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Shaping a new tomorrow, today.




Forward

This Board, Commission, & Committee Handbook has been
developed to assist new & continuing members with understanding
the general principles & operating issues of membership, Code of
Gilbert requirements, & Council Policy Statements that relate to
boards, commissions, & committees. This Handbook contains
major points & guidelines of responsibilities.

This handbook is best viewed electronically,
as it contains many useful links.

Suggestions, improvements, and questions regarding this
handbook should be directed to the Town Clerk, (480) 503-6861.

Anticipate. Create. Help People.

HLBERT

Gilbert challenges the community to
anticipate change, create solutions,
& help people and our businesses.




Za

We innovate & take risks, so we can

keep growing, improving & learning.

New ideas & innovative approaches
mean sometimes we’ll stumble.

If we do, we quickly refocus to find
the best path forward. Gilbert is a
safe place for big ideas. We are
committed to constant improvement
& doing things differently. We value
curiosity & creativity, knowing that
community solutions often require
new approaches to complex
challenges.

We have a flat organization where
titles are the least interesting thing
about us. Service is at the heart of
everything we do. We all have
meaningful contributions to make.
We embrace the servant
leadership model & relish
opportunities to facilitate the
success of others. Authenticity
& collaboration are critical to
our success.

Drisrer-

We are passionate & driven to
excel - always hungry for new
challenges & opportunities to
achieve more for our community
every day. Average doesn’t interest
us; we are always pushing
ourselves for amazing. We
understand the importance of
our work & strive every day to
give Gilbert the future
it deserves.

We believe in the inherent worth of
all people. We are inclusive & spread
Gilbert kindness in our words and
actions. We promote emotionally
intelligent leaders who put people &
relationships before processes &
tools. We serve each other & our
community with respect & civility at
all times. We believe the ability to
connect & help is just as important
as talent & knowledge.




Form of Government

Gilbert is a general law local government created under the authority
granted by State Statute. Gilbert was incorporated on July 6, 1920.

There are seven elected officials who make up the Town Council of Gilbert
who exercise the powers and authority granted by State Statute, local
ordinances, and resolutions. The Mayor and six Councilmembers are elected
at large to serve four-year overlapping terms.

Gilbert operates under the Council-Manager form of local government.
Under this model, which is prevalent in Arizona and the western United
States, the Mayor and Council select a full-time professional manager to
serve as the chief administrative officer and head of the administrative
branch of the Town. The Town Manager is responsible for implementing
Council policies, managing the staff, preparing the budget, and other
responsibilities as authorized by the Council in the
Code of Gilbert, Chapter 1, Article ll.

&



https://library.municode.com/az/gilbert/codes/code_of_ordinances?nodeId=CO_CH1GEPR_ARTIIMACO

Creation of Boards, Commissions,:
& Committees

Gilbert has committed its local government to being inclusive,
participative, and transparent. A strong belief that the people should
have an opportunity to be involved in their community has resulted in the
creation of several boards and commissions by the Council to encourage
a broad base of advice and recommendation for governance and policy
development.

Board and commission members are selected and appointed by the
Council to meet the responsibility of representing the community’s
interests and securing stakeholder participation in the governing and
policy making for Gilbert. Special committees may be approved by
Council or selected by their designee on an as-needed basis to act as a
task force to address a specific issue, concern, or task in accordance with
the Code of Gilbert, Section 1-320.

Boards, commissions, and committees vary in their authority and power,
and members are encouraged to review the specific responsibilities for
the board, commission, or committee to which they have been appointed.

Most boards, commissions, and committees serve in an advisory role and
make recommendations to the Council. The Planning Commission makes
some final decisions. In cases when a Board or Commission has been
delegated the authority to make decisions on behalf of the Council or
Town, the Council or another Board may be designated to hear appeals
of decisions.


https://library.municode.com/az/gilbert/codes/code_of_ordinances?nodeId=CO_CH1GEPR_ARTIVBOCOCO_DIV8CO_S1-320CR
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Each board listed below is linked to their webpage:

