs on the legislative body’s established 

meeting day.  Agendas for a regular meeting must be publicly posted 72 hours in advance of 

the meeting in a place that is freely accessible to the public, and must contain a brief general 

description of each item of business to be transacted or discussed at the meeting.

Legislative bodies can also hold a “special” meeting.  A “special” meeting is a meeting that is 

held at a time or place other than the time and place established for regular meetings.   For 

special meetings, the “call and notice” of the meeting and the agenda must be posted at 

least 24 hours prior to the meeting.   Under the Brown Act the Mayor or a majority of the 

legislative body, may call a special meeting at any time.

Last, legislative bodies can hold “emergency” meetings.  An “emergency” meeting may be 

called to address certain emergencies, such as a terrorist act or crippling disaster, without 

complying with any notice requirements.  Notwithstanding, certain requirements apply for 

notifying the press and for conducting closed sessions as part of those meetings, and except 

as specified, all other rules governing special meetings apply.

As it pertains to special meetings, it is rare for cities to adopt limits on the use of such 

meetings.  For almost all cities, the calling of a special meeting is not the norm.  Most cities 

do not conduct regular and general city business at special meetings.  Special meetings are 

typically utilized in the case of scheduling conflicts with the regular meeting dates, when 

there is an urgent need or some other legal reason to take action before the next regular 

council meeting or if there is a need to devote an entire meeting to a specific topic or agenda 

item.  The cities that do have limits on the use of special meetings are those cities with 

sunshine ordinances that have included limitations or other requirements that must be met 

before a special meeting can be called.

For example, in the City of San Jose a special meeting agenda must be posted 4 days in 

advance of the meeting.  In the City of Oakland, a special meeting agenda must be posted 

48 hours in advance of the meeting excluding weekends and holidays.  Notwithstanding, 

their ordinance allows the posting requirement to be satisfied for a Monday special meeting if 

the agenda is posted by Friday at noon.

In addition to augmenting the notice requirements for special meetings, other sunshine 

ordinance provisions limit the “reasons” for calling special meetings.  A proposed ordinance 

in Dixon provides that special meetings may be called to take action on “an urgency matter 

that must be addressed sooner than the next regular meeting . . . . ”  The ordinance then 

provides numerous examples such as compliance with a court or other legal deadlines, 

taking a ceremonial action that is non-controversial because of a scheduling conflict of the 

person being recognized, or the need to address a complex matter that needs more time 

than that at a regular meeting.
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As demonstrated by these examples, the adoption of such policies or ordinances greatly 

limits the flexibility provided in the Brown Act for calling special meetings.  Also, the City 

Attorney’s office does not recommend any policy that could hamper its ability to meet 

litigation deadlines or limit its negotiation position.  We believe that it is important for the City 

Council and future City Councils to maintain the flexibility provided for in the Brown Act to 

hold special meetings.  For example, if the City Council desired to start a regular meeting 

earlier and did not adjourn to that earlier meeting time, the new start time for its regular 

meeting would have to be noticed as a “special meeting.”  The various provisions discussed 

above would limit the council’s ability to do this under the facts presented .  Accordingly, Staff 

seeks the direction of the Ad Hoc Subcommittee on this matter.

Question:  Should the policy on the content of minutes be altered?

Item 8 on the Matrix is the discussion of a policy on the format of minutes (action vs. 

summary).  By way of background, minutes of city council meetings are required by 

Government Code Section 36814 and 40801.  Government Code Section 36814 provides 

that “the council shall cause the clerk to keep a correct record of its proceedings.  At the 

request of a member, the city clerk shall enter the ayes and noes in the journal.”  Further, 

Government Code Section 40801 provides:  “the city clerk shall keep an accurate record of 

the proceeding of the legislative body . . . in books bearing appropriate titles and devoted 

exclusively to such purposes, respectively.”   In addition, the City’s municipal code provides 

that the City Clerk “shall be charged with keeping an accurate record of the proceedings of 

the City Council . . . .”  [MBMC Section 2.08.150].  Accordingly, minutes serve as the official 

legislative record of City Council meetings and are intended to be a written account of the 

actions taken on the items presented at a meeting.  State law, however, does not address 

the format of minutes.