Deferred Compensation Trust Board
Fire Public Safety Retirement System Local Pension Board
Industrial Development Authority
Judicial Selection & Advisory Board
Parks & Recreation Board
Planning Commission
Police Public Safety Retirement System Local Pension Board
Public Facilities Municipal Property Corporation
Public Works Advisory Board
Redevelopment Commission
Self-Insured Trust Board
Utilities Board
Veterans Advisory Board
Water Resources Municipal Property Corporation
Ad-Hoc, Special Committees, & Task Forces
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https://www.gilbertaz.gov/departments/clerk-s-office/boards-commissions/current-boards/tog-deferred-compensation-trust-board
https://www.gilbertaz.gov/departments/clerk-s-office/boards-commissions/current-boards/fire-retirement-system-board
https://www.gilbertaz.gov/departments/clerk-s-office/boards-commissions/current-boards/industrial-development-authority
https://www.gilbertaz.gov/departments/clerk-s-office/boards-commissions/current-boards/judicial-review-committee
https://www.gilbertaz.gov/departments/clerk-s-office/boards-commissions/current-boards/parks-and-recreation-board
https://www.gilbertaz.gov/departments/clerk-s-office/boards-commissions/current-boards/planning-commission
https://www.gilbertaz.gov/departments/clerk-s-office/boards-commissions/current-boards/police-retirement-system-board
https://www.gilbertaz.gov/departments/clerk-s-office/boards-commissions/current-boards/tog-public-facilities
https://www.gilbertaz.gov/departments/clerk-s-office/boards-commissions/current-boards/public-works-advisory-board
https://www.gilbertaz.gov/departments/clerk-s-office/boards-commissions/current-boards/redevelopment-commission
https://www.gilbertaz.gov/departments/clerk-s-office/boards-commissions/current-boards/tog-health-insurance
https://www.gilbertaz.gov/departments/clerk-s-office/boards-commissions/current-boards/utilities
https://www.gilbertaz.gov/departments/clerk-s-office/boards-commissions/current-boards/veterans-and-military-advisory-board
https://www.gilbertaz.gov/departments/clerk-s-office/boards-commissions/current-boards/tog-water-resources
https://www.gilbertaz.gov/departments/clerk-s-office/boards-commissions/current-boards/ad-hoc
https://www.gilbertaz.gov/departments/town-hall/mayor-town-council
https://www.gilbertaz.gov/departments/manager-s-office
https://www.gilbertaz.gov/departments/attorney-s-office
https://www.gilbertaz.gov/departments/clerk-s-office
https://www.gilbertaz.gov/departments/court

Notices of board or commission openings are placed on the

Gilbert website and provided to local newspapers. Citizens

may also sign up for an email distribution list to receive

’R T_ _r_ notifications of board and commission openings. Applicants,

@ izl including incumbents, are required to complete an

g’?/(/@ff—r_‘?‘*”, M"o{ application. There may also be additional requirements as
AFFMJ—W\/&J— determined by the Council.

A Council Subcommittee on Board and Commission
Application Screening, Interview, and Selection was
established to review applications and conduct interview.

For ad hoc groups, task forces, and special committees, a list
of interested participants is kept by the Clerk’s Office. The
list includes the area of interest for serving and is used to
draw from when filling special committee seats. The Council
may also elect to advertise the recruitment for committees
using the same process as for other openings.

Individuals appointed to a board or commission are
required by State Law to take an oath of office prior to
assumption of the duties of office, in accordance with

Code of Gilbert, Section 1-202 (b).
Qalln
An agenda item for administering the oath will be 0:[6
placed on the first board or commission agenda @:ﬁc[,oe/
} following appointment by the Council. The new or

reappointed member will take the oath of office

publicly at that meeting. The oath of office will be [Iﬂ}
administered by the Council Liaison to the Board or

Commission. In the event the Liaison is not available, |
the Chair, Vice Chair, or Staff Liaison may administer

the oath of office. The original oaths are retained by

the Clerk’s Office through their retention period.


https://library.municode.com/az/gilbert/codes/code_of_ordinances?nodeId=CO_CH1GEPR_ARTIVBOCOCO_DIV1GE_S1-202METEOF

Roles &
Responsibilities




QRM&«E%F&WM of

Board & Commission Members
(including Alternates)

A Board or Commission member shall:

-Regularly attend meetings and comply with attendance and removal requirements
in accordance with Code of Gilbert, Section 1-205(b);

-Communicate to the Staff Liaison and/or Chair when unable to attend a meeting;

-Prepare for meetings by reviewing meeting agendas, packets, and related materials
prior to the meeting;

-Become educated on policies, codes, and procedures that apply to the board or
commission;

-Treat citizens, applicants, elected officials, other members, and staff with respect;
-Dress and behave in a professional manner at public meetings;

-Provide periodic reports to the Council through the Council Liaison, Chair (or
designated member), or at periodic Joint Meetings;

-Comply with the Open Meeting Law and attend training in accordance with the
Code of Gilbert, Section 1-202(c);

-Declare conflicts of interest that may occur and submit a completed Conflict of
Interest Form to the Staff Liaison;

-Serve on no more than one board or commission at one time; a member of a board
or commission may serve as a member of a committee; and

-Resign from the board or commission immediately after elected to a Mayor or
Council seat in accordance with the Code of Gilbert, Section 26-3(b).



https://library.municode.com/az/gilbert/codes/code_of_ordinances?nodeId=CO_CH1GEPR_ARTIVBOCOCO_DIV1GE_S1-205VAREOF
https://library.municode.com/az/gilbert/codes/code_of_ordinances?nodeId=CO_CH1GEPR_ARTIVBOCOCO_DIV1GE_S1-202METEOF
https://www.gilbertaz.gov/home/showpublisheddocument/7668/638290163522230000
https://www.gilbertaz.gov/home/showpublisheddocument/7668/638290163522230000
https://library.municode.com/az/gilbert/codes/code_of_ordinances?nodeId=CO_CH26EL_S26-3REOTOFPO

Ad Hoc/Committee Members

-Fulfill the responsibilities of a board or commission member,
but do not have voting rights on the board or commission;

-May or may not be a Gilbert resident; and

-May serve as a subject matter expert or neutral party to the Board or Commission.

Chair (or President)

-Fulfill the responsibilities of a board or commission member;

-Coordinate with the Staff Liaison on meeting agendas, meeting dates, and other
logistical issues;

-Serve as the presiding officer and facilitate public meetings;
-Communicate meeting processes to the public and board or commission members;

-Encourage discussion among board or commission members and give all members
an opportunity to speak, in a fair and orderly manner;

-Keep discussions and the meeting on track;
-Ensure that all meeting participants are treated with respect; and

-Sign official minutes of the board or commission immediately following approval.

Vice Chair (or Vice President)

-Fulfill the responsibilities of a board or commission member; and

-Assume the duties of the Chair during his or her absence.



Roles & Responsibilfis of
Town Council

The Council shall:

-Establish boards, commissions, and committees they deem appropriate to guide,
advise, and/or implement policies in the community;

-Establish rules and regulations governing boards, commissions, and committees;
-Ratify the Bylaws of Boards and Commissions;

‘Implement processes for recruiting, interviewing, selecting, and appointing board,
commission, and committee members;

-Interview, select, and appoint board and commission members, as deemed
necessary;

-Appoint committee members or select a designee to do so;

-Appoint a member of the Council to serve as a Council Liaison to a board,
commission, or committee, as deemed necessary;

-Communicate expected outcomes and/or boundaries to boards, commissions, and
committees;

-Schedule periodic joint meetings as needed or reports from boards or commissions;
and

‘Remove board and commission members, when necessary, in accordance with the
Code of Gilbert, Section 1-205.



https://library.municode.com/az/gilbert/codes/code_of_ordinances?nodeId=CO_CH1GEPR_ARTIVBOCOCO_DIV1GE_S1-205VAREOF

Council Liaison

A Councilmember is appointed, if appropriate,
to serve as a Council Liaison to a board, commission, or committee.

The Council Liaison shall:
-Attend board, commission, or committee meetings;

-Communicate Council policies and boundaries to the board, commission, or
committee;

-Coordinate with the Clerk and Staff Liaison to schedule joint meetings of the Council
with the Board or Commission, as needed;

-Recommend appointments to fill vacancies on boards, commissions, or committees
upon conclusion of the selection and interview process;

-Provide guidance to boards, commissions, or committees, when appropriate;

-Encourage and support board, commission, or committee members to achieve their
mission within the boundaries established by Council; and

-Provide regular updates to the Council on board, commission, or committee
meetings, activities, and accomplishments.




Staff Liaison

The Staff Liaison shall:

-Provide board, commission, or committee members with Codes, Bylaws, membership
lists, or other documents needed to fulfill their duties;

-Educate and provide guidance on policies, codes, and procedures that apply to the
board, commission, or committee;

-Mentor the Chair and Vice Chair so they understand and perform their
responsibilities;

-Provide guidance, as appropriate, to board, commission, or committee members;

-Prepare, or supervise the preparation of, board, commission, or committee agendas,
staff reports, and related materials;

-Schedule on the next board, commission, or committee agenda an item following
council appointments where new and reappointed members will publicly take an
oath of office;

-Post, or assign staff, to post all agendas at least 24 hours before any meeting at
Gilbert’s two official posting locations: Gilbert Municipal Center and the Town of
Gilbert website;

-Prepare, or assign department staff or contract workers, to record official minutes of
the board, commission, or committee meetings;

-.Send draft minutes, or actions, for posting on the Gilbert website within three (3)
working days of all meetings;



Staff Liaison (continued)

-Ensure staff forwards the original signed copy of the official minutes to the Clerk’s
Office upon approval so minutes can be scanned, posted, and accessible on the
website within two working days of approval;

-Coordinate with the Council Ligison and Clerk to schedule joint meetings and
reports to the Council, as needed,;

-Prepare Council Communications for board, commission, or committee reports
and/or recommendations to Council;

-Maintain, or supervise the maintenance of, official Town records for the board
commission, or committee excluding the official minutes maintained by the Clerk;

-Communicate statutory requirements with guidance of the Attorney, when
appropriate, and ensure compliance with the law;

-Ensure compliance with the Open Meeting Law;

-Obtain Conflict of Interest Forms from board, commission, or committee members
who declare a Conflict of Interest and submit completed forms to the Clerk;

-Consult with the Attorney or Clerk, as appropriate, to obtain guidance related to the
Open Meeting Law, Conflicts of Interest, Public Records, and other requirements;

-Monitor board or commission attendance at meetings for compliance with the Code
of Gilbert, Section 1-205; and

‘Notify the Town Clerk of any board or commission absences which exceed
acceptable standards; except for members of the slum clearance and
Redevelopment Commission, and except for any absence occasioned by active duty
or serious illness, as determined by the council liagison of the body; established in
accordance with the Code of Gilbert, Section 1-205(b).



https://www.gilbertaz.gov/home/showpublisheddocument/7668/638290163522230000
https://library.municode.com/az/gilbert/codes/code_of_ordinances?nodeId=CO_CH1GEPR_ARTIVBOCOCO_DIV1GE_S1-205VAREOF
https://library.municode.com/az/gilbert/codes/code_of_ordinances?nodeId=CO_CH1GEPR_ARTIVBOCOCO_DIV1GE_S1-205VAREOF
https://library.municode.com/az/gilbert/codes/code_of_ordinances?nodeId=CO_CH1GEPR_ARTIVBOCOCO_DIV1GE_S1-205VAREOF