There are several styles of minutes.  Industry standards describe the formats as action 

minutes, summary minutes or verbatim/semi-verbatim minutes.  Regardless of the format, 

minutes must be accurate, clear and state the action taken.  Action minutes can be 

described as minutes with very little narrative, if any, included with motions and votes listed 

in the record.  Summary minutes provided some City Council and staff comments as well as 

notations on members of the public who speak on agenda items.  Verbatim/semi-verbatim 

minutes include detail of each agenda item listed but also discussion on each agenda item.

Cities throughout the state use various styles of minutes.  In speaking to the City Clerk’s 

Association of California, I was informed that best practices dictate the use of “action” 

minutes for several reasons.  First, the duty of the minutes-taker is to record the action taken 

by the legislative body.  Minutes are not meant to be a transcript of the meeting.  Action 

meetings record what occurs.  Second, the general rule of transcription is for every hour of 

meeting time, there should be at least three hours allocated for transaction.  Action minutes 

reduce the amount of staff time spent in transcribing the minutes especially if the minutes 

are heavily detailed and/or verbatim.  Third, narrative on the dialogue that occurs during a 

meeting can lead to issues related to the interpretation of comments.  Action minutes 

eliminate a discussion about “who said what” or the comment, “I meant to say . . . . ”  Again, 

minutes are not a transcript of the meeting and with the advent of technology, the video is 

available if there is a desire to view and hear a full recounting of an item or the meeting.

That said the format of minutes is a matter of preference or policy by the City Council.  The 
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City Clerk utilizes action minutes for City Council meetings and this is consistent with 

industry standard.  If an alternative format of minutes is desired, the Ad Hoc Subcommittee 

must consider the staffing resources of the City Clerk’s office, which is currently understaffed 

and well as the budget implications.   Expectations of the role of the City Clerk have changed 

over time and city clerks have a more participatory role in local government than just being 

the minute-taker.  In fact, the City Clerks Association of California has provided city clerk’s 

throughout the state with a business card to hand out when someone asks the question, 

“What is a City Clerk.” 

The business card provides that the City Clerk is:

Elections Official

Local Legislation Auditor

Municipal Officer

Political Reform Filing Officer

Records & Archives

Public Inquiries & Relationships

City Council Support Services

Moreover, with new technology and methods of archiving, the City Clerk position has taken 

on more of a role in records management and the new trend in City Clerk offices is to have 

such a position on staff.

Question: Should a process be adopted to allow members of the public to provide input into 

staff reports drafted by professional city staff?

Item 18 pertains to City Staff Reports on how to or not to include the public and 

stakeholders. Specifically this item explores the concept of whether members of the public 

should provide written input to City Staff for incorporation into the final staff report .  We have 

not found any city that allows for input in this fashion and do not recommend such a policy.

That said, public participation on agenda items happens in a variety of ways.  First and 

foremost, members of the public can submit their comments to council members via email, 

letter or telephone prior to the council meeting.  Second, comments can be submitted in 

person orally or written during the discussion of the item at the city council meeting.  Also, to 

encourage more public participation City Staff intends to launch the eComment feature of 

the Granicus program that it recently implemented by July 2013.  eComment is a web-based 

form that is integrated into the published agenda.  Members of the Public can review staff 

reports and indicate their position on an item and leave feedback.  The City Clerk can then 

collate this information and provide it to the City Council at the meeting.   Finally, staff 

incorporates public input on agenda reports as appropriate.  For example, when the City 

Council was considering the issue at the Sand Dunes, public feedback was an important 

piece of the decision making process.  Accordingly, the City Council was informed of the 

outreach conducted by Staff on the matter in the Staff Report.

Staff recommends that we continue on the track to implement eComment and include public 

input as appropriate.

Question: Are any further changes warranted to the agenda structure and processes?
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Items 9, 13 and 15 pertain to agenda structure and process.  Specifically the items are as 

follows:

1. Agenda Structure and Process

2. Sticking to the Agenda

3. Consent Calendar Content (include routine items only)

4. Follow-up of Items that need to be agendized for a future meeting ensuring that items are 

brought back

The following is a status on the completion of these items.

As to agenda structure and process, City Staff surveyed a number of cities and gleaned the 

following information. First, most cities do not allow the public to pull consent items from the 

agenda. This process is unique to Manhattan Beach.  Second, audience participation time 

limits were in line with Manhattan Beach’s limits. Third, order of audience participation was 

generally in the beginning similar to Manhattan Beach, however most communities did not 

have a separate community announcement prior like Manhattan Beach.  Again, this is 

another area where Manhattan Beach is unique in this regard.