Clerk/ Clerk’s Office

The Clerk, or designated Clerk’s Office staff, shall:

-Contact incumbents to determine if they will apply for reappointment;

-Initiate and distribute notices for openings on boards, commissions, and committees
to local newspapers, the Office of Digital Government and Town of Gilbert website,

and the email subscription account;

-Maintain a list of people and their areas of interest to be used for filling seats on
special committees/task forces;

-Distribute and accept applications for boards, commissions, and committees;

-Coordinate with the Vice Mayor and/or Council Liaison, as appropriate to facilitate
recruitment, selection, appointment, and recognition of members;

-Coordinate process to rank applications by the Council;

-Schedule dates and times for interviews and provide statutory notices to applicants
regarding the interviews with the Council;

-Prepare and distribute application packets to the Council;

-Prepare, post, and retain official minutes for meetings of the Council Subcommittee
on Board & Commission Application Screening, Interview, and Selection;

-Prepare Council Communications for appointments, resignations, and other actions
of board, commission, and committee members;

-Prepare notices of appointment and non-appointment;



-Contact the Staff Liaison following appointment of members for scheduling of oaths
of office on the next board, commission or committee agenda;

-Coordinate and schedule annual and/or other training of board or commission
members as directed by Council;

-Provide guidance and respond to questions from the Staff Liaison, or board,
commission, and committee members, regarding requirements of the Open Meeting
Law, Conflict of Interest, and Public Records;

-Coordinate recognition processes of board or commission members as directed or
established by the Council;

-Respond to inquiries from the public, elected officials, and staff on boards,
commissions, and committees;

‘Notify board or commission members and the Council of removal from office in
accordance with the Code of Gilbert, Section 1-205(b);

.Schedule an interview before Council of board or commission members that have
been removed from office and are in accordance with the Code of Gilbert, Section 1-
205(b) seeking reinstatement;

-Periodically monitor the website to verify that agendas and minutes of boards,
commissions, and committees are posted in conformance with Open Meeting Law;

-Periodically review and provide feedback to the Staff Liaison on agendas and
minutes to ensure documents meet the requirements of the Open Meeting Law.


https://library.municode.com/az/gilbert/codes/code_of_ordinances?nodeId=CO_CH1GEPR_ARTIVBOCOCO_DIV1GE_S1-205VAREOF
https://library.municode.com/az/gilbert/codes/code_of_ordinances?nodeId=CO_CH1GEPR_ARTIVBOCOCO_DIV1GE_S1-205VAREOF
https://library.municode.com/az/gilbert/codes/code_of_ordinances?nodeId=CO_CH1GEPR_ARTIVBOCOCO_DIV1GE_S1-205VAREOF

Special
Committees &
Task Forces




Creation and Definition - Code of Gilbert, Section 1-320

-A committee is a group of residents or non-residents chosen from those expressing
interest and selected on an as-needed basis to act as a task force to address a specific
issue, concern or task.

-The committee shall be activated by the Council and meet on an as- needed basis to
address issues, concerns, or tasks set by the Council.

-Committees may address human relations, arts and culture, environmental and energy
conservation issues, and other town concerns as determined by Council.

Membership; Terms of Office - Code of Gilbert, Section 1-321

-The committee shall consist of members approved by the Council. The size of the
committee will be determined by the Council according to the task and resources
necessary to complete the assignment.

-Council may designate someone to select members of a committee.

-After advising Council on the issue requested, the committee shall be disbanded if no
other tasks are assigned.

Duties - Code of Gilbert, Section 1-322

-The committee may, at the request of Council, provide recommendations to help
inform the decision making of council specific to concerns, problems, or tasks
assigned.

Rules & Regulations - Code of Gilbert, Section 1-323
-Committees shall follow established procedures as provided by staff.
‘Procedures will include committee structure, selection process, purpose, meeting

information and other such information that is necessary to complete the assigned
duties.


https://library.municode.com/az/gilbert/codes/code_of_ordinances?nodeId=CO_CH1GEPR_ARTIVBOCOCO_DIV8CO_S1-320CR

Meetings

Rules of Procedures for Public Meetings

All public bodies must follow the parliamentary procedure as defined in Gilbert’s
Rules of Procedures for Public Meetings linked HERE.

Agendas and Meeting Packets

An agenda is prepared and posted for all meetings. Meeting packets are prepared
and distributed, generally prior to a meeting, which may include staff reports and
related materials to assist board, commission, or committee members in preparing
for the meeting.

All agendas are posted in accordance with the Open Meeting Law at least 24 hours
prior to the meeting at Gilbert’s two official posting locations: Gilbert Municipal
Center and the Town of Gilbert website.

Other Gatherings

On occasion, a quorum of a board, commission, or committee may attend a
conference, social event, or similar activity. Board, commission, and committee
members must exercise extreme caution to ensure violations of the Open Meeting
Law do not occur.

These events are not meetings as defined by the Open Meeting Law and are not
posted as a meeting. The staff liaison or Clerk’s Office may post a Notice of
Possible Quorum when appropriate.


https://www.gilbertaz.gov/home/showpublisheddocument/49025

Board, Commission, or Committee members are representatives of the Town and
must follow Gilbert Town Council Policy No. 2023-03, CODE OF CONDUCT linked

here and summarized below.

The following information serves as a guide to board, commission, and committee members
when acting as a representative of the Town:

« Act in a professional manner at meetings when representing the Town, even when
diverse ideas and opinions are presented.

. Be aware that opinions publicly expressed (to the public, press, stakeholders, etc.) by an
individual member reflects only the individual’s view and may not be represented as a
board, commission, or committee statement or position without public posting and
opportunity for approval by all board, commission, or committee members.

« Never use your position or information in the performance of duty as a means for
making private profit or advancing the financial interest of others.

« Never discriminate unfairly by dispensing special favors or privileges to anyone, whether
or not for payment.

« Never accept gifts or benefits that could be construed by reasonable persons as
influencing the performance of official duties.

« Any gifts accepted must be reported in accordance with Policy Statement 2023-03
Code of Conduct. GIFT DISCLOSURE FORM LINKED HERE

« Exercise caution to avoid statements being construed as promises or binding upon the
duties of office.

« Avoid negotiations entered into by the Town involving the purchase or sale to the Town
of land, goods, or materials while acting in the capacity of a public official. In the event
this occurs, certain guidelines must be observed.


https://www.gilbertaz.gov/home/showpublisheddocument/49027
https://www.gilbertaz.gov/home/showpublisheddocument/49027
https://www.gilbertaz.gov/home/showpublisheddocument/49027
https://www.gilbertaz.gov/home/showpublisheddocument/47310/638290056205770000
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Subcommittees formed or appointed by a board or commission to make
recommendations to the board and commission must comply with the Open
Meeting Law.

Any subcommittee formed by a commission or board shall be members of the
commission or board. Subcommittees may solicit advice and assistance from
outside sources, but those advisors have no official status with the subcommittee in
accordance with the Code of Gilbert, Section 1-202(h).

Any smaller working groups or focus areas within a board or commission must also
be sure that a quorum of the board or commission is not present.

Official Minutes and Legal Actions

Official minutes are prepared for board, commission, or committee meetings,
including any subcommittees. The official minutes must include the date, time,
place, members present or absent, a general discussion of the matters discussed,
and an accurate description of any actions taken.

Draft minutes must be posted to the Gilbert website within three (3) working days of
a meeting. The draft minutes contain all legal actions taken. In limited cases,
actions are posted in lieu of draft minutes. A verbatim transcript of meetings is
generally not taken. Certain boards, commissions, or committees may record
meetings on audio, video, or similar media. If meetings are recorded for use other
than to prepare minutes and are not immediately disposed of upon completion of
the minutes, the audio or video, or similar media is a public record and must be
maintained and disposed of in accordance with Gilbert’s Record Management
Standards and Retention Schedules.

Upon approval and execution of the official minutes, the Staff Liaison, or designee,
is required to immediately submit original minutes of boards, commissions, and
committees to the Clerk; it should be within two (2) working days of approval. The
Clerk retains the official minutes as a permanent record.


https://library.municode.com/az/gilbert/codes/code_of_ordinances?nodeId=CO_CH1GEPR_ARTIVBOCOCO_DIV1GE_S1-202METEOF

Laws, Policies,
and Other
Documents




CODE

of
GILBERT

The Code of Gilbert sets forth local laws adopted by
the Mayor and Council. Laws are adopted by
Ordinance.

All board, commission, and committee members are
subject to the requirements found in the Code of
Gilbert, Chapter 1 - General Provisions; Article IV -
Boards, Commissions and Committees; Division 1 -
Generally. Other requirements governing specific

Boards, Commissions, or Committees may be found in
Article IV - Board, Commissions, and Committees.

Boards and commissions may
also have Bylaws that contain
requirements specific to the
board or commission. Bylaws
may include information on
meetings, quorums, membership,
or other matters of procedure
affecting the board or
commission.

Visit the Public

Officer Member
Resources Page

C&wrvob(/ —P &(/oo?/ S—Tw_{_&w\/&w_{—sf

Policy No. 2023-03

Code of Condfudt

This policy is to establish clear
standards that complement
requirements of Gilbert Town
Code and Arizona State Law.
Sections include conduct with
each other, Town staff, public

agencies, media, and the public.

It also outlines expectations for
public meetings, as well as the

process for Code of Conduct
complaints.

Policy No. 2012-05

Certain boards, commissions,
and committees may use
electronic equipment and
services that may include

email accounts, iPads,
personal computers, or
accounts in Dropbox or similar
cloud computing. The policy
sets forth what users must
comply with if they are
assigned these devices or
services.



https://library.municode.com/az/gilbert/codes/code_of_ordinances?nodeId=CO_CH1GEPR_ARTIVBOCOCO
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https://www.gilbertaz.gov/home/showpublisheddocument/47314/638356595557570000
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https://www.gilbertaz.gov/departments/clerk-s-office/boards-commissions/member-resources
https://www.gilbertaz.gov/departments/clerk-s-office/boards-commissions/member-resources
https://www.gilbertaz.gov/departments/clerk-s-office/boards-commissions/member-resources

Rules of Procedure

RULES OF PROCEDURE FOR PUBLIC MEETINGS
TOWN OF GILBERT

Interrupt Second VYote

Action: What to say: Speaker Needed Debatable  Amendable  Needed

Primary Motions

Introduce main “Imoveto..” No Yes Yes Yes Majority!

motion

Amend? a motion “I move to amend the No Yes Yes No Majority
motion by...”