At the October 16, 2012 City Council meeting, the City Council reviewed the City’s agenda 

format and the City’s processes.  As the Ad Hoc Subcommittee may know, the City Council 

has adopted a series of resolutions over the years outlining its agenda and meeting 

procedures.  At the October 16th meeting the City Council took action to amend its 

procedures to facilitate effective meeting management as follows:

1. Amend the City Council meeting start time to 6:00 p.m.

2. Added approval of the agenda to the beginning of the agenda.

3. Adjourn each regular meeting by 11:00 p.m. except that the Council may by a 4/5th vote, 

waive or extend the deadline.

4. Clarifying the items that may be considered during “Other Council Business, Committee 

and Travel Reports”

5. Permitting members of the public to comment for a total of 3 minutes prior to the Council’s 

consideration of items removed from the consent calendar.

With regard to the “sticking to the agenda” initiative, the City Council agreed to facilitate a 

teambuilding exercise after this new agenda process was tested.  That meeting will occur on 

March 21, 2013 at 8:30 a.m. in the City Council chambers.  A copy of the agenda is attached 

(Attachment 2).

At that same meeting, the City Council also discussed the content of the consent calendar 

and the City Council directed staff to arrange an opportunity for the Mayor and Mayor Pro 

Tem to meet with the City Manager to review the draft agenda prior to setting the agenda .  

This is routine in cities and does help in determining the items that should be placed on 

consent taking into considerations matters of efficiency and public interest .

As for the last item of following up on items that need to be placed on future agendas, the 

City Manager has assigned Staff to make a list of items that come up during a meeting that 

need follow-up and/or need to be placed on a future agenda.  Those lists will be reviewed at 
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the department head meetings immediately following the City Council meetings to ensure 

that it is placed on the future agenda list, tracked and a staff person assigned to the item for 

appropriate follow-up.

Last, at the October 16th meeting, staff was directed to bring back the topic of agenda 

structure and processes to the newly constituted City Council sometime in the spring.  

Accordingly, this item will be brought to the full City Council for review at a future meeting.

CONCLUSION:

Staff recommends that the Open Government Ad Hoc Subcommittee receives a status 

update and discuss and provide direction on the Open Government Initiatives Matrix as 

outlined in this report and forward its recommendation to the City Council.

Attachments:

1. Open Government Initiatives Matrix.

2. Agenda for March 21, 2013, Teambuilding Meeting. 
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Ref. 
#

Effectiveness Area
Implementation 

Timeline
City Council 

Approval Date
DESCRIPTION How will this be accomplished Project Lead Admin. Challenges Legal Challenges $$$  Impact Current Status

1
Public Forums, Hearings, 

and Meetings
Short 1/3/2012

Send out reserved meeting notices as soon as a 
meeting is set, with the agenda to follow (e.g. color 
coded posting boards)

E-Notify, City Website City Clerk
Scheduling of limited 

staff, unbudgeted 
expenses

None; exceeds legal 
minimum 

requirements
IMPLEMENTED

2
Public Forums, Hearings, 

and Meetings
Medium

Explore concept and limits of the use of special 
meetings (policy)

City Council Policy City Attorney
Limits Flexibility 
Provided by the 

Brown Act

AWAITING AD HOC 
SUBCOMMITEE 

DIRECTION

FOR CITY COUNCIL 
REVIEW

3
Public Forums, Hearings, 

and Meetings
Short 1/3/2012

Train City Council and Staff on types of meetings 
(regular, special, emergency, etc)

1-page handout City Attorney None None

IMPLEMENTED 

Proposed training is to be 
scheduled

4
Public Forums, Hearings, 

and Meetings
Short 1/3/2012

Include a schedule of upcoming meetings on each 
agenda

Modify the current Agenda Template City Clerk None None IMPLEMENTED

5
Public Forums, Hearings, 

and Meetings
Medium 6/5/2012

Provide for meeting broadcasting capabilities at the 
Police/Fire Conference Room, Joslyn Center, 
Library

Purchase of necessary equipment, additional 
I.S. Division staff required

I.S. Manager
Scheduling of limited 

staff, unbudgeted 
expenses

None
Cost of I.S. 

staff 

IMPLEMENTED 

Scheduled to be complete 
by June 30, 2013

6
Public Forums, Hearings, 

and Meetings
Medium

Provide for interim recording of meetings held 
outside City Council Chambers

Small investment for equipment, and ongoing 
staffing

I.S. Manager
Scheduling of limited 

staff, unbudgeted 
expense

None
Cost of I.S. 