Item-specific Motions

Continue® an item “I move to continue the No Yes Yes Yes Majority
matter until...” [identify date]

Table? an item “I move to table...” No Yes Yes No Majority

Fnd debate on an item | “T move to end debate.” No Yes Yes No Majority

Procedural Motions

Suspend rules “I move to suspend the No Yes Yes Yes 3/4
rules and consider...”

Address meeting “Point of Privilege” Yes No No No Chair

concerns (e.g., noise)

Object to procedure, “Point of order.” Yes No No No Chair

rule, or personal affront

Appeal a ruling “I move to overrule the Yes Yes Yes No Majority
chair’s ruling.”

Closing Motion

Adjourn the meeting | “T move to adjourn the No No Yes No Majority
meeting.”

Misc. Motions

Reconsider® an item “I move to reconsider our No Yes Yes No Majority
action to...”

Recess® the meeting “I move that we recess No Yes Yes Yes Majority
until...”

Executive Session “I move to go into executive Yes Yes Yes No Majority
session on...”

*The intent of these Rules of Procedure is to establish a fair and impartial process for public bodies to conduct business.
However, if a motion is plainly made, a second to the motion is placed on the record (if applicable), and the voting participants
understand the effect of their vote and support the outcome of the motion, it will stand up on its own even if 1t does not follow
the letter of these rules. If there is any conflict between these Rules of Procedure and the Town Code, the Town Code controls.
See Town Code Sec. 1-97(d).

! Voting: Motions are approved by a simple majority vote of members present unless a higher threshold is required by state law,
Town Code Sec. 1-91(G), or Sec. 1-92(d).

2 Mation to Amend. A motion may only be amended one time. Code Sec. 1-97(d)(2)(ii).
? Motion to Continue: Must identify the exact date when the item will be brought back for consideration. Code Sec. 1-97(d)(3)(i).
4 Maotion to Table: Suspends further consideration of an agenda item. Code Sec. 1-97¢d)(3)(ii).

5 Motion to Reconsider: A member who voted with the prevailing side may move to reconsider any decision at either the same
meeting or prior to the next regularly scheduled meeting. Code Sec. 1-97(d)(6)(i).

5 Moiion to Recess: This motion requires the body to immediately take a recess. The chair determines the length of the recess
unless the time 15 contained in the motion. Code Sec. 1-97(d)(6)(ii).

Rev. April 2024
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The State Legislature has adopted a law known as the “Open Meeting Law” applicable to
public bodies and public officers. To comply with the Open Meeting Law, the Staff Liaison
is responsible for preparing, or supervising the preparation of agendas; posting agendas;
posting draft minutes or actions; and posting approved minutes.

Board, commission, and committee members must exercise caution when interacting with
other board, commission, and committee members. Board, commission, and committee
members should not congregate after meetings and discuss business of the board,
commission, or committee including the meeting that took place.

1. What is the Open Meeting Law?

The policy of the State is that the public’s business should be conducted in public. The
Open Meeting Law contains the rules that public bodies have to follow to assure that this
policy is carried out.

2. Is my board, commission, or committee a “public body” under the Open Meeting Law?

Yes, all boards, commissions and committees appointed by the Mayor or the Council are
“public bodies” governed by the Open Meeting Law. According to the Attorney General’s
office, a public body also includes a committee appointed by the Manager if it is the
intention that the committee will provide recommendations to the Council. On the other
hand, a committee appointed by the Manager to provide advice only to the Manager
would not be a “public body.” If a Department Director appoints a committee to research
and advise, the committee is not a “public body.”

3. What is a meeting?
Any time a quorum of the public body discusses, proposes or takes legal action related to

municipal business; a meeting is being held. “Legal action” includes collective decisions,
commitments or promises of the public body and is not necessarily a formal vote.



A series of gatherings of less than a quorum can result in a meeting, especially if a
consensus is reached. This would constitute an Open Meeting Law violation. The gathering
of the quorum may be held with one or more members participating by telephone or video
conferencing. A meeting may also result from discussions had by e-mail if a quorum is
involved and a “discussion” is taking place about municipal business. Great care should be
taken in the use of e-mail to ensure there is no Open Meeting Law violation.

4. If my board, commission, or committee is going to have a meeting, what is needed?

The law requires that public bodies of the municipality must file a statement with the Clerk
or Mayor’s Office stating where public notices of their meetings will be posted, as well as
on the Town’s website. The law also requires that the public body “shall give such
additional public notice as reasonable and practical as to all meetings.” In addition,
meetings may not be held without at least 24-hours’ notice to the members of the public
body and to the general public. In Gilbert, notices of meetings are posted at the following
locations:

« Gilbert Municipal Center, 90 East Civic Center Drive
« Town of Gilbert Website on that board’s webpage

An agenda must include the date, time and place of the meeting. It must also include an
agenda of matters to be discussed or decided at the meeting or information on how the
public may obtain a copy of the agenda.

There is an exception for an “actual emergency,” in which case the meeting may be held
without the required 24-hour notice so long as the notice is posted within 24-hours
declaring that the emergency meeting has been held. In that case, the notice must include
a discussion of the specific matter consider/decided at the meeting. There are very few
circumstances that qualify as “actual emergency” and unless a flood or fire is racing
through the municipality that absolutely requires your board, commission or committee to
hold a meeting related to that flood or fire, you probably do not have an emergency that
would qualify under the Statute.

5. Can we discuss matters not on the agenda?

No, unless there is “actual emergency” (see above).


https://www.gilbertaz.gov/departments/clerk-s-office/boards-commissions

6. May there be a “communications from citizens” on the agenda?

Yes, but the member of the public who is speaking is only allowed to address the public
body on an issue within the jurisdiction of the public body. The public body may not discuss
the matter raised by the member of the public but, at the conclusion of the open call to the
public, individual members of the public body may respond to criticism made by those who
have addressed the public body, may ask staff to review a matter, or may ask that a matter
be put on a future agenda.

7. May the agenda include an item permitting individual members of the board,
commission, or committee to make a statement or report (without discussion) at the end
of the meeting?

Yes, the law does permit the public body to include on the agenda an item to “Report on
Current Events” by the Chair, Members, and Department Director (or other principal staff
person in charge of the board, commission, or committee. At that time, the individual may
make a report to the public and public body; however, the public body may not discuss ‘or
take legal action on the matter unless the matter has also been listed on the agenda.

8. Does my board, commission, or committee have to keep minutes of the meetings?
Yes, your board, commission, or committee must take minutes.

9. What has to be included in minutes?

For meetings other than executive sessions (see below), minutes must include:

The date, time and place of the meeting;

The members of the public body recorded as either present or absent;

A general description of the matters discussed; and

An accurate description of all legal actions proposed, discussed or taken and the
names of members who proposed the action or made the motion.

a
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The minutes shall also include the names of the persons, as given, making statements or
presenting materials to the public body and a reference to the legal action about which
they made statements or presented material.

The minutes must be open to public inspection three working days after the meeting. If
there is a recording, the recording can be made available and the written minutes can
follow later.



10. Do our minutes have to be posted on a website?

Yes, for municipalities with a population of more than 2,500 persons and that have an
internet site. A statement showing the legal actions taken by the public body must be
posted within three working days following the meeting. Draft minutes meet this
requirement. Approved/final minutes must be posted within two working days after
approval.

11. Can my board, commission, or committee meet in private?

Yes, if it is for one or more of the nine specific purposes listed in the Arizona Revised
Statutes for which public bodies may meet in private, also known as Executive Session.
Executive Sessions are rare for boards, commissions, and committees. In the rare instances
where there is an Executive Session for a board, commission or committee, it would likely be
for the purpose of receiving legal advice and should be reviewed by the Town Attorney. The
nine allowable purposes for Executive Sessions can be found in A.R.S. § 38-431.03. Any
questions regarding Executive Sessions should be referred to the Town Attorney.

12. If we have an executive session, do we have to keep minutes?

Yes; however, minutes are kept confidential except from members of the public body that
met in Executive Session and officers, appointees, or employees who are the subject of
discussion if the executive session was held for personnel reasons.

13. Can | use email to communicate with my fellow board members?

Yes, but with caution. Use of email can constitute a meeting when the email proposes legal
acts or when there is an exchange of facts and/or opinions if it is foreseeable that the topic
may come before the board for action. For example, the Attorney General’s Office
cautioned that even a single email without any responses could violate the Open Meeting
Law if the email is sent to a quorum of the public body and proposes legal action. Moreover,
if a majority of the board responds to an email, it can constitute action for an illegal
meeting. Avoid “reply all” and chain emails. Use of emails in this manner can constitute a
meeting that was not properly noticed.


https://www.azleg.gov/ars/38/00431-03.htm

14. Can | express my opinion to the news media or discuss an issue with the public
if | know other board members may read or hear my comments?

Yes, Open Meeting Law does not prohibit a member of a public body from voicing an
opinion or discussing an issue with the public either at a venue other than a public meeting
or through news or social media outlets so long as (1) the opinion or discussion is not
principally directed at or directly given to another member of the public body, and (2)
there is no concerted plan to engage in collective deliberation to take legal action.
Additionally, the Attorney General’s Office has released an opinion that a meeting does
not occur when members of the public body merely hear or read a comment made by
another member of the public body in the media.

15. What if my board, commission, or committee violates the Open Meeting Law?

The first thing that happens is that any action you took in violation of the Open Meeting
Law is null and void.

The second thing that happens is that the Attorney General or County Attorney’s Office
may investigate a complaint alleging a violation of the Open Meeting Law and
investigate. The Attorney General or County Attorney has broad powers to inspect all
documents, require any person to submit a report or make a statement and issue
investigative demands for production of documents. If a public body or an officer refuses,
the Attorney General or County Attorney may go to court to get an order for enforcement.

Upon a finding that a public officer has violated the Open Meeting Law, a court may
impose a civil penalty not to exceed $500 for each violation against the person who
violates the article or knowingly aids, agrees to aid or attempts to aid another person in
violating the Open Meeting Law. If the court determines that a public officer intended to
deprive the public of information, a court may remove the public officer from the office
and shall assess the public officer with all costs and attorney fees awarded to plaintiff in
pursuing the action.