staff
IMPLEMENTED

7
Public Forums, Hearings, 

and Meetings
Short 1/3/2012

Timely completion and posting of City Council, 
Subcommittee, and Commission meeting minutes

Staff will develop an administrative policy 
setting the desired turnaround time for 
meeting minutes and distribute to all 
departments responsible for commissions or 
development of minutes

City Clerk
Staffing, day to day 

operations interrupt 
this activity

None
IMPLEMENTED

8
Public Forums, Hearings, 

and Meetings
Short

Policy on the format of minutes (action vs. 
summary)

City Council Policy City Clerk
Staffing, day to day 

operations interrupt 
this activity

AWAITING AD HOC 
SUBCOMMITEE 

DIRECTION 

FOR CITY COUNCIL 
REVIEW

9
Knowledge Acquisistion 

and Information 
Accessibility

Medium 10/16/2012 Agenda Structure and Process Survey other cities, 
City Manager / 

City Clerk

IMPLEMENTED

City Council Revised 
Agenda Procedures

10
Public Forums, Hearings, 

and Meetings
Longterm 10/16/2012 Sticking to the Agenda

Facilitated teambuilding after new agenda 
process is tested.

City Manager

IMPLEMENTED

City Council 
Teambuilding Meeting on 

March 21, 2013
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#

Effectiveness Area
Implementation 

Timeline
City Council 

Approval Date
DESCRIPTION How will this be accomplished Project Lead Admin. Challenges Legal Challenges $$$  Impact Current Status

11
Public Forums, Hearings, 

and Meetings
Short 6/5/2012

Evaluate the policy on time limits for audience 
participation (currently policy of 3-min individual 
and 15-min cumulative is set by City Council 
resolution)

City Council Policy City Clerk None

IMPLEMENTED

City Council Revised 
Agenda Procedures

12
Public Forums, Hearings, 

and Meetings
Short 6/5/2012

Evaluate the order/placement of audience 
participation on the agenda; review other cities’ 
audience participation models

City Council Policy City Clerk None

IMPLEMENTED

City Council Revised 
Agenda Procedures

13
Public Forums, Hearings, 

and Meetings
Short

Consent Calendar content (include routine items 
only)

Mayor and City Manager currently work 
together to set the agenda

City Manager None IMPLEMENTED

14
Public Forums, Hearings, 

and Meetings
Short 1/3/2012

Pulling of Consent items: City Council should pull 

1
st

 with staff introduction of the item included; 
clarifying questions and statements that could be 
addressed quickly vs. pulling an item.

City Council Policy City Clerk None IMPLEMENTED

15
Public Forums, Hearings, 

and Meetings
Short

Follow-up of items that need to be agendized for a 
future meeting; ensuring that items are brought 
back

Staff will make a list of items requested to be 
agendized during each City Council meeting 
and the list is discussed at the first Dept Head 
meeting immediately following City Council 
meeting.

City Manager / 
City Clerk

None None IMPLEMENTED

16
Knowledge Acquisistion 

and Information 
Accessibility

Short 1/3/2012

Councilmembers provide oral report of 
conferences/travel (first meeting after the event – 
per AB1234) and written reports with attachments 
(cover page or outline plus supplemental materials) 
available for public review

Staff will develop a 1-page cover sheet for use 
by Councilmembers.  They will have the 
ability to attach supplemental materials.  This 
will be kept on file in the City Clerk’s office for 
public review.

City Attorney None

City 
Councilmembers 

will still be required 
to provide an oral 

report of their 
conferences / travel 
at the first meeting 
following a trip (per 

AB1234)

IMPLEMENTED

17
Knowledge Acquisistion 

and Information 
Accessibility

Short
City Manager to report on conferences/travel of 
senior staff

Staff will develop a 1-page cover sheet for use 
by senior staff.  They will have the ability to 
attach supplemental materials.  This will be 
provided to the City Manager within 1-week of 
the event.  City Manager will provide a brief 
oral summary of senior staff travel at the next 
City Council meeting under the City 
Manager’s report.

City Manager None IMPLEMENTED

18
Public Forums, Hearings, 

and Meetings
Short

Staff Reports: how to or not to include the 
public/stakeholders

City staff to include stakeholder input as 
appropriate.