The municipality may not expend public monies to retain legal counsel to provide legal
services to the public body or an officer unless the public body takes legal action at a
public meeting to approve the expenditure.

For more information see the Attorney General's Arizona Agency Handbook, Chapter 7
and the Arizona Ombudsman's Open Meeting Law Booklet.



https://www.azag.gov/agency-handbook
https://www.azoca.gov/wp-content/uploads/Open-Meeting-Law-Booklet-2020.pdf

Conflicts of

Interest

At times, board and
commission members
may need to declare a
conflict of interest.

The following questions
will assist in determining
whether or not you have
a conflict of interest.



o)
CO nfl ICts 1. How do | know if I, as a member of a public body,

have a conflict of interest?

Of The first question you have to ask is whether, in any matter

that comes before your board, commission or committee, you

I t t have a “pecuniary” interest in the outcome. A pecuniary
n eres interest is any matter where you stand to gain or lose

something of value from the decision.

2. If | determine | have a pecuniary interest in a decision, then what?

You need to determine whether your interest is a “remote interest.”
A remote interest is any of the following:

a. The interest of a non-salaried officer of a non-profit corporation.

b. The interest of a landlord or tenant of the contracting party.

c. The interest of an attorney of a contracting party.

d. The interest of a member of a non-profit cooperative marketing association.

e. The ownership of less than three percent of the shares of a corporation for profit, provided the
total annual income from dividends, including the value of stock options, from the corporation
does not exceed five percent of the total annual income of such officer or employee and any other
payments made to the public officer/employee by the corporation do not exceed five percent of
his/her total annual income.

f. The interest of a public officer or employee in being reimbursed for the actual and necessary
expenses incurred in the performance of official duty.

g. The interest of a recipient of public services generally provided by the incorporated city or town,
political subdivision or State department, commission, agencies, body or board of which who is a
public officer or employee on the same terms and conditions as if he were not an officer or
employee.

h. The interest of a public-school board member when the relative involved is not a dependent or a
spouse.

i. The interest of a public officer or employee or that of a relative of a public officer or employee
unless the contract or decision involved would confer a direct economic benefit or detriment upon
the officer, employee, or relative of any of the following:

1. Another political subdivision;
2. A public agency of another political subdivision; or
3. A public agency except if it is the same governmental entity.

j- The interest of a member of a trade, business, occupation, profession or class of persons
consisting of at least ten members which is no greater than the interest of the other members of
the trade, business, occupation or profession or class of persons.



Conflicts of
Interest ...

3. If | determine that my pecuniary interest does not fit into one of the above
exceptions, then what?

If your pecuniary interest does not fit one of the above exceptions, then you have a
“substantial interest.” If the interest fits into one of the above exceptions, you do not have a

conflict of interest.
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Public Officer Disclosure/Conflict of Interest Form

4. If | have a substantial interest in a decision or matter coming before my board,
commission, or committee, what should | do?

You must not take part in any discussion or action involving that matter. You do not have to
resign from the board, commission, or committee; however, you must “make known” your
substantial interest in the public records. The Town Clerk’s Office or your staff liaison will
provide you a form to complete that the Clerk’s Office will keep on file. You must disclose on
that form the substantial interest that you have that resulted in the conflict of interest.

5. What happens if | violate the conflict of interest laws?

Any person affected by the decision of the public body may commence a civil suit in Superior
Court for the purpose of enforcing the law. The Court may award reasonable attorneys’ fees
to the prevailing party. Intentionally or knowingly violating the conflict of interest laws is a
Class VI Felony. Recklessly or negligently violating the conflict of interest laws is a Class |
Misdemeanor. A person found guilty might be required to forfeit his or her public office.


https://www.gilbertaz.gov/home/showpublisheddocument/7668/638290163522230000

The Town’s records are the property of the State of Arizona. State laws require that
records be maintained in accordance with the laws, standards, and requirements
developed and implemented by Arizona State Library, Archives, and Public Records.

The Arizona Revised Statutes define records as books, papers, maps, photographs, or
other documentary materials, regardless of physical form or characteristics, made or
received by any governmental agency in pursuance of law or in connection with the
transaction of public business; therefore, records include databases and electronic
information.

The Staff Liaison is responsible for maintaining records of the board or commission.

State law governing records disclosure and protection of the public’s right to know
require that the municipality permit examination and/or reproduction of records.

Agenda packets and other materials provided to boards, commissions, and committees
by Town staff are retained by Town staff if they are a record. Board, commission, and
committee members may dispose of copies of the agenda after the meeting. If a board,
commission, or committee member keeps notes on agenda packets and retains the
packets, they are subject to disclosure if Gilbert receives a public records request or a
subpoena.

Electronic mail (email) may be used to transmit documents or may be a record in itself.
Board and Commission members must exercise extreme caution in the use of email if
communicating with other board and commission members so a meeting does not take
place. Generally, it is acceptable to disseminate information via electronic mail, but no
discussions should occur or there is a risk that the communication may violate the Open
Meeting Law. Board, commission, or committee members that use private email
accounts are responsible for forwarding record emails to the Staff Liaison for retention in

conformance with the law.
Thank e,
/ gilbert N