City Manger

AWAITING AD HOC 
SUBCOMMITEE 

DIRECTION

FOR CITY COUNCIL 
REVIEW
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#
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Approval Date
DESCRIPTION How will this be accomplished Project Lead Admin. Challenges Legal Challenges $$$  Impact Current Status

19
Knowledge Acquisistion 

and Information 
Accessibility

Medium Public Records Requests

Staff will develop an administrative policy 
setting Public Records Act procedures 
ensuring compliance with the law and timely 
response to all requests

City Clerk / City 
Attorney

AWAITING AD HOC 
SUBCOMMITTEE 

DIRECTION

FOR CITY COUNCIL 
REVIEW

20
Knowledge Acquisistion 

and Information 
Accessibility

Medium

Provide written guidelines to staff and the public 
regarding the California Public Records Act and the 
Brown Act in accordance with the McKee 
settlement

Written guidelines in the form of a handout 
will be provided to staff and available for 
review by the public in the City Clerk’s office

City Attorney None None

AWAITING AD HOC 
SUBCOMMITEE 

DIRECTION

FOR CITY COUNCIL 
REVIEW

21
Public Forums, Hearings, 

and Meetings
Medium Electronic Community Discussion Board

Staff will bring options to the subcommittee 
and City Council for consideration

City Manager
City Attorney will 

review
Cost of I.S. 

staff

22
Public Forums, Hearings, 

and Meetings
Short 1/3/2012

Evaluation of Meeting Management 
Software/Technology Tools to aid in meeting 
operation and audience participation

Staff will bring to City Council options for 
enhancing current meeting management 
software.

City Clerk / I.S. 
Manager

unbudgeted expense, 
training of staff for 

new software; 
additional /dedicated  

I.S. staff support 
during City meetings

None
Cost of I.S. 

staff
IMPLEMENTED

23
Public Forums, Hearings, 

and Meetings
Medium 1/3/2012 Voting Touch Device

(included as part of meeting management 
software/technology)

City Clerk / I.S. 
Manager

unbudgeted expense, 
training of staff for 

new software modules; 
additional / dedicated  

I.S. & Clerk staff 
support during City 

meetings

None
Cost of I.S. 

staff
IMPLEMENTED

24
Public Forums, Hearings, 

and Meetings
Medium 1/3/2012 Public Timer Implement  solution related to Granicus

City Clerk / I.S. 
Manager

Granicus software 
configuration and 

training of staff 
None IMPLEMENTED

25
Public Forums, Hearings, 

and Meetings
Longterm 1/3/2012 Electronic Agenda Packets

Staff will bring to City Council options for 
implementation of an electronic agenda 
packet.

City Clerk / I.S. 
Manager

unbudgeted expense, 
training of staff for 

new software and/or 
procedures; additional 

I.S. staff support

None IMPLEMENTED
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26
Public Forums, Hearings, 

and Meetings
Longterm

Quarterly Work Plan updates at City Council 
meetings and ongoing updates posted to the City 
website**

**The City adopted a "Strategic Plan" and no longer 
utilizes the quarterly work plan concept.

Modify the current Work Plan website page to 
a chart form that will be updated on an 
ongoing basis.  An agenda item for “Work 
Plan Status Update” will be added to the City 
Council Agenda for the second regular 
meeting of each month: July, October, 
January, April.**

**The City adopted a "Strategic Plan" and no 
longer utilizes the quarterly work plan 

City Manager None None IMPLEMENTED

27
Public Forums, Hearings, 

and Meetings
Short 1/3/2012

Scheduling of Annual Work Plan Meetings**

**The City adopted a "Strategic Plan" and no longer 
utilizes the quarterly work plan concept.

A Work Plan meeting to set the coming year’s 
goals typically occurs in January of each year 
so that items requiring budgetary 
consideration will be vetted and presented 
during the budget process.**

The City adopted a Strateic Plan and has a 
Strategic Plan Session every 6 months, which 

City Manager None None IMPLEMENTED

28
Open Government 

Consensus and 
Commitment Building

Medium City Council and Staff Training
Review current training offerings, budgets, 
and opportunities provided to City Council 
and staff

City Manager / 
Human Resources 

Director
None

IMPLEMENTED

On-going training will be 
provided to Staff.  Annual 

training provided to 
commissions on Brown 
Act, Public Records Act 

and Conflicts
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